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Key features of the Edexcel Level 4 NVQ Diploma in 
Business-Improvement Techniques (QCF) 

This qualification: 

• is nationally recognised 

• is based on the Semta National Occupational Standards (NOS). The NOS, 
Assessment Strategy and qualification structure are owned by Semta.  

What is the purpose of this qualification? 

This qualification is appropriate for employees in the engineering sector 
working across a broad range of areas. It is designed to assess occupational 
competence in the workplace where learners are required to demonstrate 
skills and knowledge to a level required in the engineering industry. 

Who is this qualification for? 

This qualification is for all learners aged 16 and above who are capable of 
reaching the required standards. 

Edexcel’s policy is that the qualification should: 

• be free from any barriers that restrict access and progression 

• ensure equality of opportunity for all wishing to access the qualification. 

What are the benefits of this qualification to the learner and employer? 

This qualification allows learners to demonstrate competence against 
National Occupational Standards which are based on the needs of the 
engineering industry as defined by Semta, the Sector Skills Council. As such 
it contributes to the development of skilled labour in the sector. 

What are the potential job roles for those working towards this 
qualification?  

• Manager 

• Manufacturing production manager 

What progression opportunities are available to learners who achieve 
this qualification? 

This qualification allows learners to demonstrate competence in business-
improvement techniques at a level required by the engineering industry. 
Learners can progress across the level and size of the engineering 
competence and knowledge qualifications and into other occupational areas 
such as team leading and management. 

Further information is available in Annexe A.  
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What is the qualification structure for the Edexcel 
Level 4 NVQ Diploma in Business-Improvement 
Techniques (QCF)? 

Individual units can be found in the Units section. The QCF level and credit 
value are given on the first page of each unit. 
 
To achieve the Edexcel Level 4 NVQ Diploma in Business-
Improvement Techniques (QCF) 

Learners must complete a minimum of 106 credits. Learners must complete 
all mandatory units in Group A (24 credits) and then choose one of the 
following pathways: 
 
Edexcel Level 4 NVQ Diploma in Business-Improvement Techniques 
- Process Improvement (QCF) 

Learners must complete all the units in Group B1 and a minimum of six 
units from Groups B2*, B3 and B4** for a minimum total of 82 credits. 

*A minimum of one unit must be taken from Group B2. 

**A maximum of three units may be taken from Group B4.  
 
Edexcel Level 4 NVQ Diploma in Business-Improvement Techniques 
- Quality Improvement (QCF) 

Learners must complete all the units in Group C1. 

Learners must complete a minimum of five units from Groups C2*, C3** 
and C4*** for a minimum total of 96 credits. 

*A minimum of one unit must be taken from Group C2. 

**A minimum of one unit must be taken from Group C3. 

***A maximum of three units may be taken from Group C4. 
 
A  -  Mandatory units  

Learners must complete all the units in Group A. 
 
L/600/5389  -  Leading effective teams 

H/600/5396  -  Carrying out project management activities 

A/601/5013 -  Complying with statutory regulations and organisational 
safety requirements 

B  -  Process Improvement  

Learners must complete all the units in Group B1 and a minimum of six 
units from Groups B2*, B3 and B4**. 

*A minimum of one unit must be taken from Group B2. 

**A maximum of three units may be taken from Group B4. 
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B1  -  Mandatory units (Process Improvement)  

Learners must complete all the units in Group B1. 
 
F/600/5406 -  Leading workplace organisation activities 

M/600/5420 -  Leading continuous improvement (Kaizen) activities 

M/600/5434 -  Leading the development of visual management systems 
 
B2  -  Optional units (Process Improvement)  

Learners must complete at least one unit from Group B1. 
 
K/600/5447 -  Leading the creation of flexible production and manpower 
systems 

T/600/5466 -  Leading problem solving activities 
 
B3  -  Optional units (Process Improvement)  
 
T/600/5483 -  Leading an analysis and selection of parts for improvement 

K/600/5528 -  Leading lead time analysis activities 

M/600/5563 -  Leading value stream mapping (VSM) activities 

T/600/5614 -  Leading set-up reduction activities 

H/600/5639 -  Leading total productive maintenance (TPM) activities 

J/600/5665 -  Leading statistical process control (SPC) activities 

R/600/5684 -  Leading flow process analysis activities 

R/600/5698 -  Leading policy deployment activities (Hoshin Kanri, quality 
operating systems, business plan deployment) 

A/600/5713 -  Leading value management (value engineering and value 
analysis) activities 

L/600/5733 -  Leading failure modes and effects analysis (FMEA) activities 

R/600/5748 -  Leading measurement systems analysis (MSA) activities 

L/600/5862 -  Carrying out design of experiments (DOE) 

K/600/5867 -  Leading mistake/error proofing (Poka Yoke) activities 

J/600/5875 -  Applying quality function deployment (QFD) 

F/600/5888 -  Leading the creation of standard operating procedures 
(SOP) 
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B4  -  Optional units (Process Improvement)  

Learners may complete up to three units in Group B4. 
 
A/600/6036 -  Applying response surface methodology 

D/600/5896 -  Leading the application of Six Sigma methodology to a 
project 

T/600/5905 -  Leading the carrying out of Six Sigma process mapping 

T/600/5919 -  Leading the application of basic statistical analysis 

Y/600/5931 -  Leading the application of Six Sigma metrics to a project 

R/600/5944 -  Leading the production of a characteristic selection matrix 

L/600/5957 -  Leading the carrying out of capability studies 

A/600/5971 -  Leading the production of multi variance charts 

K/600/5982 -  Leading the process of hypothesis testing 

R/600/5989 -  Carrying out evolutionary operations (EVOP) 

K/600/6002 -  Applying central limit theorem and confidence intervals 

H/600/6029 -  Producing Taguchi linear graphs 
 
C  -  Quality Improvement  

Learners must complete all the units in Group C1. 

Learners must complete a minimum of five units from Groups C2*, C3* and 
C4*. 

*A minimum of one unit must be taken from Group C2. 

*A minimum of one unit must be taken from Group C3. 

*A maximum of three units may be taken from Group C4. 
 
C1  -  Mandatory units (Quality Improvement)  

Learners must complete all the units in Group C1. 
 
J/600/5665 -  Leading statistical process control (SPC) activities 

L/600/5733 -  Leading failure modes and effects analysis (FMEA) activities 

D/600/5896 -  Leading the application of Six Sigma methodology to a 
project 

T/600/5905 -  Leading the carrying out of Six Sigma process mapping 

T/600/5919 -  Leading the application of basic statistical analysis 
 



 

N025101 – Specification – Edexcel Level 4 NVQ Diploma in Business-Improvement Techniques  
(QCF) – Issue 1 – December 2010  © Edexcel Limited 2010 

7

C2  -  Optional units (Quality Improvement)  

Learners must complete at least one unit from Group C2. 
 
R/600/5748 -  Leading measurement systems analysis (MSA) activities 

L/600/5862 -  Carrying out design of experiments (DOE) 

K/600/5867 -  Leading mistake/error proofing (Poka Yoke) activities 

Y/600/5931 -  Leading the application of Six Sigma metrics to a project 

R/600/5944 -  Leading the production of a characteristic selection matrix 

L/600/5957 -  Leading the carrying out of capability studies 

A/600/5971 -  Leading the production of multi variance charts 

K/600/5982 -  Leading the process of hypothesis testing 
 
C3  -  Optional units (Quality Improvement)  

Learners must complete at least one unit from Group C3. 
 
A/600/6036 -  Applying response surface methodology 

J/600/5875 -  Applying quality function deployment (QFD) 

R/600/5989 -  Carrying out evolutionary operations (EVOP) 

K/600/6002 -  Applying central limit theorem and confidence intervals 

H/600/6029 -  Producing Taguchi linear graphs 
 
C4  -  Optional units (Quality Improvement)  

Learners may complete up to three units in Group C4. 
 
F/600/5406 -  Leading workplace organisation activities 

M/600/5420 -  Leading continuous improvement (Kaizen) activities 

M/600/5434 -  Leading the development of visual management systems 

K/600/5447 -  Leading the creation of flexible production and manpower 
systems 

T/600/5466 -  Leading problem solving activities 

T/600/5483 -  Leading an analysis and selection of parts for improvement 

K/600/5528 -  Leading lead time analysis activities 

M/600/5563 -  Leading value stream mapping (VSM) activities 

T/600/5614 -  Leading set-up reduction activities 

H/600/5639 -  Leading total productive maintenance (TPM) activities 

R/600/5684 -  Leading flow process analysis activities 
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R/600/5698 -  Leading policy deployment activities (Hoshin Kanri, quality 
operating systems, business plan deployment) 

A/600/5713 -  Leading value management (value engineering and value 
analysis) activities 

F/600/5888 -  Leading the creation of standard operating procedures 
(SOP) 
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How is the qualification graded and assessed? 

The overall grade for the qualification is a ‘pass’. The learner must achieve 
all the required units within the specified qualification structure. 

To pass a unit the learner must: 

• achieve all the specified learning outcomes 

• satisfy all the assessment criteria by providing sufficient and valid 
evidence for each criterion 

• show that the evidence is their own. 

The qualification is designed to be assessed: 

• in the workplace or 

• in conditions resembling the workplace, as specified in the Assessment 
Strategy for the sector, or 

• as part of a training programme. 

Assessment Strategy  

The Assessment Strategy for this qualification has been included in Annexe 
E. It has been developed by Semta in partnership with employers, training 
providers, awarding organisations and the regulatory authorities. The 
Assessment Strategy includes details on: 

• criteria for defining realistic working environments 

• roles and occupational competence of assessors, expert witnesses, 
internal verifiers and standards verifiers 

• quality control of assessment 

• evidence requirements. 

Evidence of competence may come from: 

• current practice where evidence is generated from a current job role 

• a programme of development where evidence comes from 
assessment opportunities built into a learning/training programme 
whether at or away from the workplace 

• the Recognition of Prior Learning (RPL) where a learner can 
demonstrate that they can meet the assessment criteria within a unit 
through knowledge, understanding or skills they already possess without 
undertaking a course of learning. They must submit sufficient, reliable 
and valid evidence for internal and standards verification purposes. RPL 
is acceptable for accrediting a unit, several units or a whole qualification 

• a combination of these. 
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It is important that the evidence is: 

 

Valid relevant to the standards for which competence is claimed 

Authentic produced by the learner 

Current sufficiently recent to create confidence that the same skill, 
understanding or knowledge persist at the time of the claim 

Reliable indicates that the learner can consistently perform at this 
level 

Sufficient fully meets the requirements of the standards. 

 

Types of evidence 

To successfully achieve a unit the learner must gather evidence which 
shows that they have met the required standard in the assessment criteria. 
Evidence can take a variety of different forms including the following 
examples: 

• direct observation of the learner’s performance by their assessor 

• outcomes from oral or written questioning 

• products of the learner’s work  

• personal statements and/or reflective accounts 

• outcomes from simulation, where permitted by the Assessment Strategy 

• professional discussion 

• assignment, project/case studies 

• authentic statements/witness testimony 

• expert witness testimony 

• reflective accounts 

• evidence of Recognition of Prior Learning. 

Learners can use one piece of evidence to prove their knowledge, skills and 
understanding across different assessment criteria and/or across different 
units. It is, therefore, not necessary for learners to have each assessment 
criterion assessed separately. Learners should be encouraged to reference 
the assessment criteria to which the evidence relates. 

Evidence must be made available to the assessor, internal verifier and 
Edexcel standards verifier. A range of recording documents is available on 
the Edexcel website www.edexcel.com. Alternatively, centres may develop 
their own. 

http://www.edexcel.com/�
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Additional Requirements  

The Joint Awarding Body and the SSC Working Practices Group have 
identified additional requirements that are needed to assess and quality 
assure qualifications placed on the QCF that use NVQ within their title. 
These requirements are shown in Annexe D: Additional Requirements for 
Qualifications that use the title NVQ within the QCF. 
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Centre recognition and approval 

Centre recognition 

Centres that have not previously offered Edexcel qualifications need to 
apply for and be granted centre recognition as part of the process for 
approval to offer individual qualifications. New centres must complete both 
a centre recognition approval application and a qualification approval 
application. 

Existing centres will be given ‘automatic approval’ for a new qualification if 
they are already approved for a qualification that is being replaced by the 
new qualification and the conditions for automatic approval are met. 
Centres already holding Edexcel approval are able to gain qualification 
approval for a different level or different sector via Edexcel online. 

Approvals agreement 

All centres are required to enter into an approvals agreement which is a 
formal commitment by the head or principal of a centre to meet all the 
requirements of the specification and any linked codes or regulations. 
Edexcel will act to protect the integrity of the awarding of qualifications, if 
centres do not comply with the agreement. This could result in the 
suspension of certification or withdrawal of approval.  

Quality assurance 

Detailed information on Edexcel’s quality assurance processes is given in 
Annexe B.  

What resources are required? 

Each qualification is designed to support learners working in the Engineering 
sector. Physical resources need to support the delivery of the qualification 
and the assessment of the learning outcomes and must be of industry 
standard. Centres must meet any specific resource requirements outlined in 
Annexe E: Assessment Strategy. Staff assessing the learner must meet the 
requirements within the overarching Assessment Strategy for the sector. 
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Unit format 

Each unit in this specification contains the following sections. 
 
