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Purpose of this specification

This specification sets out:
e the objectives of the qualification

e any other qualifications that a learner must have completed before taking the
qualification

e any prior knowledge, skills or understanding which the learner is required to
have before taking the qualification

e the combination of units that a learner must have completed before the
qualification will be awarded and any pathways

e any other requirements that a learner must have satisfied before they will be
assessed or before the qualification will be awarded

e the knowledge, skills and understanding that will be assessed as part of the
qualification

e the method of any assessment and any associated requirements relating to it

e the criteria against which a learner’s level of attainment will be measured (such
as assessment criteria)

e assessment requirements and/or evidence requirements required as specified
by the relevant Sector Skills Council/Standards Setting Body

e assessment requirements/strategy as published by the relevant Sector Skills
Council/Standards Setting Body

o the Apprenticeship Framework in which the qualification is included, where
appropriate.
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Introducing Pearson Edexcel
NVQ/Competence-based qualifications

What are NVQ/Competence-based qualifications?

National Vocational Qualifications (NVQs) or Competence-based qualifications
reflect the skills and knowledge needed to do a job effectively. They are work-
based qualifications that give learners the opportunity to demonstrate their
competence in the area of work or job role to which the qualification relates.

NVQs/Competence-based qualifications are outcomes-based with no fixed learning
programme, allowing flexibility in their delivery to meet the individual learner’s
needs. The qualifications are based on the National Occupational Standards (NOS)
for the sector, which define what employees, or potential employees, must be able
to do and know, and how well they should undertake work tasks and work roles.

Most NVQ/Competence-based qualifications form the competence component of
Apprenticeship Frameworks. They are suitable for those in employment or those
who are studying at college and have a part-time job or access to a substantial
work placement.

Most learners will work towards their qualification in the workplace or in settings
that replicate the working environment as specified in the assessment
requirements/strategy for the sector. Colleges, training centres and/or employers
can offer these qualifications provided they have access to appropriate physical and
human resources.

There are three sizes of NVQ/Competence-based qualification in the QCF:
e Award (1 to 12 credits)

e Certificate (13 to 36 credits)

e Diploma (37 credits and above).

Every unit and qualification in the QCF has a credit value.

The credit value of a unit specifies the number of credits that will be awarded to a
learner who has met the learning outcomes of the unit.

The credit value of a unit is based on:
e one credit for those learning outcomes achievable in 10 hours of learning

e learning time - defined as the time taken by learners at the level of the unit, on
average, to complete the learning outcomes of the unit to the standard
determined by the assessment criteria.
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Qualification summary and key information

Qualification title

Pearson Edexcel Level 4 NVQ Diploma in

QCF Qualification Number (QN)

Business and Administration (QCF)

601/2452/0

Qualification framework

Qualifications and Credit Framework (QCF)

Regulation start date

03/01/2014

Operational start date 01/02/2014
Approved age ranges 16-18

18+

19+

Please note that sector-specific requirements
or regulations may prevent learners of a
particular age from embarking on this
qualification. Please refer to the assessment
requirements/strategy.

Credit value

53

Assessment

Portfolio of Evidence (internal assessment)

Guided learning hours

194-378

Grading information

The qualification and units are graded
pass/fail.

Entry requirements

For details of entry requirements see below.

Learners taking this qualification should be
employed in senior administrative positions,
likely to be responsible for supervising staff,
and for implementing and monitoring systems
and services.

Centres must also follow the Pearson Access
and Recruitment policy (see Section 9, Access
and Recruitment)

Funding

For details on funding availability, please
check the Learning Aims Reference Service
(LARS), which replaces the Learning Aim
Reference Application (LARA).

Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration -
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QCF qualification number and qualification title

Centres will need to use the QCF Qualification Number (QN) when they seek public
funding for their learners. As well as a QN, each unit within a qualification has a
QCF unit reference number (URN).

The qualification title, unit titles and QN will appear on each learner’s final
certificate. Centres should tell learners this when recruiting them and registering
them with Pearson. There is more information about certification in the Edexcel
Information Manual, available on our website: www.edexcel.com

Qualification objectives

The Pearson Edexcel Level 4 NVQ Diploma in Business and Administration (QCF) is
for learners who work in, or want to work in senior administrative positions.