Unit title: 

 

Unit reference number:  

 

QCF level: 

 

Credit value: 

 
 

Guided learning hours: 

 
 
 
 

Unit summary: 

 

Assessment requirements/evidence requirements: 

 

Assessment recording:  

 

Learning outcomes: 

 

Assessment criteria: 

 

Evidence type: 
 

Portfolio 
reference: 

 

Date: 

 

 
 
 
 
 

The assessment/evidence requirements are determined 
by the SSC. Learners must provide evidence for each 
of the requirements stated in this section. 

Learning outcomes state exactly 
what a learner should know, 
understand or be able to do as a 
result of completing a unit. 

The assessment criteria of a unit 
specify the standard a learner is 
expected to meet to demonstrate 
that a learning outcome, or a set of 
learning outcomes, has been 
achieved. 

Learners must reference the type of 
evidence they have and where it is 
available for quality assurance 
purposes. The learner can enter the 
relevant key and a reference. 
Alternatively, the learner and/or 
centre can devise their own 
referencing system. 

This provides a summary of the assessment methodology to be used for the unit. 

The learner 
should use this 
box to indicate 
where the 
evidence can 
be obtained eg 
portfolio page 
number. 

The learner 
should give the 
date when the 
evidence has 
been provided. 

The unit title is accredited on the QCF and this 
form of words will appear on the learner’s 
Notification of Performance (NOP). 

All units and qualifications within the QCF have a level assigned to them, which 
represents the level of achievement. There are nine levels of achievement, from 
Entry level to level 8. The level of the unit has been informed by the QCF level 
descriptors and, where appropriate, the NOS and/or other sector/professional.

All units have a credit value. The minimum credit value is one, and credits can 
only be awarded in whole numbers. Learners will be awarded credits when they 
achieve the unit. 

A notional measure of the substance of a qualification. It includes an estimate of the 
time that might be allocated to direct teaching or instruction, together with other 
structured learning time, such as directed assignments, assessments on the job or 
supported individual study and practice. It excludes learner-initiated private study.

This provides a summary of the purpose of the unit. 

This code is a unique reference number for the unit. 
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Units 
 



 

N025101 – Specification – Edexcel Level 4 NVQ Diploma in Business-Improvement Techniques 
(QCF) – Issue 1 – December 2010  © Edexcel Limited 2010 

16 

 



 

N025101 – Specification – Edexcel Level 4 NVQ Diploma in Business-Improvement Techniques  
(QCF) – Issue 1 – December 2010  © Edexcel Limited 2010 

17

 

Unit 1: Leading effective teams 

Unit reference number: L/600/5389 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading effective teams, which are involved in carrying out 
continuous improvement projects. It involves obtaining the appropriate 
authority and support for the release of resources to carry out team 
activities, which will include people, work space/work area, documentation 
and information. The learner will be required to determine and agree 
individual roles and responsibilities, and to set realistic and achievable goals 
for both the individuals within the team and the team as a whole. 
Coaching/mentoring and monitoring the performance of the team will also 
feature in this unit. They will also be expected to prioritise the work 
activities to achieve the overall objectives, cost-effectively and efficiently. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead/leading is used throughout this unit. This means that 
although the outcomes of this unit may be carried out and achieved as part 
of a team, it is necessary for the learner to demonstrate a level of 
overriding management and direction of the activities as a whole. This may 
be in the form of coordinating multiple activities, using company strategies 
and objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment methodology 

This unit is assessed in the workplace or in conditions resembling the 
workplace. Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 2: Carrying out project management 
activities 

Unit reference number: H/600/5396 

QCF level: 4 

Credit value: 10 

Guided learning hours: 28 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required to carry out project management involved with continuous 
improvement activities. It involves identifying the need for a project and 
determining its scope and then developing this into a fully detailed project 
plan. The learner will be required to form a suitable project team taking into 
account the technicalities within the project and the individual skills and 
abilities of the team members. The learner will also be expected to 
determine and agree the individual roles and responsibilities of the team 
members and to set realistic and achievable goals for both the individuals 
within the team and the team as a whole. Obtaining appropriate authority 
and support for the release of resources to carry out the project is also 
included and this will include people, work space/work area, documentation 
and information. Monitoring the performance of the project to ensure that it 
meets the identified objectives also features in this unit. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 3: Complying with statutory 
regulations and organisational 
safety requirements 

Unit reference number: A/601/5013 

QCF level: 2 

Credit value: 5 

Guided learning hours: 35 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required to deal with statutory regulations and organisational safety 
requirements. It does not deal with specific safety regulations or detailed 
requirements. It does, however, cover the more general health and safety 
requirements that apply to working in an industrial environment.  

The learner will be expected to comply with all relevant regulations that 
apply to their area of work, as well as their general responsibilities as 
defined in the Health and Safety at Work Act. The learner will need to be 
able to identify the relevant qualified first aiders and know the location of 
the first aid facilities. The learner will have a knowledge and understanding 
of the procedures to be adopted in the case of accidents involving injury 
and in situations where there are dangerous occurrences or hazardous 
malfunctions of equipment, processes or machinery. The learner will also 
need to be fully conversant with their organisation’s procedures for fire 
alerts and the evacuation of premises. 

The learner will also be required to identify the hazards and risks that are 
associated with their job. Typically, these will focus on their working 
environment, the tools and equipment that they use, the materials and 
substances that they use, any working practices that do not follow laid-
down procedures, and manual lifting and carrying techniques. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 4: Leading workplace organisation 
activities 

Unit reference number: F/600/5406 

QCF level: 4 

Credit value: 10 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required to lead the application of a systemic approach to continuously 
making improvements to the workplace organisation. It involves leading the 
activities that apply the principles and processes of workplace organisation 
(such as 5S or 5C). The learner will need to set standards and guidelines for 
the work area and its activity to determine where information, materials, 
tools and/or equipment are missing or require a new location and what 
improvements to the area or activity could be made. The learner will be 
expected to lead the production and/or updating of standard operating 
procedures and visual controls for the work area, which could cover such 
things as producing shadow boards to standardise the storage and location 
of area equipment, colour coding of equipment, cleaning and maintenance 
of equipment, production operations, and health and safety. The overall 
objective of the activity will be to make measurable improvements to the 
workplace organisation. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  
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The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 

Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 5: Leading continuous improvement 
(Kaizen) activities 

Unit reference number: M/600/5420 

QCF level: 4 

Credit value: 14 

Guided learning hours: 32 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading continuous improvement (Kaizen) activities in the 
workplace. It involves approving the plan for the Kaizen process for the 
agreed work area/activity, to include plan, do, check, act, and to agree 
quantifiable objectives and targets for the improvement activity. The 
activities undertaken will include the identification of all forms of waste, and 
problems or conditions within the work area or activity where improvements 
can be made. The learner will need to focus on leading the improvement 
activities which would give business benefits such as reduced product cost, 
increased capacity and/or flexibility, improved safety, improved regulatory 
compliance, improved quality, improved customer service, improvements to 
working practices and procedures, reduction in lead time and 
reduction/elimination of waste. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 6: Leading the development of 
visual management systems 

Unit reference number: M/600/5434 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading the development of visual management systems. It 
involves discussing and justifying the appropriate parts of the process or 
work area that will have visual controls and agree the key performance 
indicators which are to be displayed in the work area. The learner will also 
be required to monitor the effectiveness of the visual management system 
and to check the quality of the information that is being displayed. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 7: Leading the creation of flexible 
production and manpower 
systems 

Unit reference number: K/600/5447 

QCF level: 4 

Credit value: 7 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading the creation of flexible business systems. It involves 
leading the application of the principles and processes of creating flexible 
production and manpower systems to the chosen activity. This will include 
obtaining and approving the schedule and batch size for the parts in the 
work area, and leading the creation of level schedules for those parts. The 
activities will require the learner to identify and evaluate improvement 
opportunities, and waste which needs to be removed, in order to achieve 
Takt time and flow processing. The learner will also be required to direct the 
production of a visual representation for identifying which resources do not 
meet the Takt time requirements. This would typically cover areas such as 
standard work in progress, consignment stocks, part routers, physical 
control signals, number of people required and their flexibility, and the rules 
and disciplines of the pull system. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  
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The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 

Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 8: Leading problem solving activities

Unit reference number: T/600/5466 

QCF level: 4 

Credit value: 8 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required to lead problem solving activities, in accordance with approved 
procedures. Problems could occur in any aspect of the business, such as 
manufacturing, engineering, processing, service and support functions. The 
learner will be expected to lead prompt and appropriate action to identify, 
analyse, approve and implement corrective actions to solve the problem. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required. 

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 9: Leading an analysis and selection 
of parts for improvement 

Unit reference number: T/600/5483 

QCF level: 4 

Credit value: 14 

Guided learning hours: 32 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading an analysis and selection of parts for improvement. It 
involves coordinating the principles and processes of analysing and selecting 
parts for improvements within the chosen area/product range. The learner 
will be expected to coordinate and analyse information to identify and 
produce part families, using criteria such as part shape, part size, materials 
used to manufacture the part, and the manufacturing process used. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 10: Leading lead-time analysis 
activities 

Unit reference number: K/600/5528 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for lead-time analysis activities. It involves leading the principles 
and processes of lead time analysis to selected parts or processes. The 
learner will be expected to lead the identification of suitable parts or 
processes for which lead time profiles are to be produced, and then to 
review and confirm suitable and quantifiable objectives and targets for the 
reduction in lead time and the creation of lead time profiles for all of the 
representative parts or processes chosen. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 11: Leading value stream mapping 
(VSM) activities 

Unit reference number: M/600/5563 

QCF level: 4 

Credit value: 13 

Guided learning hours: 32 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading value stream mapping (VSM) activities. It involves 
leading the application of the principles and processes of value stream 
mapping to the approved parts, using appropriate improvement tools and 
techniques. The learner will be expected to lead the creation of a current 
state map for the parts or materials chosen, and to confirm problems or 
conditions within the current state map where improvements can be made. 
Typically, the improvements will include improved workflow, improved lead 
time, improved quality, reduced waste and improved safety. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

Your ability to combine the performance statements specified when applying 
the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 12: Leading set-up reduction 
activities 

Unit reference number: T/600/5614 

QCF level: 4 

Credit value: 14 

Guided learning hours: 32 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading set-up reduction activities. It involves coordinating the 
principles and processes of set-up reduction to a machine or process set-up, 
changeover, clean-down or turnaround activity that is a bottleneck or 
constraint which affects the process, such as capacity, flexibility, lead time, 
inventory or other business performance measure. The learner will be 
expected to confirm where the problems occur within the set-up process, 
and to confirm where improvements can be made. The learner will need to 
agree suitable quantifiable objectives and targets against which the 
improvements are to be made. The activities will require them to coordinate 
the set-up reduction activities on different machines or processes, and to 
coordinate improvements to the current set-up, which will include such 
things as reduced set-up time, improved safety, improved quality and 
improved work practice. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required. 

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 13: Leading total productive 
maintenance (TPM) activities 

Unit reference number: H/600/5639 

QCF level: 4 

Credit value: 11 

Guided learning hours: 32 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required to lead total productive maintenance (TPM) activities on equipment 
and processes, and aims to prevent equipment problems by identifying 
potential causes rather than waiting for a problem to occur. It involves the 
measurement of the six classic hidden losses, assessment of potential and 
priorities for loss reduction. It covers the application of the TPM principles 
and processes to resources, such as plant and equipment, machines, office 
equipment, service equipment and utilities. It also concerns assessment of 
the equipment/process condition, the steps required to restore the 
equipment/process to good working order, and then to set a robust asset 
care regime to maintain this condition. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 14: Leading statistical process control 
(SPC) activities 

Unit reference number: J/600/5665 

QCF level: 4 

Credit value: 8 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading statistical process control (SPC) activities. It involves 
leading the application of the principles and processes of SPC to an 
approved process, and the gathering of all the necessary data for analysis, 
in consultation with relevant people. The learner will be expected to lead the 
application of statistical process control, utilising statistical and graphical 
methods to represent the process conditions. Typically, these would focus 
on simple run charts, tally charts, bar charts, histograms, run charts, box 
plots time series charts, Pareto diagrams and stem and leaf plots. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required. 

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 



 

N025101 – Specification – Edexcel Level 4 NVQ Diploma in Business-Improvement Techniques 
(QCF) – Issue 1 – December 2010  © Edexcel Limited 2010 

120

Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 15: Leading flow process analysis 
activities 

Unit reference number: R/600/5684 

QCF level: 4 

Credit value: 14 

Guided learning hours: 32 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required to lead flow process analysis activities. It involves coordinating the 
application of the principles and procedures of flow process analysis, within 
a given work area, to lead to the production of a process analysis sheet. 
The learner will be required to discuss and agree elements of waste and 
problems or conditions within the process where improvements can be 
made. The learner will need to lead an evaluation and prioritisation of the 
opportunities for improvement, and to assist in this activity they will be 
required to approve the content of a payback matrix. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 16: Leading policy deployment 
activities (Hoshin Kanri, quality 
operating systems, business plan 
deployment) 

Unit reference number: R/600/5698 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading policy deployment activities (Hoshin Kanri, quality 
operating systems, business plan deployment). It involves leading the 
application of the principles and processes of business plan deployment in 
the learner’s local area, and agreeing the area goals for the customer and 
the business they work in, to enable improvement opportunities and 
conditions to be approved which, when implemented, will deliver the local 
area policy deployment plan. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 17: Leading value management 
(value engineering and value 
analysis) activities 

Unit reference number: A/600/5713 

QCF level: 4 

Credit value: 11 

Guided learning hours: 32 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading value management (value engineering and value 
analysis) activities. It involves leading the application of the principles and 
processes of value management (VM) to the chosen product or process. The 
learner will be expected to confirm what the customer requires from the 
product or the process, and to approve quantifiable objectives and targets 
to achieve this. The learner will need to lead the analysis of the functions of 
the process, agree costs of each of these functions, and confirm the added 
and non-value added activities within the process. The learner will also be 
expected to approve the most appropriate alternatives, lead a risk 
assessment of the alternatives, prioritise and rank the alternatives, and 
confirm the expected benefits. The learner will need to lead the 
development of these alternatives into detailed proposals that will improve 
the value of the product or process, and provide costing recommendations 
for management approval. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  
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The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 

Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 18: Leading failure modes and effects 
analysis (FMEA) activities 

Unit reference number: L/600/5733 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading failure modes and effects analysis (FMEA) activities. It 
involves leading the principles and processes of FMEA and agreeing the key 
features of FMEA required for the activity under investigation. The activities 
will include concepts, designs, systems, products, processes and machines. 
The learner will be required to agree the key features of FMEA, check the 
recording of the information gathered in an appropriate format, and 
consider and approve valid judgements about the activity using FMEA 
principles. This will include approving risk priority numbers (RPNs), agreeing 
high RPNs and agreeing actions to improve them. Once actions have been 
completed, the learner will need to lead the reassessment of the activity 
and review the re-score of severity, occurrence and detection. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 19: Leading measurement systems 
analysis (MSA) activities 

Unit reference number: R/600/5748 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading measurement systems analysis (MSA) activities. It 
involves approving an appropriate measurement system on which to carry 
out the analysis, and obtaining and approving all the necessary data in 
order to carry out the measurement systems analysis. The learner will be 
expected to lead the application of the principles and processes of 
measurement system analysis, which will include such things as directing 
the completion of a calibration study on a gauge, leading a gauge linearity 
study, leading either an attribute or a variable gauge repeatability and 
reproducibility study, directing a metrology study on a measurement system 
which includes either a variable or attribute gauge repeatability and 
reproducibility study. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 20: Carrying out design of 
experiments (DOE) 

Unit reference number: L/600/5862 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for carrying out design of experiments (DOE). It involves applying 
the principles and process of design of experiments to the selected plant or 
process, which will require the plant or process being taken out of 
production to run the methodology. The learner will need to calculate the 
correct sample size required and identify a suitable sampling plan to reduce 
any systematic errors. The learner will be expected to determine the 
scope/parameters of the experiment and carry out the experiment within 
these parameters utilising the appropriate tools and techniques. The results 
of the design of experiment will be recorded and analysed to identify areas 
where improvements to the process can be made. The learner will also need 
to produce a report of the findings along with an action plan to ensure the 
improvements identified are implemented. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 21: Leading mistake/error proofing 
(Poka Yoke) activities 

Unit reference number: K/600/5867 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading of mistake/error proofing (Poka Yoke) activities, which 
is a method of making an activity ‘foolproof’. It involves leading the 
application of the principles and procedures of mistake/error proofing to the 
chosen activity, to enable worksheets to be produced for the activity that 
identify the problem, evaluate any actions to be taken, and indicate the 
benefits to be gained. Typically, worksheets would focus on the description 
of the mistake/error identified, the containment action taken, the root cause 
of the mistake/error and the permanent corrective action to be taken. The 
learner will be required to lead trials on the suggested improvements, which 
will include confirming their effectiveness, cost and complexity. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 22: Applying quality function 
deployment (QFD) 

Unit reference number: J/600/5875 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for applying quality function deployment (QFD). It involves 
identifying the customer requirement of a product or process and obtaining 
all the required information necessary to perform the QFD project study. 
Typically, these would cover the needs and expectations of the customer 
and the functions and features required by the customer. The learner will be 
required to produce a matrix for the quality function deployment activity, 
which identifies the four phases (eg pre-planning, design deployment, 
process and production planning and managing deployment). The learner 
will need to analyse the information gathered (such as score matrices for 
relationships, technical requirements, correlations, planning and 
specifications) and draw conclusions as to the appropriate course of action. 
The learner will be expected to record the results of the analysis in the 
appropriate format to enable a report to be compiled, outlining the findings 
of the activity and the recommended solutions. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 23: Leading the creation of standard 
operating procedures (SOP) 

Unit reference number: F/600/5888 

QCF level: 4 

Credit value: 8 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required to lead the creation of standard operating procedures (SOP) for 
work activities. This will involve leading the documenting of the information 
gathered from the method used when performing the operation/process. 
The learner will lead the preparations required from start to finish, advise 
on the quality and safety standards to be maintained and agree on the 
drawings, tooling, fixtures, gauges, and other items that are used during 
the operation or process. The learner will need to agree the key points in 
the document and advise on the use of drawings, photographs and/or 
sketches, as appropriate. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 

 

 



 N
0
2
5
1
0
1
 –

 S
p
ec

if
ic

a
ti
o
n
 –

 E
d
ex

ce
l 
Le

ve
l 
4
 N

V
Q

 D
ip

lo
m

a
 i
n
 B

u
si

n
es

s-
Im

p
ro

ve
m

en
t 

T
ec

h
n
iq

u
es

  
(Q

C
F)

 –
 I

ss
u
e 

1
 –

 D
ec

em
b
er

 2
0
1
0
  

©
 E

d
ex

ce
l 
Li

m
it
ed

 2
0
1
0
 

1
8
7

Le
ar

n
in

g 
ou

tc
om

es
 a

n
d
 a

ss
es

sm
en

t 
cr

it
er

ia
 

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

E
v
id

e
n

ce
 

ty
p

e
 

P
o

rt
fo

li
o

 
re

fe
re

n
ce

D
a
te

 

1
a
 

Le
ad

 t
h
e 

cr
ea

ti
o
n
 o

f 
st

an
d
ar

d
 o

p
er

at
in

g
 

p
ro

ce
d
u
re

s 
(S

O
P)

 

1
.1

  
w

o
rk

 s
a
fe

ly
 a

t 
al

l 
ti
m

es
, 

co
m

p
ly

in
g
 w

it
h
 h

ea
lt
h
 a

n
d
 

sa
fe

ty
 a

n
d
 o

th
er

 r
el

ev
an

t 
re

g
u
la

ti
o
n
s 

an
d
 g

u
id

el
in

es

1
.2

  
le

ad
 t

h
e 

a
ct

iv
it
ie

s 
w

it
h
in

 t
h
ei

r 
a
re

a 
o
f 
re

sp
o
n
si

b
ili

ty
 

to
 i
n
cl

u
d
e 

al
l 
o
f 

th
e 

fo
llo

w
in

g
: 

• 
se

t 
o
u
t 

an
d
 c

o
m

m
u
n
ic

at
e 

th
e 

p
u
rp

o
se

 o
f 
th

e 
im

p
ro

ve
m

en
t 

a
ct

iv
it
ie

s 

• 
in

vo
lv

e 
th

e 
te

am
 i
n
 p

la
n
n
in

g
 h

o
w

 t
h
e 

im
p
ro

ve
m

en
t 

a
ct

iv
it
y 

w
ill

 b
e 

a
ch

ie
ve

d
 

• 
en

su
re

 e
ac

h
 t

ea
m

 m
em

b
er

 h
as

 i
n
d
iv

id
u
al

 
o
b
je

ct
iv

es
 a

n
d
 u

n
d
er

st
an

d
s 

h
o
w

 t
h
es

e 
o
b
je

ct
iv

es
 c

o
n
tr

ib
u
te

 t
o
 t

h
e 

o
ve

ra
ll 

im
p
ro

ve
m

en
t 

o
b
je

ct
iv

e 

• 
p
ro

vi
d
e 

ad
vi

ce
 a

n
d
 s

u
p
p
o
rt

 t
h
e 

te
am

 t
o
 a

ch
ie

ve
 

b
o
th

 t
ea

m
 a

n
d
 i
n
d
iv

id
u
al

 i
m

p
ro

ve
m

en
t 

o
b
je

ct
iv

es
 

• 
m

o
ti
va

te
 t

h
e 

te
a
m

 t
o
 p

re
se

n
t 

th
ei

r 
o
w

n
 

im
p
ro

ve
m

en
t 

id
ea

s 

• 
en

co
u
ra

g
e 

th
e 

te
am

 a
n
d
/o

r 
in

d
iv

id
u
al

s 
to

 t
ak

e 
th

e 
le

ad
 w

h
er

e 
ap

p
ro

p
ri
at

e 

• 
ag

re
e 

th
e 

im
p
le

m
en

ta
ti
o
n
 o

f 
th

e 
im

p
ro

ve
m

en
t 

id
ea

s 

 
 

 

 



 

N
0
2
5
1
0
1
 –

 S
p
ec

if
ic

a
ti
o
n
 –

 E
d
ex

ce
l 
Le

ve
l 
4
 N

V
Q

 D
ip

lo
m

a
 i
n
 B

u
si

n
es

s-
Im

p
ro

ve
m

en
t 

T
ec

h
n
iq

u
es

 
(Q

C
F)

 –
 I

ss
u
e 

1
 –

 D
ec

em
b
er

 2
0
1
0
  

©
 E

d
ex

ce
l 
Li

m
it
ed

 2
0
1
0
 

1
8
8
 

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

E
v
id

e
n

ce
 

ty
p

e
 

P
o

rt
fo

li
o

 
re

fe
re

n
ce

D
a
te

 

 
• 

n
eg

o
ti
a
te

 a
n
y 

p
h
ys

ic
al

 a
n
d
/o

r 
fi
n
an

ci
al

 
re

so
u
rc

es
 r

eq
u
ir
ed

 t
o
 i
m

p
le

m
en

t 
th

e 
im

p
ro

ve
m

en
t 

a
ct

iv
it
y 

(w
h
er

e 
a
p
p
ro

p
ri
at

e)
 

• 
m

o
n
it
o
r 

th
e 

p
ro

g
re

ss
 o

f 
im

p
ro

ve
m

en
t 

ac
ti
vi

ti
es

 

• 
d
ea

l 
w

it
h
 a

n
y 

o
rg

an
is

at
io

n
al

 p
ro

b
le

m
s 

id
en

ti
fi
ed

 
d
u
ri
n
g
 t

h
e 

im
p
ro

ve
m

en
t 

a
ct

iv
it
y 

1
.3

  
le

ad
 t

h
e 

p
ro

d
u
ct

io
n
 o

f 
a 

st
an

d
ar

d
 o

p
er

at
in

g
 

p
ro

ce
d
u
re

 f
o
r 

tw
o
 o

f 
th

e 
fo

llo
w

in
g
: 

 

• 
cl

ea
n
in

g
 o

f 
eq

u
ip

m
en

t 

• 
m

ai
n
te

n
an

ce
 o

f 
eq

u
ip

m
en

t 

• 
h
ea

lt
h
, 

sa
fe

ty
 a

n
d
 e

n
vi

ro
n
m

en
ta

l 
p
ra

ct
ic

es
 a

n
d
 

p
ro

ce
d
u
re

s 

• 
p
ro

ce
ss

 p
ro

ce
d
u
re

s 

• 
m

an
u
fa

ct
u
ri
n
g
 o

p
er

at
io

n
s 

• 
q
u
al

it
y 

im
p
ro

ve
m

en
ts

 

• 
im

p
ro

ve
m

en
ts

 t
o
 c

u
st

o
m

er
 s

a
ti
sf

a
ct

io
n
 

1
.4

  
le

ad
 t

h
e 

p
ro

d
u
ct

io
n
 o

f 
st

an
d
ar

d
 o

p
er

at
in

g
 

p
ro

ce
d
u
re

s 
th

at
 i
n
cl

u
d
e 

al
l 
o
f 
th

e 
fo

llo
w

in
g
: 

• 
o
p
er

at
io

n
/p

ro
ce

ss
 t

o
 b

e 
p
er

fo
rm

ed
 

• 
p
ar

t/
p
ro

d
u
ct

 n
u
m

b
er

 a
n
d
 p

ar
t/

p
ro

d
u
ct

 
d
es

cr
ip

ti
o
n
/o

p
er

a
ti
o
n
 r

ef
er

en
ce

 

• 
o
p
er

at
io

n
/p

ro
ce

ss
 n

u
m

b
er

 

 
 

 



 N
0
2
5
1
0
1
 –

 S
p
ec

if
ic

a
ti
o
n
 –

 E
d
ex

ce
l 
Le

ve
l 
4
 N

V
Q

 D
ip

lo
m

a
 i
n
 B

u
si

n
es

s-
Im

p
ro

ve
m

en
t 

T
ec

h
n
iq

u
es

  
(Q

C
F)

 –
 I

ss
u
e 

1
 –

 D
ec

em
b
er

 2
0
1
0
  

©
 E

d
ex

ce
l 
Li

m
it
ed

 2
0
1
0
 

1
8
9

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

E
v
id

e
n

ce
 

ty
p

e
 

P
o

rt
fo

li
o

 
re

fe
re

n
ce

D
a
te

 

 
• 

p
re

p
ar

a
ti
o
n
 a

ct
iv

it
ie

s 
p
ri
o
r 

to
 s

ta
rt

in
g
 t

h
e 

o
p
er

at
io

n
/p

ro
ce

ss
 

• 
d
es

cr
ip

ti
o
n
 o

f 
th

e 
fu

ll 
o
p
er

at
io

n
/p

ro
ce

ss
, 

b
ro

ke
n
 

d
o
w

n
 i
n
to

 a
p
p
ro

p
ri
at

e 
ta

sk
s/

ac
ti
vi

ti
es

 