It gives learners the opportunity to:

e demonstrate competence as a senior administrator

e develop knowledge and skills related to the specified job roles in administration
e have existing skills recognised

e achieve a nationally-recognised Level 4 qualification

e develop their own personal growth and engagement in learning.

Relationship with previous qualifications

This qualification replaces the Pearson Edexcel Level 4 NVQ in Business and
Administration (QCF) 39 credit qualification.

Apprenticeships

Skills CFA include the Pearson Edexcel Level 4 NVQ Diploma in Business and
Administration as the competence component for the Higher Apprenticeship in
Business and Administration.
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Progression opportunities

Learners who have achieved the Pearson Edexcel Level 4 NVQ Diploma can
progress to leadership and management roles through qualifications such as
Pearson Edexcel Level 5 NVQ Diploma in Management (QCF) or Pearson BTEC Level
5 Award/ Certificate/Diploma in Management and Leadership (QCF).

Industry support and recognition

Skills CFA, the Skills Council for Business Skills, support this qualification.

Relationship with National Occupational Standards

This qualification is based on the National Occupational Standards (NOS) in
Business and Administration, which were set and designed by Skills CFA, the Sector
Skills Council for the sector.
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Qualification structure

Pearson Edexcel Level 4 NVQ Diploma in Business and
Administration (QCF)

The learner will need to meet the requirements outlined in the table below before
the qualification can be awarded.

Minimum number of credits that must be achieved 53
Minimum number of credits that must be achieved at level 4 or above 35
Number of mandatory credits that must be achieved 20
Number of optional credits that must be achieved 33

Unit Mandatory units (20 Credits) Credit | Guided

reference learning
number hours

1 L/601/2553 | Manage and be Accountable for 4 3 18
own Performance in a Business
Environment

2 R/601/2554 | Evaluate and Improve own 4 4 14
Performance in a Business
Environment

3 Y/601/2555 | Support the Purpose and Values of | 4 3 14
an Organisation

4 D/601/2556 | Support Sustainability in a Business | 4 3 14
Environment

5 H/601/2557 | Assess, Manage and Monitor Risk in | 4 4 18
a Business Environment

6 M/601/2562 | Communicate in a Business 4 3 25

Environment

Unit Optional units (minimum 33 Credit | Guided
reference Credits) 15 must be achieved at learning
number Level 4 or above hours
7 M/600/9712 | Manage the Environmental Impact 4 5 10
of Work Activities
8 Y/601/2572 | Implement, Monitor and Maintain 4 7 15
Administrative Services
9 K/601/2558 | Evaluate and Solve Business 4 6 16
Problems
6 Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration
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Unit Optional units Credit | Guided
reference learning
number hours
10 A/601/2564 | Manage and Evaluate an 4 6 20
Information System
11 M/601/2576 | Plan Change for a Team 4 6 22
12 F/503/9237 | Assist in the Design of Business 4 4 15
Continuity Management
Procedures*
13 H/503/9277 | Raise Awareness of Business 4 4 15
Continuity Management within a
Team
14 J/601/2566 | Chair Meetings 4 4 16
15 L/503/9242 | Assist with the Development of an 4 5 20
Organisational Business Continuity
Management Strategy
16 K/601/2575 | Contribute to Innovation in a 4 6 25
Business Environment
17 T/601/2563 | Design and Develop an Information | 4 7 30
System#*
18 L/601/2570 | Prepare, Co-ordinate and Monitor 4 6 26
Operational Plans
19 Y/601/2569 | Propose and Design Administrative | 4 8 36
Services
20 L/601/2567 | Manage an Office Facility 4 6 30
21 K/600/9661 | Develop Working Relationships with | 4 4 20
Colleagues and Stakeholders
22 M/600/9676 | Support Learning and Development | 4 5 25
within own Area of Responsibility
23 H/600/9674 | Plan, Allocate and Monitor Work in 4 5 25
own Area of Responsibility
24 K/601/2561 | Negotiate in a Business 4 7 40
Environment
25 T/601/2580 | Manage Budgets 4 5 29
26 H/601/2560 | Make Decisions in a Business 4 4 24
Environment
27 F/601/2565 | Prepare Specifications for Contracts | 4 5 30
28 T/600/9601 | Provide Leadership and Direction 4 5 30
for own Area of Responsibility
29 A/601/1236 | Plan, Organise and Control 4 10 67
Customer Service Operations
Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration - 7
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Unit
reference
number

Optional units

Credit

Guided
learning
hours

30 K/600/9711 | Manage Physical Resources 4 3 25
31 R/600/4955 | Drafting Financial Statements 4 6 55
32 Y/601/8324 | Operating Credit control Procedures | 3 4 10
33 J/503/9272 | Gather Information for a Business 3 3 8
Impact Analysis
34 A/601/2578 | Manage a Project 5 10 33
35 K/601/2589 | Implement, Monitor and Review 5 6 20
Change
36 H/601/2543 | Organise Business Travel or 3 5 20
Accommodation
37 A/601/2550 | Deliver, Monitor and Evaluate 3 3 12
Customer Service to Internal
Customers
38 F/601/2551 | Deliver, Monitor and Evaluate 3 3 12
Customer Service to External
Customers
39 R/601/2537 | Monitor Information Systems 3 7 30
40 D/601/2587 | Plan Change Across Teams 5 26
41 T/602/1912 | Ensure Responsibility for Actions to | 3 4 18
Reduce Risks to Health and Safety
42 D/601/2542 | Plan and Organise Meetings 3 5 25
43 K/601/2544 | Evaluate the Organisation of 3 2 10
Business Travel or Accommodation
44 M/601/2528 | Develop a Presentation 3 3 15
45 T/601/2529 | Deliver a Presentation 3 3 15
46 L/601/2536 | Support the Design and 3 7 35
Development of an Information
System#*
47 Y/601/2538 | Analyse and Report Data 3 6 30
48 M/503/9251 | Design Business Continuity 5 10 50
Management Procedures*
8 Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration
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Unit
reference
number

Optional units

Credit

Guided
learning
hours

49 R/601/2585 | Invite Tenders and Select 5 6 32
Contractors

50 Y/601/2586 | Monitor and Evaluate Contracts 5 6 35

51 J/601/2549 | Contribute to Running a Project 3 5 30

52 J/601/2552 | Agree a Budget 3 4 25

53 T/600/9663 | Recruit Staff in own Area of 5 4 25
Responsibility

54 D/601/1228 | Use Customer Service as a 3 8 53
Competitive Tool

55 J/601/1515 | Monitor and Solve Customer 3 6 40
Service Problems

56 A/600/9759 | Monitor and Review Business 5 3 20
Processes

57 R/601/2540 | Plan and Organise an Event 3 4 28

58 D/601/2539 | Order Products and Services 3 5 35

59 Y/601/2541 | Co-ordinate an Event 3 4 30

60 T/601/8282 | Support Individuals With Specific 3 5 35
Communication Needs

Barred combinations*

The following units are barred combinations and therefore cannot be chosen as

optional units together.
e T/601/2563 (unit 17) - is barred against L/601/2536 (unit 46)
e F/503/9237 (unit 12) - is barred against M/503/9251 (unit 48)

Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration - 9
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Assessment

This qualification is assessed through an externally verified Portfolio of Evidence
that consists of evidence gathered during the course of the learner’s work.

To achieve a pass for the full qualification, the learner must achieve all the required
units in the stated qualification structure. Each unit has specified learning outcomes
and assessment criteria. To pass each unit the learner must:

e achieve all the specified learning outcomes

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

e prove that the evidence is their own.

The learner must have an assessment record that identifies the assessment criteria
that have been met, and it should be cross-referenced to the evidence provided.
The assessment record should include details of the type of evidence and the date
of assessment. The unit specification or suitable centre documentation can be used
to form an assessment record.

It is important that the evidence provided to meet the assessment criteria of the
unit and learning outcomes 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.