• 
q
u
al

it
y 

st
a
n
d
ar

d
s,

 h
ea

lt
h
 a

n
d
 s

af
et

y 
re

q
u
ir
em

en
ts

, 
en

vi
ro

n
m

en
ta

l 
is

su
es

/r
eq

u
ir
em

en
ts

 

• 
to

o
lin

g
/f

ix
tu

re
s/

g
au

g
es

/e
q
u
ip

m
en

t 
re

q
u
ir
ed

 

• 
sk

et
ch

es
/p

h
o
to

g
ra

p
h
s/

d
ra

w
in

g
s 

th
at

 a
ss

is
t 

co
m

p
le

ti
o
n
 o

f 
th

e 
o
p
er

at
io

n
/p

ro
ce

ss
 

• 
d
at

e 
o
f 

fi
rs

t 
is

su
e 

• 
o
ri
g
in

a
to

r 
o
f 
th

e 
d
o
cu

m
en

t 

• 
la

te
st

 r
ev

is
io

n
 d

at
e 

1
.5

  
Le

a
d
 t

h
e 

g
a
th

er
in

g
 o

f 
in

fo
rm

a
ti
o
n
 o

f 
th

e 
cu

rr
en

t 
o
p
er

at
io

n
 o

r 
p
ro

ce
ss

 t
o
 i
d
en

ti
fy

 t
h
e 

o
p
ti
m

u
m

 a
n
d
 

sa
fe

st
 m

et
h
o
d
 

1
.6

  
A
g
re

e 
w

h
a
t 

to
o
ls

, 
eq

u
ip

m
en

t,
 f

ix
tu

re
s,

 
d
o
cu

m
en

ta
ti
o
n
 a

n
d
 s

ta
n
d
ar

d
s 

ar
e 

re
q
u
ir
ed

 

 
 

 

 



 

N
0
2
5
1
0
1
 –

 S
p
ec

if
ic

a
ti
o
n
 –

 E
d
ex

ce
l 
Le

ve
l 
4
 N

V
Q

 D
ip

lo
m

a
 i
n
 B

u
si

n
es

s-
Im

p
ro

ve
m

en
t 

T
ec

h
n
iq

u
es

 
(Q

C
F)

 –
 I

ss
u
e 

1
 –

 D
ec

em
b
er

 2
0
1
0
  

©
 E

d
ex

ce
l 
Li

m
it
ed

 2
0
1
0
 

1
9
0
 

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

E
v
id

e
n

ce
 

ty
p

e
 

P
o

rt
fo

li
o

 
re

fe
re

n
ce

D
a
te

 

1
b
 

Le
ad

 t
h
e 

cr
ea

ti
o
n
 o

f 
st

an
d
ar

d
 o

p
er

at
in

g
 

p
ro

ce
d
u
re

s 
(S

O
P)

 
(c

o
n
ti
n
u
ed

) 

1
.7

  
en

su
re

 t
h
a
t 

al
l 
te

a
m

 m
em

b
er

s 
p
er

fo
rm

in
g
 t

h
e 

o
p
er

at
io

n
 o

r 
p
ro

ce
ss

 h
av

e 
th

e 
o
p
p
o
rt

u
n
it
y 

to
 

co
n
tr

ib
u
te

 a
n
d
 a

g
re

e 
th

e 
m

et
h
o
d
 i
d
en

ti
fi
ed

 

1
.8

  
le

ad
 t

h
e 

p
ro

d
u
ct

io
n
 o

f 
st

an
d
ar

d
 o

p
er

at
in

g
 

p
ro

ce
d
u
re

s 
in

 a
n
 a

g
re

ed
 f
o
rm

at
 a

n
d
 m

o
n
it
o
r 

th
ei

r 
ac

cu
ra

cy
 a

g
ai

n
st

 t
h
e 

o
p
er

at
io

n
 o

r 
p
ro

ce
ss

 
re

q
u
ir
em

en
ts

 

1
.9

  
le

ad
 t

h
e 

p
ro

d
u
ct

io
n
 o

f 
st

an
d
ar

d
 o

p
er

at
in

g
 

p
ro

ce
d
u
re

s 
th

at
 m

in
im

is
e 

al
l 
o
f 

th
e 

fo
llo

w
in

g
: 

• 
ti
m

e 

• 
ef

fo
rt

 

• 
w

as
te

 

1
.1

0
  

ar
ra

n
g
e 

fo
r 

th
e 

su
p
p
ly

 o
f 

st
an

d
ar

d
 o

p
er

at
in

g
 

p
ro

ce
d
u
re

s 
at

 t
h
ei

r 
p
o
in

t 
o
f 
u
se

 a
n
d
 t

h
e 

st
o
ra

g
e 

o
f 

co
p
ie

s 
an

d
 m

as
te

r 
co

p
ie

s 
in

 a
cc

o
rd

an
ce

 w
it
h
 

co
m

p
an

y 
re

q
u
ir
em

en
ts

 

1
.1

1
  

le
ad

 t
h
e 

re
vi

si
o
n
 o

f 
st

an
d
ar

d
 o

p
er

at
in

g
 p

ro
ce

d
u
re

s,
 

as
 a

p
p
ro

p
ri
at

e,
 t

o
 e

n
su

re
 t

h
ei

r 
ef

fe
ct

iv
en

es
s 

in
 t

h
e 

w
o
rk

p
la

ce
 

1
.1

2
  

es
ta

b
lis

h
 c

o
n
fi
rm

at
io

n
 t

h
at

 t
h
e 

m
et

h
o
d
 d

ef
in

ed
 w

ill
 

m
ee

t 
q
u
al

it
y,

 p
ro

d
u
ct

iv
it
y,

 h
ea

lt
h
, 

sa
fe

ty
 a

n
d
 

en
vi

ro
n
m

en
ta

l 
re

q
u
ir
em

en
ts

 

 
 

 

 



 N
0
2
5
1
0
1
 –

 S
p
ec

if
ic

a
ti
o
n
 –

 E
d
ex

ce
l 
Le

ve
l 
4
 N

V
Q

 D
ip

lo
m

a
 i
n
 B

u
si

n
es

s-
Im

p
ro

ve
m

en
t 

T
ec

h
n
iq

u
es

  
(Q

C
F)

 –
 I

ss
u
e 

1
 –

 D
ec

em
b
er

 2
0
1
0
  

©
 E

d
ex

ce
l 
Li

m
it
ed

 2
0
1
0
 

1
9
1

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

E
v
id

e
n

ce
 

ty
p

e
 

P
o

rt
fo

li
o

 
re

fe
re

n
ce

D
a
te

 

2
a 

K
n
o
w

 h
o
w

 t
o
 l
ea

d
 t

h
e 

cr
ea

ti
o
n
 o

f 
st

an
d
ar

d
 

o
p
er

at
in

g
 p

ro
ce

d
u
re

s 
(S

O
P)

 

2
.1

  
d
es

cr
ib

e 
th

e 
h
ea

lt
h
 a

n
d
 s

a
fe

ty
 r

eq
u
ir
em

en
ts

 o
f 

th
e 

ar
ea

 f
o
r 

w
h
ic

h
 t

h
ey

 a
re

 l
ea

d
in

g
 t

h
e 

cr
ea

ti
o
n
 o

f 
st

an
d
ar

d
 o

p
er

at
in

g
 p

ro
ce

d
u
re

s 
(S

O
P)

 

2
.2

  
ex

p
la

in
 h

o
w

 t
o
 p

la
n
 t

h
e 

re
so

u
rc

es
 a

n
d
 t

im
e 

n
ee

d
ed

 
to

 c
ar

ry
 o

u
t 

th
e 

ag
re

ed
 a

ct
iv

it
y 

2
.3

  
d
es

cr
ib

e 
th

e 
va

ri
o
u
s 

fo
rm

at
s 

u
se

d
 i
n
 c

re
at

in
g
 S

O
P
  

2
.4

  
ex

p
la

in
 w

h
er

e 
to

 f
in

d
 t

h
e 

so
p
 d

o
cu

m
en

t 
fo

rm
at

 t
o
 

b
e 

u
se

d
 i
n
 t

h
ei

r 
b
u
si

n
es

s 

2
.5

  
d
es

cr
ib

e 
th

e 
in

fo
rm

a
ti
o
n
 t

h
at

 w
ill

 b
e 

re
q
u
ir
ed

 t
o
 

cr
ea

te
 a

 S
O

P 

2
.6

  
ex

p
la

in
 h

o
w

 S
O

P 
ar

e 
st

ru
ct

u
re

d
 a

n
d
 t

h
e 

im
p
o
rt

an
ce

 
o
f 
th

ei
r 

u
se

 

2
.7

  
ex

p
la

in
 m

et
h
o
d
s 

o
f 

co
m

m
u
n
ic

at
in

g
/f

ac
ili

ta
ti
n
g
 t

o
 

en
su

re
 t

h
a
t 

al
l 
th

e 
re

q
u
ir
ed

 i
n
fo

rm
at

io
n
 f
o
r 

th
e 

S
O

P 
is

 c
ap

tu
re

d
 

 
 

 

2
b
 

K
n
o
w

 h
o
w

 t
o
 l
ea

d
 t

h
e 

cr
ea

ti
o
n
 o

f 
st

an
d
ar

d
 

o
p
er

at
in

g
 p

ro
ce

d
u
re

s 
(S

O
P)

 (
co

n
ti
n
u
ed

) 

2
.8

  
d
es

cr
ib

e 
th

e 
o
p
er

at
io

n
/p

ro
ce

ss
 t

o
 b

e 
ca

p
tu

re
d
 i
n
 

th
e 

S
O

P 

2
.9

  
ex

p
la

in
 w

h
y 

S
O

P 
ar

e 
th

e 
b
a
si

s 
fo

r 
q
u
a
lit

y 
an

d
 

co
n
ti
n
u
o
u
s 

im
p
ro

ve
m

en
t 

2
.1

0
  

d
es

cr
ib

e 
th

e 
ei

g
h
t 

w
a
st

es
 (

o
ve

r-
p
ro

d
u
ct

io
n
, 

in
ve

n
to

ry
, 

tr
an

sp
o
rt

, 
o
ve

r-
p
ro

ce
ss

in
g
, 

w
ai

ti
n
g
 t

im
e,

 
o
p
er

at
o
r 

m
o
ti
o
n
, 

b
a
d
 q

u
al

it
y,

 f
ai

lu
re

 t
o
 e

xp
lo

it
 

h
u
m

a
n
 p

o
te

n
ti
al

) 
a
n
d
 h

o
w

 t
o
 e

lim
in

a
te

 t
h
em

 

 
 

 

 



 

N
0
2
5
1
0
1
 –

 S
p
ec

if
ic

a
ti
o
n
 –

 E
d
ex

ce
l 
Le

ve
l 
4
 N

V
Q

 D
ip

lo
m

a
 i
n
 B

u
si

n
es

s-
Im

p
ro

ve
m

en
t 

T
ec

h
n
iq

u
es

 
(Q

C
F)

 –
 I

ss
u
e 

1
 –

 D
ec

em
b
er

 2
0
1
0
  

©
 E

d
ex

ce
l 
Li

m
it
ed

 2
0
1
0
 

1
9
2
 

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

E
v
id

e
n

ce
 

ty
p

e
 

P
o

rt
fo

li
o

 
re

fe
re

n
ce

D
a
te

 

 
2
.1

1
  

ex
p
la

in
 h

o
w

 t
o
 s

im
p
lif

y 
w

o
rk

 d
o
n
e,

 e
lim

in
a
ti
n
g
 

w
as

te
 a

n
d
 p

o
te

n
ti
al

 f
o
r 

h
u
m

an
 e

rr
o
r 

2
.1

2
  

ex
p
la

in
 T

a
kt

 t
im

e 
an

d
 t

h
e 

re
la

ti
o
n
sh

ip
 w

it
h
 

a
ch

ie
vi

n
g
 f

lo
w

 i
n
 a

 p
ro

ce
ss

 

2
.1

3
  

d
es

cr
ib

e 
th

e 
ex

te
n
t 

o
f 
th

ei
r 

o
w

n
 a

u
th

o
ri
ty

 a
n
d
 t

o
 

w
h
o
m

 t
h
ey

 s
h
o
u
ld

 r
ep

o
rt

 i
n
 t

h
e 

ev
en

t 
o
f 

p
ro

b
le

m
s 

th
at

 t
h
ey

 c
an

n
o
t 

re
so

lv
e 

 
 

 

 Le
ar

n
er

 n
a
m

e:
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

 
D

at
e:

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

 

Le
ar

n
er

 s
ig

n
at

u
re

:
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

 
D

at
e:

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

 

A
ss

es
so

r 
si

g
n
at

u
re

:
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

 
D

at
e:

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

 

In
te

rn
al

 v
er

if
ie

r 
si

g
n
a
tu

re
:

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

 
(i

f 
sa

m
p
le

d
) 

D
at

e:
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

 

  



 

N025101 – Specification – Edexcel Level 4 NVQ Diploma in Business-Improvement Techniques  
(QCF) – Issue 1 – December 2010  © Edexcel Limited 2010 