Learners can provide evidence of occupational competence from:
e current practice where evidence is generated from a current job role

e a programme of development where evidence comes from assessment
opportunities built into a learning programme, whether at or away from the
workplace. The evidence provided must meet the requirements of the Sector
Skills Council’s assessment strategies.

e 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
development. They must submit sufficient, reliable, authentic and valid evidence
for assessment. Evidence submitted based on RPL should provide confidence
that the same level of skill/understanding/knowledge exists at the time of claim
as existed at the time the evidence was produced. RPL is acceptable for
accrediting a unit, several units, or a whole qualification.

e Further guidance is available in the policy document Recognition of Prior
Learning Policy, available on the Edexcel website.

e a combination of these.

10 Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration
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Assessment strategies

The assessment strategies for this qualification have been included in Annexe A.
They set out the overarching assessment principles and the framework for
assessing the qualification to ensure that they remain valid and reliable. Skills CFA
has developed them in partnership with employers, training providers, awarding
organisations and the regulatory authorities.

Types of evidence

To achieve a unit, the learner must gather evidence that shows that they have met
the required standard specified in the assessment criteria as well as the
requirements of the Skills CFA assessment requirements/strategy. As stated in the
assessment strategies, the evidence for this qualification can take a variety of
forms as indicated below:

e direct observation of the learner’s performance by their assessor (O)
e outcomes from oral or written questioning (Q&A)

e products of the learner’s work (P)

e personal statements and/or reflective accounts (RA)

e outcomes from simulation (S)

e professional discussion (PD)

e assignment, project/case studies (A)

e authentic statements/witness testimony (WT)

e expert witness testimony (EWT)

e evidence of Recognition of Prior Learning (RPL).

Learners can use the abbreviations for cross-referencing purposes in their portfolios.

Learners can also use one piece of evidence to prove their knowledge, skills and
understanding across different assessment criteria and/or across different units. It
is not necessary for learners to have each assessment criterion assessed
separately. They should be encouraged to reference evidence to the relevant
assessment criteria. Evidence must be available to the assessor, internal verifier
and Pearson standards verifier.

Any specific evidence requirements for individual units are stated in the unit
introduction for the units in Section 11.

There is further guidance about assessment on our website. Please see Section 12
for details.

Credit transfer

Credit transfer describes the process of using a credit or credits awarded in the
context of a different qualification or awarded by a different awarding organisation
towards the achievement requirements of another qualification. All awarding
organisations recognise the credits awarded by all other awarding organisations
that operate within the QCF.

If learners achieve credits with other awarding organisations, they do not need to
retake any assessment for the same units. The centre must keep evidence of unit
achievement.

Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration - 11
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Centre resource requirements

As part of the approval process, centres must make sure that the resource
requirements below are in place before offering the qualification.

e Centres must have the appropriate physical resources to support both the
delivery and assessment of the qualification. For example, a workplace in line
with industry standards, or a Realistic Working Environment (RWE), where
permitted, as specified in the assessment strategies for the sector, equipment,
IT, learning materials, teaching rooms.

e Where permitted, RWE must offer the same conditions as the normal day-to-
day working environment, with a similar range of demands, pressures and
requirements for cost-effective working.

e Centres must meet any specific human and physical resource requirements
outlined in the assessment strategies in Annexe A. Staff assessing learners
must meet the occupational competence requirements within the overarching
assessment strategies for the sector.

e There must be systems in place to ensure the continuing professional
development for staff delivering the qualifications.

e Centres must have appropriate health and safety policies, procedures and
practices in place for the delivery of the qualification.

e Centres must deliver the qualification in accordance with current equality
legislation. For further details on Pearson’s commitment to the Equality Act
2010, please see Section 9 Access and recruitment and Section 10 Access to
qualifications for learners with disabilities or specific needs. For full details on
the Equality Act 2010, please go to the Home Office website,
www.gov.uk/government/organisations/home-office

12 Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration
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Centre recognition and approval

Centre recognition

Centres that have not previously offered Pearson Edexcel accredited vocational
qualifications need to apply for and be granted centre recognition and approval as
part of the process for approval to offer individual qualifications.

Existing centres will be given ‘automatic approval’ for a new qualification if they are
already approved for a qualification that is being replaced by a new qualification
and the conditions for automatic approval are met.

Guidance on seeking approval to deliver Pearson Edexcel vocational qualifications is
available at www.pearsonwbl.edexcel.com/qualifications-approval.

Approvals agreement

All centres are required to enter into an approval agreement, which is a formal
commitment by the head or principal of a centre, to meet all the requirements of
the specification and any associated codes, Conditions or regulations. Pearson 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.
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Quality assurance of centres

Quality assurance is at the heart of vocational qualifications. Centres will internally
assess NVQs/Competence-based qualifications using internal quality assurance
procedures to ensure standardisation of assessment across all learners. Pearson
uses external quality assurance procedures to check that all centres are working to
national standards. It gives us the opportunity to identify and provide support, if
needed, to safeguard certification. It also allows us to recognise and support good
practice.

For the qualifications in this specification, the Pearson quality assurance model is as
described below.

Centres offering Pearson Edexcel NVQs/Competence-based qualifications will
usually receive two standards verification visits per year (a total of two days per
year). The exact frequency and duration of standards verifier visits must reflect the
centre’s performance, taking account of the number:

e of assessment sites

¢ and throughput of learners

e and turnover of assessors

e and turnover of internal verifiers.

For centres offering a full Pearson BTEC Apprenticeship (i.e. all elements of the
Apprenticeship are delivered with Pearson through registration of learners on a
Pearson BTEC Apprenticeship framework) a single standards verifier will be
allocated to verify all elements of the Pearson BTEC Apprenticeship programme. If a
centre is also offering stand-alone NVQs/Competence-based qualifications in the
same sector as a full Pearson BTEC Apprenticeship, the same standards verifier will
be allocated.

In order for certification to be released, confirmation is required that the National
Occupational Standards (NOS) for assessment, verification and for the specific
occupational sector are being consistently met.

Centres are required to declare their commitment to ensuring quality and to
providing appropriate opportunities for learners that lead to valid and accurate
assessment outcomes.

For further details, please go to the UK NVQ Quality Assurance Centre Handbook
and the Edexcel NVQs, SVQs and competence-based qualifications — Delivery
Requirements and Quality Assurance Guidance on our website, at
www.pearsonwbl.edexcel.com/NVQ-competence-based.
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Programme delivery

Centres are free to offer the qualifications using any mode of delivery (for example
full-time, part-time, evening only, distance learning,) that meets learners’ needs.

However, centres must make sure that learners have access to the resources
identified in the specification and to the sector specialists delivering and assessing
the units. Centres must have due regard to Pearson’s policies that may apply to
different modes of delivery.

Those planning the programme should aim to address the occupational nature of
the qualification by:

e engaging with learners, initially, through planned induction, and subsequently
through the involvement of learners in planning for assessment opportunities

e using naturally occurring workplace activities and products to present evidence
for assessment against the requirements of the qualification

¢ developing a holistic approach to assessment by matching evidence to different
assessment criteria, learning outcomes and units, as appropriate, thereby
reducing the assessment burden on learners and assessors

e taking advantage of suitable digital methods to capture evidence.
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Access and recruitment

Pearson’s policy regarding access to its qualifications is that:

e they should be available to everyone who is capable of reaching the required
standards

e they should be free from any barriers that restrict access and progression
e there should be equal opportunities for all wishing to access the qualifications.

Centres must ensure that their learner recruitment process is conducted with
integrity. This includes ensuring that applicants have appropriate information and
advice about the qualification to ensure that it will meet their needs.

Centres should review applicants’ prior qualifications and/or experience, considering
whether this profile shows that they have the potential to achieve the qualification.

For learners with disabilities and specific needs, this review will need to take
account of the support available to them during the delivery and assessment of the
qualification. The review must take account of the information and guidance in
Section 10 Access to qualifications for learners with disabilities or specific needs.
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10 Access to qualifications for learners with

disabilities or specific needs

Equality and fairness are central to our work. Pearson’s Equality Policy requires that
all learners should have equal opportunity to access our qualifications and
assessments and that our qualifications are awarded in a way that is fair to every
learner.

We are committed to making sure that:

e learners with a protected characteristic (as defined by the Equality Act 2010)
are not, when they are undertaking one of our qualifications, disadvantaged in
comparison to learners who do not share that characteristic

e all learners achieve the recognition they deserve from undertaking a
qualification and that this achievement can be compared fairly to the
achievement of their peers.