193

Unit 24: Applying response surface 
methodology 

Unit reference number: A/600/6036 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for applying response surface methodology. It involves selecting an 
appropriate process on which to carry out the activity and applying the 
principles and processes of response surface methodology utilising 
orthogonal array, level and factor. The learner will be expected to determine 
the scope/parameters of the activity, estimate the resources required 
(which will include costs, timescales, manpower, plant/equipment and 
materials) and identify the expected benefits to be gained by carrying out 
the activity. The learner will be required to utilise sample size selection to 
ensure the statistical validity of the experiment and calculate the correct 
sample size methodology within an improvement project. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 25: Leading the application of Six 
Sigma methodology to a project 

Unit reference number: D/600/5896 

QCF level: 4 

Credit value: 14 

Guided learning hours: 32 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading the application of a structured Six Sigma methodology 
to a project. It involves leading the identification of the Six Sigma 
organisational infrastructure, roles and responsibilities and business-specific 
metrics that will apply. These will include financial, quality and process 
aspects of the project. The learner will be expected to agree areas where 
the Six Sigma tools, techniques and activities can be applied, in order to 
demonstrate those factors that are critical to the customer, business and 
process. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 26: Leading the carrying out of Six 
Sigma process mapping 

Unit reference number: T/600/5905 

QCF level: 4 

Credit value: 14 

Guided learning hours: 32 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading the carrying out of a Six Sigma process mapping 
activity. It requires the learner to approve the selection of a suitable 
process on which to carry out the process mapping activity, and to agree 
the key stages that form the overall process under investigation. These 
would be the process input variables and the process output variables, and 
would include things which are controllable, critical, noise, and standard 
operating procedures. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 27: Leading the application of basic 
statistical analysis 

Unit reference number: T/600/5919 

QCF level: 4 

Credit value: 10 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading the application of basic statistical analysis, by 
consulting with the appropriate people and leading the gathering relevant 
data for statistical analysis on a Six Sigma project. The learner will need to 
lead the use of the data gathered to produce descriptive statistics, which 
cover mean, median, mode, standard deviation, range and variance for the 
selected representative sample. The learner will be expected to lead the 
recording of the statistics gathered, using a variety of techniques that could 
include bar charts, histograms, Pareto diagrams, stem and leaf diagrams, 
box plots and time series charts. The learner will also be required to 
approve the production of an action plan as a result of the statistical and 
graphical analysis undertaken. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 28: Leading the application of Six 
Sigma metrics to a project 

Unit reference number: Y/600/5931 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading the application of Six Sigma metrics to a project. It 
involves consulting with appropriate personnel and leading the gathering of 
all the necessary data to produce a metric graph. The learner will need to 
lead the application of Six Sigma metrics to monitor the process and justify 
improvements, approving both primary and secondary metrics for the Six 
Sigma project. The learner will be expected to direct the use of the data 
collected and the graph produced to identify and approve where 
improvements can be made, and to approve an action plan that will bring 
about the improvements. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 29: Leading the production of a 
characteristic selection matrix 

Unit reference number: R/600/5944 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading the production of a characteristic selection matrix. It 
involves working with the customer to agree the customer requirements 
and manage the application of a characteristic selection matrix to the Six 
Sigma project to create greater customer satisfaction. The learner will need 
to lead the collection of the necessary data and lead the production of a 
characteristic selection matrix for the chosen activity by managing the five-
step process for generating the matrix. This will require listing the customer 
key process output variables, scoring the key process output variables, 
listing the key process input variables that impact the customer key process 
output variables, numerically rating the interaction between key process 
input variables and customer key process output variables and using 
ranking to prioritise future team focus. The learner will then be expected to 
use this information to identify and approve activities in the process where 
improvements can be made. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 30: Leading the carrying out of 
capability studies 

Unit reference number: L/600/5957 

QCF level: 4 

Credit value: 14 

Guided learning hours: 32 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading the carrying out of capability studies. It involves 
obtaining and approving all the necessary data needed to carry out the 
study analysis, and agreeing the appropriate sample size using statistical 
based techniques. From the study, the learner will be required to lead the 
production of statistical information. This will include calculations for mean, 
mode, median, standard deviation, range, variance, and the capability 
indices Cp and Cpk for the process. The learner will also need to approve 
calculations for the sigma score (Z) from the Cpk and the parts per million 
outside upper and lower specification limits for the processes studied for 
both the long and short term. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 31: Leading the production of multi 
variance charts 

Unit reference number: A/600/5971 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading the production of multi-variance charts. It involves 
approving the selection of a suitable activity on which to carry out the 
multi-variance charting process, consulting with the appropriate people and 
directing the gathering of the relevant data necessary for the analysis. The 
learner will be required to use the data collected to lead the production of a 
data demographics form for the process and subsequently approve a multi- 
variance chart showing within part variation, piece-to-piece variation and 
time-to-time variation. The learner will need to lead on the recording and 
displaying of the information using a variety of techniques such as bar 
charts, histograms, Pareto diagrams, stem and leaf diagrams, box plots and 
time series charts. The learner will also be expected to approve a report of 
the activity highlighting the opportunities for improvement and manage an 
action plan, which makes recommendations on how they can be 
implemented. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Unit specific additional assessment requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 

 

 



 N
0
2
5
1
0
1
 –

 S
p
ec

if
ic

a
ti
o
n
 –

 E
d
ex

ce
l 
Le

ve
l 
4
 N

V
Q

 D
ip

lo
m

a
 i
n
 B

u
si

n
es

s-
Im

p
ro

ve
m

en
t 

T
ec

h
n
iq

u
es

  
(Q

C
F)

 –
 I

ss
u
e 

1
 –

 D
ec

em
b
er

 2
0
1
0
  

©
 E

d
ex

ce
l 
Li

m
it
ed

 2
0
1
0
 

2
4
5

Le
ar

n
in

g 
ou

tc
om

es
 a

n
d
 a

ss
es

sm
en

t 
cr

it
er

ia
 

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

E
v
id

e
n

ce
 

ty
p

e
 

P
o

rt
fo

li
o

 
re

fe
re

n
ce

D
a
te

 

1
a
 

Le
ad

 t
h
e 

p
ro

d
u
ct

io
n
 o

f 
m

u
lt
i-

 v
a
ri

an
ce

 c
h
ar

ts
 

1
.1

  
w

o
rk

 s
a
fe

ly
 a

t 
al

l 
ti
m

es
, 

co
m

p
ly

in
g
 w

it
h
 h

ea
lt
h
 a

n
d
 

sa
fe

ty
 a

n
d
 o

th
er

 r
el

ev
an

t 
re

g
u
la

ti
o
n
s 

an
d
 g

u
id

el
in

es

1
.2

  
le

ad
 t

h
e 

a
ct

iv
it
ie

s 
w

it
h
in

 t
h
ei

r 
a
re

a 
o
f 
re

sp
o
n
si

b
ili

ty
 

to
 i
n
cl

u
d
e 

al
l 
o
f 

th
e 

fo
llo

w
in

g
: 

• 
se

t 
o
u
t 

an
d
 c

o
m

m
u
n
ic

at
e 

th
e 

p
u
rp

o
se

 o
f 
th

e 
im

p
ro

ve
m

en
t 

a
ct

iv
it
ie

s 

• 
in

vo
lv

e 
th

e 
te

am
 i
n
 p

la
n
n
in

g
 h

o
w

 t
h
e 

im
p
ro

ve
m

en
t 

a
ct

iv
it
y 

w
ill

 b
e 

a
ch

ie
ve

d
 

• 
en

su
re

 e
ac

h
 t

ea
m

 m
em

b
er

 h
as

 i
n
d
iv

id
u
al

 
o
b
je

ct
iv

es
 a

n
d
 u

n
d
er

st
an

d
s 

h
o
w

 t
h
es

e 
o
b
je

ct
iv

es
 c

o
n
tr

ib
u
te

 t
o
 t

h
e 

o
ve

ra
ll 

im
p
ro

ve
m

en
t 

o
b
je

ct
iv

e 

• 
p
ro

vi
d
e 

ad
vi

ce
 a

n
d
 s

u
p
p
o
rt

 t
h
e 

te
am

 t
o
 a

ch
ie

ve
 

b
o
th

 t
ea

m
 a

n
d
 i
n
d
iv

id
u
al

 i
m

p
ro

ve
m

en
t 

o
b
je

ct
iv

es
 

• 
m

o
ti
va

te
 t

h
e 

te
a
m

 t
o
 p

re
se

n
t 

th
ei

r 
o
w

n
 

im
p
ro

ve
m

en
t 

id
ea

s 

• 
en

co
u
ra

g
e 

th
e 

te
am

 a
n
d
/o

r 
in

d
iv

id
u
al

s 
to

 t
ak

e 
th

e 
le

ad
 w

h
er

e 
ap

p
ro

p
ri
at

e 

• 
ag

re
e 

th
e 

im
p
le

m
en

ta
ti
o
n
 o

f 
th

e 
im

p
ro

ve
m

en
t 

id
ea

s 

 
 

 

 



 

N
0
2
5
1
0
1
 –

 S
p
ec

if
ic

a
ti
o
n
 –

 E
d
ex

ce
l 
Le

ve
l 
4
 N

V
Q

 D
ip

lo
m

a
 i
n
 B

u
si

n
es

s-
Im

p
ro

ve
m

en
t 

T
ec

h
n
iq

u
es

 
(Q

C
F)

 –
 I

ss
u
e 

1
 –

 D
ec

em
b
er

 2
0
1
0
  

©
 E

d
ex

ce
l 
Li

m
it
ed

 2
0
1
0
 

2
4
6
 

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

E
v
id

e
n

ce
 

ty
p

e
 

P
o

rt
fo

li
o

 
re

fe
re

n
ce

D
a
te

 

 
• 

n
eg

o
ti
a
te

 a
n
y 

p
h
ys

ic
al

 a
n
d
/o

r 
fi
n
an

ci
al

 
re

so
u
rc

es
 r

eq
u
ir
ed

 t
o
 i
m

p
le

m
en

t 
th

e 
im

p
ro

ve
m

en
t 

a
ct

iv
it
y 

(w
h
er

e 
a
p
p
ro

p
ri
at

e)
 

• 
m

o
n
it
o
r 

th
e 

p
ro

g
re

ss
 o

f 
im

p
ro

ve
m

en
t 

ac
ti
vi

ti
es

 

• 
d
ea

l 
w

it
h
 a

n
y 

o
rg

an
is

at
io

n
al

 p
ro

b
le

m
s 

id
en

ti
fi
ed

 
d
u
ri
n
g
 t

h
e 

im
p
ro

ve
m

en
t 

a
ct

iv
it
y 

1
.3

  
le

ad
 t

h
e 

p
ro

d
u
ct

io
n
 o

f 
m

u
lt
i-

va
ri

an
ce

 c
h
ar

ts
 f

o
r 

tw
o
 

o
f 
th

e 
fo

llo
w

in
g
: 

• 
co

n
ce

p
t 

• 
p
ro

d
u
ct

 

• 
d
es

ig
n
 

• 
p
ro

ce
ss

 

• 
sy

st
em

 

• 
m

ac
h
in

e 

1
.4

  
ap

p
ro

ve
 t

h
e 

se
le

ct
io

n
 o

f 
a 

su
it
a
b
le

 a
ct

iv
it
y 

o
n
 w

h
ic

h
 

to
 c

ar
ry

 o
u
t 

th
e 

m
u
lt
i-

va
ri
a
n
ce

 c
h
ar

ti
n
g
 p

ro
ce

ss
 

1
.5

  
co

n
su

lt
 w

it
h
 t

h
e 

a
p
p
ro

p
ri
at

e 
p
eo

p
le

 a
n
d
 d

ir
ec

t 
th

e 
g
at

h
er

in
g
 o

f 
th

e 
re

le
va

n
t 

d
at

a 
n
ec

es
sa

ry
 f

o
r 

th
e 

m
u
lt
i-

 v
a
ri
an

ce
 c

h
ar

ti
n
g
 a

n
al

ys
is

 

 
 

 



 N
0
2
5
1
0
1
 –

 S
p
ec

if
ic

a
ti
o
n
 –

 E
d
ex

ce
l 
Le

ve
l 
4
 N

V
Q

 D
ip

lo
m

a
 i
n
 B

u
si

n
es

s-
Im

p
ro

ve
m

en
t 

T
ec

h
n
iq

u
es

  
(Q

C
F)

 –
 I

ss
u
e 

1
 –

 D
ec

em
b
er

 2
0
1
0
  

©
 E

d
ex

ce
l 
Li

m
it
ed

 2
0
1
0
 

2
4
7

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

E
v
id

e
n

ce
 

ty
p

e
 

P
o

rt
fo

li
o

 
re

fe
re

n
ce

D
a
te

 

 
1
.6

  
le

ad
 t

h
e 

re
co

rd
in

g
 o

f 
th

e 
co

lle
ct

ed
 d

at
a 

u
ti
lis

in
g
 a

t 
le

as
t 

th
re

e 
o
f 
th

e 
fo

llo
w

in
g
 t

ec
h
n
iq

u
es

: 
 

• 
b
ar

 c
h
ar

ts
 h

is
to

g
ra

m
s 

• 
Pa

re
to

 d
ia

g
ra

m
s 

• 
st

em
 a

n
d
 l
ea

f 
d
ia

g
ra

m
s 

• 
b
o
x 

p
lo

ts
 

• 
ti
m

e 
se

ri
es

 c
h
ar

ts
 

 
 