Learners taking a qualification can be assessed in British sign language or Irish sign
language where it is permitted for the purpose of reasonable adjustments.

Further information regarding Access Arrangements can be found in Adjustments
for candidates with disabilities and learning difficulties — Access and Arrangements
and Reasonable Adjustments, General and Vocational qualifications (Joint Council
for Qualifications (JCQ)). Further details on how to make adjustments for learners
with protected characteristics are given in the Supplementary Guidance for
Reasonable Adjustment and Special Consideration in Vocational Internally Assessed
Units.

These documents are available on our website, at www.edexcel.com/Policies
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11 Unit format

Each unit has the following sections.

Unit title

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

Unit reference number

Each unit is assigned a unit reference number that appears with the unit title on the
Register of Regulated Qualifications.

QCF level

All units and qualifications within the QCF have a level assigned to them. There are
nine levels of achievement, from Entry to level 8. The QCF Level Descriptors inform
the allocation of the level.

Credit value

All units have a credit value. When a learner achieves a unit, they gain the specified
number of credits. The minimum credit value is 1 and credits can be awarded in
whole numbers only.

Guided learning hours

Guided learning hours are the times when a tutor, trainer or facilitator is present to
give specific guidance towards the learning aim for a programme. This definition
includes workplace guidance to support the development of practical job-related
skills, tutorials and supervised study in, for example, open learning centres and
learning workshops. It also includes the time spent by staff assessing learners’
achievements, for example in the assessment of competence for NVQs/Competence
qualifications.

Unit aim

This gives a summary of what the unit aims to do.

Unit assessment requirements/evidence requirements

The SSC/B set the assessment/evidence requirements. Learners must provide
evidence according to each of the requirements stated in this section.
Assessment methodology

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

The learning outcomes of a unit set out what a learner knows, understands or is
able to do as the result of a process of learning.

Assessment criteria

The assessment criteria specify the standard required by the learner to achieve the
learning outcome.
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Unit 1:

Manage and be
Accountable for own
Performance in a
Business Environment

Unit reference number: L/601/2553

QCEF level:

Credit value:

4
3

Guided learning hours: 18

Unit aim

This unit is about taking responsibility for managing, prioritising and being
accountable for your own work in a business environment alongside other people.

Unit assessment requirements/evidence requirements

The following is a guide; the evidence suggested is neither mandatory nor

exclusive.
Learning Assessment | Assessment guidance
outcomes | criteria
1 1.1-1.4 Evidence may be supplied via learner reports/reflective
> 21 -2.15 accounts, professional discussion and questioning.
3 3.1-3.2 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
3.5 . ) -
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:
o letters
e emails
® memos
e reports.
3.3 Evidence may be supplied via witness testimony and
3.6 - 3.7 learner reports/reflective accounts.
20
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Learning Assessment | Assessment guidance

outcomes criteria

3.4 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following

sources:
o letters
e emails
e memos
e reports.
3.8 Evidence may be supplied via observation of workplace

activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s

job role.
4.1-4.3 Evidence may be supplied via witness testimony,
45-4.8 professional discussion and learner reports/reflective
' ' accounts.
4.4 Evidence may be supplied via witness testimony,

professional discussion, learner reports/reflective
accounts, case studies and inspection of products,
using evidence appropriate to the learner’s job role
from the following sources:

o |etters
e emails
*  memos
e reports

e appraisals

e performance reviews

e self evaluation.

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: Evaluate and Improve
own Performance in a
Business Environment

Unit reference number: R/601/2554
QCEF level: 4
Credit value: 4

Guided learning hours: 14

Unit aim

This unit is about taking responsibility for evaluating your own performance in work
tasks, then taking responsibility for making and evaluating changes that make sure
you will be able to work effectively and efficiently in a business environment
alongside other people.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1-1.8 Evidence may be supplied via learner reports/reflective
accounts, professional discussion and questioning.

2 2.1 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e appraisals

e performance reviews.
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Learning Assessment | Assessment guidance

outcomes criteria

2.2 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e appraisals

e performance reviews

o letters
® memos
e emails
e reports.
2 2.3 Evidence may be supplied via observation of workplace

activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e completed tasks.