 

1
b
 

Le
ad

 t
h
e 

p
ro

d
u
ct

io
n
 o

f 
m

u
lt
i-

 v
a
ri

an
ce

 c
h
ar

ts
 

(c
o
n
ti
n
u
ed

) 

1
.7

  
le

ad
 t

h
e 

p
ro

d
u
ct

io
n
 o

f 
a 

d
at

a
 d

em
o
g
ra

p
h
ic

s 
fo

rm
 

fo
r 

th
e 

se
le

ct
ed

 a
ct

iv
it
y 

1
.8

  
u
se

 t
h
e 

d
a
ta

 d
em

o
g
ra

p
h
ic

s 
fo

rm
 t

o
 a

p
p
ro

ve
 a

 
m

u
lt
i-

 v
a
ri

an
ce

 c
h
ar

t 
sh

o
w

in
g
: 

• 
w

it
h
in

-p
a
rt

 v
ar

ia
ti
o
n
 

• 
p
ie

ce
-t

o
-p

ie
ce

 v
ar

ia
ti
o
n
 

• 
ti
m

e-
to

-t
im

e 
va

ri
at

io
n
 

1
.9

  
o
b
ta

in
 a

n
d
 a

p
p
ro

ve
 a

 m
u
lt
i-

va
ri

an
ce

 c
h
ar

t 
o
n
 t

h
e 

ac
ti
vi

ty
 s

el
ec

te
d
 

1
.1

0
  

d
is

cu
ss

 a
n
d
 a

p
p
ro

ve
 o

p
p
o
rt

u
n
it
ie

s 
fo

r 
im

p
ro

ve
m

en
t 

fr
o
m

 t
h
e 

m
u
lt
i-

va
ri

a
n
ce

 c
h
ar

t 

1
.1

1
  

le
ad

 t
h
e 

cr
ea

ti
o
n
 o

f 
a
n
 a

ct
io

n
 p

la
n
 t

h
at

 m
in

im
is

es
 

va
ri
at

io
n
 a

n
d
 a

p
p
ro

ve
 r

ec
o
m

m
en

d
at

io
n
s 

o
n
 h

o
w

 
th

e 
im

p
ro

ve
m

en
ts

 c
a
n
 b

e 
im

p
le

m
en

te
d
 

 
 

 

 



 

N
0
2
5
1
0
1
 –

 S
p
ec

if
ic

a
ti
o
n
 –

 E
d
ex

ce
l 
Le

ve
l 
4
 N

V
Q

 D
ip

lo
m

a
 i
n
 B

u
si

n
es

s-
Im

p
ro

ve
m

en
t 

T
ec

h
n
iq

u
es

 
(Q

C
F)

 –
 I

ss
u
e 

1
 –

 D
ec

em
b
er

 2
0
1
0
  

©
 E

d
ex

ce
l 
Li

m
it
ed

 2
0
1
0
 

2
4
8
 

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

E
v
id

e
n

ce
 

ty
p

e
 

P
o

rt
fo

li
o

 
re

fe
re

n
ce

D
a
te

 

2
a 

K
n
o
w

 h
o
w

 t
o
 l
ea

d
 t

h
e 

p
ro

d
u
ct

io
n
 o

f 
m

u
lt
i-

va
ri
an

ce
 c

h
ar

ts
 

2
.1

  
d
es

cr
ib

e 
th

e 
h
ea

lt
h
 a

n
d
 s

a
fe

ty
 r

eq
u
ir
em

en
ts

 o
f 

th
e 

ar
ea

 i
n
 w

h
ic

h
 t

h
ey

 a
re

 d
ir
ec

ti
n
g
 t

h
e 

g
at

h
er

in
g
 o

f 
th

e 
d
at

a 
fo

r 
a 

m
u
lt
i-

va
ri
an

ce
 c

h
ar

t 
a
ct

iv
it
y 

2
.2

  
ex

p
la

in
 h

o
w

 t
o
 p

la
n
 t

h
e 

re
so

u
rc

es
 a

n
d
 t

im
e 

n
ee

d
ed

 
to

 c
ar

ry
 o

u
t 

th
e 

ag
re

ed
 a

ct
iv

it
y 

2
.3

  
ex

p
la

in
 w

h
y 

w
e 

n
ee

d
 t

o
 c

ar
ry

 o
u
t 

m
u
lt
i 
va

ri
an

ce
 

ch
ar

ti
n
g
 a

n
d
 t

h
e 

b
en

ef
it
s 

to
 b

e 
g
ai

n
ed

 f
ro

m
 t

h
is

 
ac

ti
vi

ty
 

2
.4

  
ex

p
la

in
 h

o
w

 t
o
 c

o
n
st

ru
ct

 a
 d

a
ta

 d
em

o
g
ra

p
h
ic

s 
fo

rm
 

an
d
 a

 m
u
lt
i-

va
ri
an

ce
 c

h
ar

t 

2
.5

  
ex

p
la

in
 h

o
w

 t
o
 a

ss
es

s 
th

e 
ch

a
rt

 f
o
r 

w
it
h
in

-p
ie

ce
 

va
ri
at

io
n
, 

p
ie

ce
-t

o
-p

ie
ce

 v
ar

ia
ti
o
n
 a

n
d
 t

im
e-

to
-t

im
e 

va
ri
at

io
n
 

 
 

 

2
b
 

K
n
o
w

 h
o
w

 t
o
 l
ea

d
 t

h
e 

p
ro

d
u
ct

io
n
 o

f 
m

u
lt
i-

va
ri
an

ce
 c

h
ar

ts
 

(c
o
n
ti
n
u
ed

) 

2
.6

  
ex

p
la

in
 h

o
w

 m
u
ch

 d
a
ta

 n
ee

d
s 

to
 b

e 
g
at

h
er

ed
 t

o
 

d
ra

w
 s

ta
ti
st

ic
al

ly
 v

a
lid

 c
o
n
cl

u
si

o
n
s 

fr
o
m

 t
h
e 

ch
a
rt

 

2
.7

  
ex

p
la

in
 h

o
w

 t
o
 d

ra
w

 f
u
rt

h
er

 c
o
n
cl

u
si

o
n
 b

y 
u
ti
lis

in
g
 

to
o
ls

 s
u
ch

 a
s 

b
a
r 

ch
a
rt

s,
 b

o
x 

p
lo

ts
, 

h
is

to
g
ra

m
s,

 
st

em
 a

n
d
 l
ea

f 
d
ia

g
ra

m
s,

 P
ar

et
o
 d

ia
g
ra

m
s 

an
d
 t

im
e 

se
ri
es

 c
h
ar

ts
 

2
.8

  
d
es

cr
ib

e 
th

e 
b
en

ef
it
s 

o
f 
m

u
lt
i-

va
ri
an

ce
 a

n
al

ys
is

 w
it
h
 

re
sp

ec
t 

to
 d

es
ig

n
 o

f 
ex

p
er

im
en

t 

2
.9

  
d
es

cr
ib

e 
th

e 
ex

te
n
t 

o
f 
th

ei
r 

o
w

n
 a

u
th

o
ri
ty

 w
it
h
in

 
th

e 
p
ro

je
ct

 a
n
d
 w

h
o
m

 t
h
ey

 s
h
o
u
ld

 r
ep

o
rt

 t
o
, 

in
 t

h
e 

ev
en

t 
o
f 
p
ro

b
le

m
s 

th
a
t 

th
ey

 c
an

n
o
t 

re
so

lv
e 

 
 

 

 



 N
0
2
5
1
0
1
 –

 S
p
ec

if
ic

a
ti
o
n
 –

 E
d
ex

ce
l 
Le

ve
l 
4
 N

V
Q

 D
ip

lo
m

a
 i
n
 B

u
si

n
es

s-
Im

p
ro

ve
m

en
t 

T
ec

h
n
iq

u
es

  
(Q

C
F)

 –
 I

ss
u
e 

1
 –

 D
ec

em
b
er

 2
0
1
0
  

©
 E

d
ex

ce
l 
Li

m
it
ed

 2
0
1
0
 

2
4
9

 Le
ar

n
er

 n
a
m

e:
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

 
D

at
e:

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

 

Le
ar

n
er

 s
ig

n
at

u
re

:
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

 
D

at
e:

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

 

A
ss

es
so

r 
si

g
n
at

u
re

:
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

 
D

at
e:

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

 

In
te

rn
al

 v
er

if
ie

r 
si

g
n
a
tu

re
:

_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

 
(i

f 
sa

m
p
le

d
) 

D
at

e:
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_
_

 

 



 

N
0
2
5
1
0
1
 –

 S
p
ec

if
ic

a
ti
o
n
 –

 E
d
ex

ce
l 
Le

ve
l 
4
 N

V
Q

 D
ip

lo
m

a
 i
n
 B

u
si

n
es

s-
Im

p
ro

ve
m

en
t 

T
ec

h
n
iq

u
es

 
(Q

C
F)

 –
 I

ss
u
e 

1
 –

 D
ec

em
b
er

 2
0
1
0
  

©
 E

d
ex

ce
l 
Li

m
it
ed

 2
0
1
0
 

2
5
0
 

  



 

N025101 – Specification – Edexcel Level 4 NVQ Diploma in Business-Improvement Techniques  
(QCF) – Issue 1 – December 2010  © Edexcel Limited 2010 

251

Unit 32: Leading the process of hypothesis 
testing 

Unit reference number: K/600/5982 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for leading the process of hypothesis testing. It involves directing 
the calculation of the correct sample size to ensure the statistical validity of 
the hypothesis test and leading the production of a suitable sampling plan 
to reduce systematic errors. The tests should be conducted on a 
variable/process in a Six Sigma project where the actual statistics from data 
collected is compared with the calculated statistics so that a decision can be 
reached as to which hypothesis is true. Typically, tests that can be carried 
out could be F-Test, Chi-Square test, normality tests, T-test, Levene’s test, 
Bartlett’s test, contingency table and one-way ANOVA. The learner will be 
required to lead the production and approval of a hypothesis test report on 
the variable/process studied. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Specific unit requirements: 

The word lead is used throughout this unit. This means that although the 
outcomes of this unit may be carried out and achieved as part of a team, it 
is necessary for the learner to demonstrate a level of overriding 
management and direction of the activities as a whole. This may be in the 
form of coordinating multiple activities, using company strategies and 
objectives to determine activity focus and managing projects involving 
improvement initiatives. The learner will have a leading role in controlling 
activity focus and planning. 

Specific quantifiable and auditable personal contributions in the 
achievement of this unit are also required to fulfil this unit. 

Competence in all the areas covered by the standard is required.  

The learner’s ability to combine the performance statements specified when 
applying the principles and processes of this unit must be demonstrated. 
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Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 33: Carrying out evolutionary 
operations (EVOP) 

Unit reference number: R/600/5989 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for carrying out evolutionary operations (EVOP). It involves 
applying the principles and processes of EVOP to the selected process over 
a period of time whilst the plant/process is still in production. The learner 
will need to calculate the correct sample size required and identify a suitable 
sampling plan to reduce systematic errors. The learner will be expected to 
determine the scope/parameters of the experiment and carry out the 
experiment within these parameters, utilising the appropriate tools and 
techniques. The results of the EVOP will be recorded and analysed to 
identify areas where improvements to the process can be made. The learner 
will also need to produce a report of the findings along with an action plan 
to ensure the improvements identified are implemented. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 34: Applying central limit theorem 
and confidence intervals 

Unit reference number: K/600/6002 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for applying central limit theorem and confidence intervals to a 
project. It involves demonstrating how central limit theorem can be utilised 
to estimate the mean of a population when it is not normally distributed. 
The learner will be required to calculate confidence intervals from the 
standard confidence interval equations, which will include mean, standard 
deviation, Cp, and Cpk. The learner will be expected to demonstrate how 
sample size affects the accuracy of the mean. The learner will also be 
expected to produce a report highlighting the findings and an action plan 
identifying how the improvements can be implemented. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Unit 35: Producing Taguchi linear graphs 

Unit reference number: H/600/6029 

QCF level: 4 

Credit value: 9 

Guided learning hours: 25 

 

Unit summary 

This unit covers the skills and knowledge needed to prove the competences 
required for producing Taguchi linear graphs. It involves utilising sample 
size selection to ensure the statistical validity of the experiment and 
calculating the correct sample size for the experiment. The learner will need 
to produce and use suitable sampling plans to reduce systematic errors and 
estimate the resources and expected benefits from carrying out the Taguchi 
linear graph activity. The learner will need to choose the appropriate 
Taguchi linear graph to use and calculate the factor settings for the Taguchi 
linear graph experiment. Having gathered all the necessary information and 
completed the appropriate calculations they will need to run an experiment 
and analyse the data collected for main effects and interactions. The learner 
will be required to identify suitable optimum conditions and produce a 
report of the activities, which includes an action plan identifying how the 
improvements can be implemented. 

Assessment requirements/evidence requirements 

This unit must be assessed in a work environment and must be assessed in 
accordance with the ‘Semta Assessment Strategy’. Detailed information is 
given in Annexe E. 

Assessment recording 

Learners can enter the types of evidence they are presenting for 
assessment and the submission date against each assessment criterion. 
Alternatively, centre documentation should be used to record this 
information. 
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Further information 

Our customer service numbers are: 

BTEC and NVQ 0844 576 0026 

GCSE 0844 576 0027 

GCE 0844 576 0025 

The Diploma 0844 576 0028 

DiDA and other qualifications 0844 576 0031 

Calls may be recorded for training purposes. 

Useful publications 

Related information and publications include: 

• Centre Handbook for Edexcel QCF NVQs and Competence-based 
Qualifications published annually 

• functional skills publications – specifications, tutor support materials and 
question papers 

• Regulatory Arrangements for the Qualification and Credit Framework 
(published by Ofqual, August 2008) 

• the current Edexcel publications catalogue and update catalogue. 

Edexcel publications concerning the Quality Assurance System and the 
internal and standards verification of vocationally related programmes can 
be found on the Edexcel website. 

NB: Some of our publications are priced. There is also a charge for postage 
and packing. Please check the cost when you order. 

How to obtain National Occupational Standards 

Please contact: 

Semta (Head Office)  
14 Upton Road 
Watford  
WD18 0JT 

Telephone: 01923 238441 
Fax: 01923 256086 
Email: customerservices@semta.org.uk 

mailto:customerservices@semta.org.uk�
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Professional development and training 

Edexcel supports UK and international customers with training related to 
NVQ and BTEC qualifications. This support is available through a choice of 
training options offered in our published training directory or through 
customised training at your centre. 

The support we offer focuses on a range of issues including: 

• planning for the delivery of a new programme 

• planning for assessment and grading 

• developing effective assignments 

• building your team and teamwork skills 

• developing student-centred learning and teaching approaches 

• building functional skills into your programme 

• building effective and efficient quality assurance systems. 

The national programme of training we offer can be viewed on our website 
(www.edexcel.com/training). You can request customised training through 
the website or by contacting one of our advisers in the Training from 
Edexcel team via Customer Services to discuss your training needs. 

The training we provide: 

• is active 

• is designed to be supportive and thought provoking 

• builds on best practice 

• may be suitable for those seeking evidence for their continuing 
professional development. 
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Annexe B: Quality assurance 

Key principles of quality assurance 

• A centre delivering Edexcel qualifications must be an Edexcel recognised 
centre and must have approval for qualifications that it is offering. 

• The centre agrees as part of gaining recognition to abide by specific 
terms and conditions around the effective delivery and quality assurance 
of assessment; the centre must abide by these conditions throughout 
the period of delivery. 

• Edexcel makes available to approved centres a range of materials and 
opportunities to exemplify the processes required for effective 
assessment and provide examples of effective standards. Approved 
centres must use the guidance on assessment to ensure that staff who 
are delivering Edexcel qualifications are applying consistent standards. 

• An approved centre must follow agreed protocols for: standardisation of 
assessors; planning, monitoring and recording of assessment processes; 
internal verification and recording of internal verification processes; and 
for dealing with special circumstances, appeals and malpractice. 

Quality assurance processes 

The approach to quality assured assessment is made through a partnership 
between a recognised centre and Edexcel. Edexcel is committed to ensuring 
that it follows best practice and employs appropriate technology to support 
quality assurance processes where practicable. Therefore, the specific 
arrangements for working with centres will vary. Edexcel seeks to ensure 
that the quality assurance processes that it uses do not place undue 
bureaucratic processes on centres and works to support centres in providing 
robust quality assurance processes. 

The learning outcomes and assessment criteria in each unit within this 
specification set out the standard to be achieved by each learner in order to 
gain the qualification. Edexcel operates a quality assurance process, which 
is designed to ensure that these standards are maintained by all assessors 
and verifiers. 

For the purposes of quality assurance, all individual qualifications and units 
are considered as a whole. Centres offering these qualifications must be 
committed to ensuring the quality of the units and qualifications they offer, 
through effective standardisation of assessors and internal verification of 
assessor decisions. Centre quality assurance and assessment processes are 
monitored by Edexcel. 
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The Edexcel quality assurance processes will involve: 

• gaining centre recognition and qualification approval if a centre is not 
currently approved to offer Edexcel qualifications 

• annual visits to centres by Edexcel for quality review and development of 
overarching processes and quality standards. Quality review and 
development visits will be conducted by an Edexcel quality development 
reviewer 

• annual visits by occupationally competent and qualified Edexcel 
Standards Verifiers for sampling of internal verification and assessor 
decisions for the occupational sector 

• the provision of support, advice and guidance towards the achievement 
of National Occupational Standards. 

Centres are required to declare their commitment to ensuring quality and 
appropriate opportunities for learners that lead to valid and accurate 
assessment outcomes. In addition, centres will commit to undertaking 
defined training and online standardisation activities. 
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Annexe C: Centre certification and registration 

Edexcel Standards Verifiers will provide support, advice and guidance to 
centres to achieve Direct Claims Status (DCS). Edexcel will maintain the 
integrity of Edexcel QCF NVQs through ensuring that the awarding of these 
qualifications is secure. Where there are quality issues identified in the 
delivery of programmes, Edexcel will exercise the right to: 

• direct centres to take actions 

• limit or suspend certification 

• suspend registration. 

The approach of Edexcel in such circumstances is to work with the centre to 
overcome the problems identified. If additional training is required, Edexcel 
will aim to secure the appropriate expertise to provide this. 

What are the access arrangements and special considerations for the 
qualification in this specification? 

Centres are required to recruit learners to Edexcel qualifications with 
integrity. 

Appropriate steps should be taken to assess each applicant’s potential and a 
professional judgement made about their ability to successfully complete 
the programme of study and achieve the qualification. This assessment will 
need to take account of the support available to the learner within the 
centre during their programme of study and any specific support that might 
be necessary to allow the learner to access the assessment for the 
qualification. Centres should consult Edexcel’s policy on learners with 
particular requirements. 

Edexcel’s policy on access arrangements and special considerations for 
Edexcel qualifications aims to enhance access to the qualifications for 
learners with disabilities and other difficulties (as defined by the 1995 
Disability Discrimination Act and the amendments to the Act) without 
compromising the assessment of skills, knowledge, understanding or 
competence. Please refer to Access Arrangements and Special 
Considerations for BTEC and Edexcel NVQ Qualifications for further details. 
www.edexcel.com. 
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Annexe D: Additional Requirements for 
qualifications that use the title NVQ within the QCF 
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Purpose of document 

1 The purpose of this document is to make clear what additional 
requirements are needed to assess and quality assure qualifications that 
use the title NVQ within the QCF.  

2 When an SSC/SSB and awarding organisation wants to use the title NVQ 
in the naming of a qualification within the QCF, the awarding 
organisation is required to make sure this qualification is assessed and 
quality assured in accordance with these additional requirements and 
other requirements described in the SSC/SSB Assessment Strategy. 

3 The aims of these additional requirements are to: 

• ensure that all competence based qualifications that use the title 
NVQ within the QCF are:  

− assessed consistently  

− quality assured consistently 

• maintain the integrity of qualifications that use the title NVQ within 
the QCF  

• establish the NVQ brand within the QCF 

• keep bureaucracy associated with assessment and quality assurance 
of qualifications that use the title NVQ within the QCF to a minimum.   
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Background 

4 “At the heart of an NVQ is the concept of occupational competence; the 
ability to perform to the standards required in employment across a 
range of circumstances and to meet changing demands. NVQs are first 
and foremost about what people can do. They go beyond technical skills 
to include planning, problem solving, dealing with unexpected 
occurrences, working with other people and applying the knowledge and 
understanding that underpins overall competence”. 1  

5 NVQs are based entirely on National Occupational Standards (NOS) 
developed by an SSC/SSB, which describe the competence needed in an 
occupational role.  

6 Qualifications that use the title NVQ within the QCF must comply with 
the rules of combination determined by the SSC/SSB. Awarding 
organisations are not allowed to develop another qualification that does 
not use the title NVQ within the QCF, if it uses the same rules of 
combination as a qualification that does use the title NVQ within the 
QCF.    

7 The QCF offers increased flexibility in the way occupational competence 
can be assessed and demonstrated. Qualifications that use the title NVQ 
in the title within the QCF are just one way of assessing and 
demonstrating occupational competence. SSCs/SSBs are free to work 
with their awarding organisations to agree what qualifications will be 
used to assess occupational competence. Qualifications that use the title 
NVQ within the QCF, are not a preferred method for assessing 
occupational competence and all qualifications accredited through the 
QCF have equal status.    

8 When developing a qualification for the QCF, including qualifications that 
use the title NVQ within the QCF, an awarding organisation must be a 
recognised awarding organisation and must meet the Qualification 
Requirements in the Regulatory Arrangements for the Qualifications and 
Credit Framework, published by The Office of the Qualifications and 
Examinations Regulator (Ofqual) in August 2008.      

9 The qualification regulators confirmed that a group of SSCs and SSBs 
would be free to develop specific, additional requirements about the way 
in which qualifications that use the title NVQ within the QCF will be 
assessed and quality assured. For those recognised awarding 
organisations that want to assess occupational competence through the 
use of qualifications that use the title NVQ within the QCF, it has been 
agreed by SSCs and SSBs that the following additional requirements 
must be met.  

 
 

                                       
1 NCVQ’s NVQ Criteria and Guidance 1995.  
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Additional requirements for qualifications that use 
the title NVQ within the QCF 

Introduction 

10 Qualifications that use the title NVQ within the QCF must be assessed 
and quality assured in accordance with the following additional 
requirements.  

Assessment Requirements 

11 When a qualification uses the title NVQ within the QCF, awarding 
organisations are required to make sure their recognised assessment 
centres understand how learners are to be assessed.   

12 Assessment methodologies must meet the assessment strategy 
developed in partnership between the relevant SSC or SSB and 
awarding organisations for the qualification. The assessment strategy 
must be published and made available separately and will include the 
requirements for assessment of qualifications that use the title NVQ 
within the QCF. The assessment criteria for each unit will be part of the 
units that make up the qualification.    

13 Learners must complete real work activities in order to produce 
evidence to demonstrate they have met the NOS and are occupationally 
competent.   

14 When a learner cannot complete a real work activity, simulation is 
allowed.  

15 Simulation is allowed when:   

• a learner is required to complete a work activity that does not occur 
on a regular basis and therefore opportunities to complete a 
particular work activity do not easily arise  

• a learner is required to respond to a situation that rarely occurs, 
such as responding to an emergency situation  

• the safety of a learner, other individuals and/or resources will be put 
at risk. 

16 When simulation is used, assessors must be confident that the 
simulation replicates the workplace to such an extent that learners will 
be able to fully transfer their occupational competence to the workplace 
and real situations.  

17 Units that must not be assessed by simulation must be identified by the 
SSC/SSB in the assessment strategy for the qualification or family of 
qualifications.  

18 Learners must be assessed by assessors:  

• who are occupationally competent in the occupational areas they are 
assessing where they have sufficient and relevant 
technical/occupational competence in the unit, at or above the level 
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of the unit being assessed and as defined by the assessment 
strategy for that qualification 

• who must hold or be working towards a suitable assessor 
qualification2 to confirm they understand assessment and how to 
assess learners 

• must be fully conversant with the unit(s) against which the 
assessments and verification are to be undertaken. 

19 All assessors must carry out assessment to the standards specified in 
the A units.  

20 All assessment decisions made by a trainee assessor must be checked 
by a qualified assessor or an assessor recognised by an awarding 
organisation.   

21 Trainee assessors must have a plan, which is overseen by the 
recognised assessment centre, to achieve the relevant assessor 
qualification(s) within an agreed timescale.    

 

                                       
2 Currently an assessor could hold unit A1 and/or unit A2. Or from the past unit D32 and/or 
unit D33. SSCs also identify other suitable equivalent qualifications.    
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Quality assurance requirements 

22 When a qualification uses the title NVQ within the QCF, awarding 
organisations are required to make sure their recognised assessment 
centres understand how the qualification will be quality assured.   

23 Qualifications that use the title NVQ within the QCF, must be verified:  

• internally by an internal verifier, who is accountable to the 
assessment centre  

• externally by an external verifier, who is accountable to the 
awarding organisation or an agent of the awarding organisation.         

24 With reference to internal verification, internal verifiers must:  

• hold or be working towards a suitable internal verifier qualification3 
to confirm they understand how to internally verify assessments 

• have sufficient and relevant technical/occupational familiarity in the 
unit(s) being verified  

• be fully conversant with the standards and assessment criteria in 
the units to be assessed  

• understand the awarding organisation’s quality assurance systems 
and requirements for this qualification.   

25 Trainee internal verifiers must have a plan, which is overseen by the 
recognised assessment centre, to achieve the internal verifier 
qualification within an agreed timescale.  

26 With reference to external verification, external verifiers must:  

• hold or be working towards a suitable external verification 
qualification4 to confirm they understand and are able to carry out 
external verification  

• have no connections with the assessment centre, in order to 
maintain objectivity  

• have sufficient and relevant technical/occupational understanding in 
the unit(s) being verified  

• be fully conversant with the standards and performance criteria in 
the units to be assessed  

• understand the awarding organisation’s quality assurance systems 
for this qualification.  

27 Trainee external verifiers must have a plan, which is overseen by the 
awarding organisation, to achieve the external verifier qualification 
within an agreed timescale.  

 
 

                                       
3 Currently an internal verifier needs to hold unit V1. Or from the past unit D34.  SSCs also 
identify other suitable equivalent qualifications.    
   
4 Currently an external verifier needs to hold unit V2. Or from the past unit D35.     
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28 Awarding organisations must decide the frequency of external 
monitoring activities. Any decision must be based on  

• the risks associated with a qualification that is designed to help a 
learner demonstrate occupational competence 

• an evaluation of the centre’s performance and past record.  