2.4 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e completed tasks.

2.5 Evidence may be supplied via learner reports/reflective
accounts.
3 3.1 Evidence may be supplied via learner reports/reflective

accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e appraisals

e performance reviews.

3.2-3.4 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e learning plans.

Evidence generated for this unit of assessment may contribute towards other units
including Unit 1.
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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 3:

Support the Purpose
and Values of an
Organisation

Unit reference number: Y/601/2555

QCEF level:

Credit value:

4
3

Guided learning hours: 14

Unit aim

This unit is about taking a leading role in establishing and maintaining work
environment within own area of responsibility, in ways that consistently show
respect and support for other people and which support the mission, purpose and
values of an organisation as a whole.

Unit assessment requirements/evidence requirements

The following is a guide; the evidence suggested is neither mandatory nor

exclusive.

Learning Assessment

outcomes criteria

Assessment guidance

1 1.1-1.4 Evidence may be supplied via learner reports/reflective

> 21-28 accounts, professional discussion and questioning.

3 3.1 -3.11

4 4.1 -4.4

5 5.1 -5.4 Evidence may be supplied via witness testimony and
learner reports/reflective accounts.

5.5 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

o |etters
e emails
® memos
e reports.
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Learning Assessment

outcomes criteria

Assessment guidance

6 6.1 -6.3
6.5

Evidence may be supplied via witness testimony, case
studies and learner reports/reflective accounts.

6.4

Evidence may be supplied via witness testimony,
professional discussion, case studies, learner
reports/reflective accounts and inspection of products,
using evidence appropriate to the learner’s job role
from the following sources:

e |etters
e emails
e memos

e reports.

7 7.1-7.2

Evidence may be supplied via witness testimony and
learner reports/reflective accounts.

7.3

Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

o |etters
e emails
e memos

e reports.

Evidence generated for this unit of assessment may contribute towards other units

including Units 1, 2.

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 4:

Support Sustainability
in a Business
Environment

Unit reference number: D/601/2556

QCEF level:

Credit value:

4
3

Guided learning hours: 14

Unit aim

This unit is about taking a leading role in supporting the minimisation of waste and
the maximisation of efficiency within own area of responsibility in a business

environment.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor

exclusive.

Learning Assessment
outcomes | criteria

Assessment guidance

1 1.1-1.8 Evidence may be supplied via learner reports/reflective

> 21-22 accounts, professional discussion and questioning.

3 3.1-3.4

4 4.1 -4.3 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
case studies, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:
e procedures.
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Learning

outcomes

Assessment

criteria

Assessment guidance

5 5.1 -5.2 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

o |etters
e emails
e memos
e reports.

6 6.1 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

o letters

e emails

® memos

e reports.
6.2 -6.3 Evidence may be supplied via witness testimony and
6.5 learner reports/reflective accounts.
6.4 Evidence may be supplied via withess testimony,

professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e letters
e emails
e mMemos
e reports
e orders
e tenders
e quotes

e estimates.

Evidence generated for this unit of assessment may contribute towards other units
including Units 1, 2, 3.
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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 5:

Assess, Manage and
Monitor Risk in a
Business Environment

Unit reference number: H/601/2557

QCEF level:

Credit value:

4
4

Guided learning hours: 18

Unit aim

This unit is about taking a leading role in supporting the monitoring and managing
of risk within own area of responsibility in a business environment so that an
organisation’s aims and objectives for minimising risk and ensuring a safe work
environment can be supported at all times.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor

exclusive.

Learning
outcomes

1

Assessment

criteria

1.1-1.5

Assessment guidance

Evidence may be supplied via learner reports/reflective
accounts, professional discussion and questioning.

2.1-2.4

Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e risk assessments.

2.5-26

Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e procedures.
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Learning Assessment

outcomes criteria

Assessment guidance

2.7

Evidence may be supplied via withess testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e letters
e emails
e mMemos
e reports.

Evidence generated for this unit of assessment may contribute towards other units

including Units 1, 2, 9, 26.