29 Awarding organisations will have in place suitably constituted audit 
processes, which are supported by naturally occurring quality assurance 
and monitoring systems that already exist in workplace assessment 
environments. 
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Introduction 

SEMTA, the Sector Skills Council for the Science Engineering Manufacturing 
Technologies Sector, has produced this QCF Unit Assessment Strategy to: 

• assist Assessors, Internal Verifiers and External Verifiers 

• encourage and promote consistent assessment of NVQ units 

• promote cost effective assessment plans. 

This document also provides definitions for: 

• the qualifications and experience required for Assessors and Verifiers 

• the assessment environment and notes on simulation/replication  

• access to units. 

and requirements relating to: 

• carrying out assessments 

• performance evidence  

• assessing knowledge and understanding. 

The importance and value in which employers and learners place on 
undertaking NVQ units will provide a key measure of [Semta’s] success with 
this unit assessment strategy. Another key success factor will be SEMTA’s 
partnership with the relevant Awarding Organisations.  
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Assessor Requirements to Demonstrate Effective 
Assessment Practice 

Assessment must be carried out by competent Assessors who hold, or are 
working towards, the nationally recognised Assessor units A1 and/or A2 as 
appropriate to the assessment being carried out.  Assessors that hold units 
D32 and/or D33 must demonstrate that they are applying the assessment 
principles and practices set down in A1 and/or A2 as appropriate to the 
assessment being carried out. 

Assessor Technical Requirements 

Assessors must be able to demonstrate that they have verifiable, relevant 
and sufficient technical competence to evaluate and judge performance and 
knowledge evidence requirements as set out in the relevant QCF unit 
learning outcomes and associated assessment criteria.   

This will be demonstrated either by holding a relevant technical qualification 
or by proven industrial experience of the technical areas to be assessed.  
The assessor’s competence must, at the very least, be at the same level as 
that required of the learner(s) in the units being assessed. 

Assessors must also be:  

Fully conversant with the Awarding Organisation’s assessment recording 
documentation used for the QCF NVQ units against which the assessments 
and verification are to be carried out, other relevant documentation and 
system and procedures to support the QA process. 

Verifier Requirements 

Internal Verifiers must hold, or be working towards, the nationally 
recognised Internal Verifier unit V1 and would be expected to be familiar 
with, and preferably hold, the nationally recognised Assessor units.  Internal 
Verifiers that hold unit D34 must demonstrate that they are applying the 
verification principles and practices set down in V1. 

External Verifiers must hold, or be working towards, the nationally 
recognised External Verifier unit V2 and would be expected to be familiar 
with, and preferably hold, the nationally recognised Assessor units, and 
Internal Verifier unit. External Verifiers that hold unit D35 must 
demonstrate that they are applying the verification principles and practices 
set down in V2. 

Verifiers, both Internal and External, will also be expected to be fully 
conversant with the terminology used in the QCF NVQ units against which 
the assessments and verification are to be carried out, the appropriate 
Regulatory Body’s systems and procedures and the relevant Awarding 
Organisation’s documentation, systems and procedures within which the 
assessment and verification is taking place. 
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Specific technical requirements for internal and external verifiers 

Internal and external verifiers of this qualification must be able to 
demonstrate that they have verifiable, sufficient and relevant industrial 
experience, and must have a working knowledge of the processes, 
techniques and procedures that are used in the relevant sector/occupation.  

The tables on the following page show the recommended levels of technical 
competence for assessors, internal verifiers, and external verifiers.   

Technical Requirements for Assessors and Verifiers 

Position Prime activity 
requirements 

Support activity 
requirements 

Technical 
requirements 
(see notes) 

Assessor Assessment Skills IV Systems Technical 
competence in the 
areas covered by 
the QCF units 
being assessed 

Internal Verifier Verification Skills Assessment 
Knowledge 

Technical 
understanding of 
the areas covered 
by the 
qualifications  

External Verifier Verification skills Assessment 
Understanding 

Technical 
awareness of the 
areas covered by 
the qualifications  

 

Notes 

1 Technical competence is defined here as a combination of practical 
skills, knowledge, and the ability to apply both of these, in familiar and 
new situations, within a real working environment. 

2 Technical understanding is defined here as having a good understanding 
of the technical activities being assessed, together with knowledge of 
relevant Health & Safety implications and requirements of the 
assessments. 

3 Technical awareness is defined here as a general overview of the 
subject area, sufficient to ensure that assessment and portfolio evidence 
are reliable, and that relevant Health and Safety requirements have 
been complied with. 

4. The competence required by the assessor, internal verifier and external 
verifier, in the occupational area being assessed, is likely to exist at 
three levels as indicated by the shaded zones in the following table. 
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Technical 

Competence 

 

required by: 

An ability to discuss 
the general 
principles of the 
competences being 
assessed 

An ability to describe 
the practical aspects 
of the competence 
being assessed 

An ability to 
demonstrate the 
practical 
competences being 
assessed 

Assessor    

Internal Verifier    

External Verifier    

Assessment Environment 

The evidence put forward for this unit can only be regarded valid, reliable, 
sufficient and authentic if achieved and obtained in the working 
environment and be clearly attributable to the learner.  However, in certain 
circumstances, simulation/replication of work activities may be acceptable. 

The use of high quality, realistic simulations/replication, which impose 
pressures which are consistent with workplace expectations, should only be 
used in relation to the assessment of the following: 

• rare or dangerous occurrences, such as those associated with health, 
safety and the environment issues, emergency scenarios and rare 
operations at work 

• the response to faults and problems for which no opportunity has 
presented for the use of naturally occurring workplace evidence of 
learners competence 

• aspects of working relationships and communications for which no 
opportunity has presented for the use of naturally occurring workplace 
evidence of learners competence. 

Simulations/replications will require prior approval from the specific 
Awarding Organisation and should be designed in relation to the following 
parameters: 

• the environment in which simulations take place must be designed to 
match the characteristics of the working environment 

• competencies achieved via simulation/replication must be transferable to 
the working environment 

• simulations which are designed to assess competence in dealing with 
emergencies, accidents and incidents must be verified as complying with 
relevant health, safety and environmental legislation by a competent 
health and safety/environmental control officer before being used 

• simulated activities should place learners under the same pressures of 
time, access to resources and access to information as would be 
expected if the activity was real 

• simulated activities should require learners to demonstrate their 
competence using plant and/or equipment used in the working 
environment 
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• simulated activities which require interaction with colleagues and 
contacts should require the learner to use the communication media that 
would be expected at the workplace 

• for health and safety reason simulations need not involve the use of 
genuine substances/materials.  Any simulations which require the 
learner to handle or otherwise deal with materials substances/should 
ensure that the substitute take the same form as in the workplace. 

Access to Assessment 

There are no entry qualifications or age limits required by learners to 
undertake the NVQ units unless this is a legal requirement of the process or 
the environment.  Assessment is open to any learner who has the potential 
to achieve the assessment criteria set out in the units. 

Aids or appliances, which are designed to alleviate disability, may be used 
during assessment, providing they do not compromise the standard 
required. 

Carrying Out Assessment 

The NVQ units were specifically developed to cover a wide range of 
activities.  The evidence produced for the units will, therefore, depend on 
the learners choice of “bulleted items” listed in the unit assessment criteria. 

Where the assessment criteria gives a choice of bulleted items (for example 
‘any three from five’), assessors should note that learners do not need to 
provide evidence of the other items to complete the unit (in this example, 
two) items, particularly where these additional items may relate to other 
activities or methods that are not part of the learners normal workplace 
activity or area of expertise. 
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Performance Evidence Requirements 

Performance evidence must be the main form of evidence gathered. In 
order to demonstrate consistent, competent performance for a unit, a 
minimum of 3 different examples of performance must be provided, and 
must be sufficient to show that the assessment criteria have been achieved 
to the prescribed standards. It is possible that some of the bulleted items in 
the assessment criteria may be covered more than once. The assessor and 
learner need to devise an assessment plan to ensure that performance 
evidence is sufficient to cover all the specified assessment criteria and 
which maximises the opportunities to gather evidence. Where applicable, 
performance evidence maybe used for more than one unit.  

The most effective way of assessing competence, is through direct 
observation of the learner. Assessors must make sure that the evidence 
provided reflects the learner’s competence and not just the achievement of 
a training programme.  

Evidence that has been produced from team activities, for example, 
maintenance or installation activities is only valid when it clearly relates to 
the learners specific and individual contribution to the activity, and not to 
the general outcome(s).  

Each example of performance evidence will often contain features that apply 
to more than one unit, and can be used as evidence in any unit where 
appropriate.  

Performance evidence must be a combination of:  

• outputs of the learner’s work, such as items that have been 
manufactured, installed, maintained, designed, planned or quality 
assured, and documents produced as part of a work activity. 

together with:  

• evidence of the way the learner carried out the activities such as witness 
testimonies, assessor observations or authenticated learner reports, 
records or photographs of the  work/activity carried out, etc.  

Competent performance is more than just carrying out a series of individual 
set tasks. Many of the units contain statements that require the learner to 
provide evidence that proves they are capable of combining the various 
features and techniques. Where this is the case, separate fragments of 
evidence would not provide this combination of features and techniques and 
will not, therefore, be acceptable as demonstrating competent performance.  

If there is any doubt as to what constitutes valid, authentic and reliable 
evidence, the internal and/or external verifier should be consulted. 
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Assessing knowledge and understanding 

Knowledge and understanding are key components of competent 
performance, but it is unlikely that performance evidence alone will provide 
enough evidence in this area.  Where the learners knowledge and 
understanding (and the handling of contingency situations) is not apparent 
from performance evidence, it must be assessed by other means and be 
supported by suitable evidence.  

Knowledge and understanding can be demonstrated in a number of different 
ways.  Semta expects oral questioning and practical demonstrations to be 
used, as these are considered the most appropriate for these units.  
Assessors should ask enough questions to make sure that the learner has 
an appropriate level of knowledge and understanding, as required by the 
unit.  Awarding Organisations may choose other methods, which must be 
supported by a suitable rationale. 

Evidence of knowledge and understanding will not be required for those 
bulleted items in the assessment criteria that have not been selected by the 
learner. 

The achievement of the specific knowledge and understanding requirements 
of the units cannot simply be inferred by the results of tests or assignments 
from other units, qualifications or training programmes.  Where evidence is 
submitted from these sources, the assessor must, as with any assessment, 
make sure the evidence is valid, reliable, authentic, directly attributable to 
the learner, and meets the full knowledge and understanding requirements 
of the unit. 

Where oral questioning is used the assessor must retain a record of the 
questions asked, together with the learner’s answers. 

Awarding Organisations may choose other methods, which must be 
supported by a suitable rationale. 

Witness testimony 

Where observation is used to obtain performance evidence, this must be 
carried out against the unit assessment criteria.  Best practice would require 
that such observation is carried out by a qualified Assessor.  If this is not 
practicable, then alternative sources of evidence may be used. 

For example, the observation may be carried out against the assessment 
criteria by someone else that is in close contact with the learner. This could 
be a team leader, supervisor, mentor or line manager who may be regarded 
as a suitable witness to the learners competency.  However, the witness 
must be technically competent in the process or skills that they are 
providing testimony for, to at least the same level of expertise as that 
required of the learner.  It will be the responsibility of the assessor to make 
sure that any witness testimonies accepted as evidence of the learner’s 
competency are reliable, auditable and technically valid.  
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Quality Control of Assessment 

General 

There are two major points where an Awarding Organisation interacts with 
the Centre in relation to the External Quality Control of Assessment for a 
qualification and these are: 

• Approval - when a Centre take on new qualifications, the Awarding 
Organisation, normally through an External Verifier (EV), ensures that 
the Centre is suitably equipped and prepared to deliver the new 
qualification  

• Monitoring - throughout the ongoing delivery of the qualification the 
Awarding Organisation, through EV monitoring and other mechanisms 
must maintain and the quality and consistency of assessment of the 
qualification. 

Approval 

In granting Approval, the Awarding Organisation, normally through its 
External Verifiers (EV) must ensure that the prospective Centre: 

• meets any procedural requirements specified by the Awarding 
Organisation   

• has sufficient and appropriate physical and staff resources 

• meets relevant health and safety and/or equality and access 
requirements   

• has a robust plan for the delivery, assessment and QA for the 
qualifications. 

Awarding Organisation’s may decide to visit the Centre to view the evidence 
provided. 

The Awarding Organisation must have a clear rationale for the method(s) 
deployed. 

Monitoring 

The Awarding Organisation, through EV monitoring and other mechanisms, 
must ensure: 

• that a strategy is developed and deployed for the ongoing Awarding 
Organisation monitoring of the Centre. This strategy must be based on 
an active risk assessment of the Centre. In particular the strategy must 
identify the learner, assessor and IV sampling strategy to be deployed 
and the rationale behind this 

• that the Centre’s internal quality assurance processes are effective in 
learner assessment 
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• that sanctions are applied to a Centre where necessary and that 
corrective actions are taken by the Centre and monitored by the 
Awarding Organisation/EV 

• that reviews of Awarding Organisation’s external auditing arrangements 
are undertaken. 

Awarding Organisations are required to provide to SEMTA, on request, 
details of the strategies, rationales and reviews detailed above. 

Additional Notes: 

It is recognised that some Awarding Organisations provide supplementary 
guidance  and documentation to centres to support the quality of 
assessment and verification  practice of N/SVQs. 
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