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 6: Communicate in a
Business Environment

Unit reference number: M/601/2562
QCF level: 4
Credit value: 3

Guided learning hours: 25

Unit aim

This unit is about being able to communicate with other people in a business
environment clearly, convincingly, and persuasively, in writing and verbally, using
language in a variety of formats, styles and tones.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance
outcomes | criteria

1 1.1-1.3 Evidence may be supplied via learner reports/reflective

> 2.1 -2.13 accounts, professional discussion and questioning.

3 3.1-3.10

4 4.1 -4.2

5 5.1-5.3

6 6.1 -6.3 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:
e information selected.
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Learning Assessment | Assessment guidance
outcomes | criteria

6.4 - 6.8 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,

6.10 - 6.11 . ) -

learner reports/reflective accounts and inspection of

products, using evidence appropriate to the learner’s

job role from the following sources:

e letters
e emails
e mMemos
e reports

e information formatted.

6.9 Evidence may be supplied via learner reports/reflective
accounts, professional discussion and questioning.

7 7.1 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,

7.3-7.4 . ) .

learner reports/reflective accounts and inspection of

products, using evidence appropriate to the learner’s

job role from the following sources:

e presentation.

7.2 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,

7.5-7.10 . ) .

learner reports/reflective accounts and inspection of

products, using evidence appropriate to the learner’s

job role from the following sources:

e minutes of meetings.

8 8.1 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e feedback received.

8.2 Evidence may be supplied via learner reports/reflective
accounts.

Evidence generated for this unit of assessment may contribute towards other units
including Units 1, 2, 3.

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 7: Manage the
Environmental Impact
of Work Activities

Unit reference number: M/600/9712
QCEF level: 4
Credit value: 5

Guided learning hours: 10

Unit aim

This unit will ensure that learners understand how to, and are able to, assess the
environmental impact of their work and operate in such a way as to reduce the
impact on the environment.

Assessment guidance

This unit was developed by the Management Standards Centre (MSC). No further
assessment guidance or evidence requirements have been provided for this unit.

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 8:

Unit reference number:
QCEF level:
Credit value:

Guided learning hours:

Implement, Monitor
and Maintain
Administrative Services

Y/601/2572
4

7

15

Unit aim

This unit is about implementing administrative services, monitoring these services
to make sure they are being used correctly, informing and supporting users of the
systems, and making adjustments to the services to improve their performance.

Assessment guidance

The following is a guide, the evidence suggested is neither mandatory nor

exclusive.

Learning Assessment | Assessment guidance
outcomes | criteria

4.5

1 1.1-1.13 Evidence may be supplied via learner reports/reflective
> 21-24 accounts, professional discussion and questioning.

3 3.1-3.6

4 4.1-4.2 Evidence may be supplied via observation of workplace

activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
4.7 - 4.9 products, using evidence appropriate to the learner’s
job role from the following sources:

letters

emails

memos

reports

minutes of meetings

plan.

Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration - 59
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Learning

outcomes

Assessment
criteria

Assessment guidance

4 4.3-4.4 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

o |etters

e emails

e memos

e reports

e minutes of meetings
e presentation.

4 4.6 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e plans.

5 5.1 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e monitoring records.

5.2 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

o |etters
e emails
® memos
e reports
e minutes of meetings
e questionnaires
e consultation documents.
60 Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration
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Learning Assessment | Assessment guidance

outcomes criteria

6 6.1 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,

6.6 - 6.7 . ) .
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

o |etters
e emails
e memos
e reports
e minutes of meetings.

6.2 -6.3 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e information collected
o feedback received.

6.4 -6.5 Evidence may be supplied via learner reports/reflective

accounts.

Evidence generated for this unit of assessment may contribute towards other units
including Unit 19.

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 9:

Evaluate and Solve
Business Problems

Unit reference number: K/601/2558

QCF level:

Credit value:

4
6

Guided learning hours: 16

Unit aim

This unit is about recognising that there is a problem with the way work is being
carried out in a business environment, analysing the problem for possible causes
and evaluating the problem in terms of the risks it presents if not solved.

Assessment guidance

The following is a guide, the evidence suggested is neither mandatory nor

exclusive.

Learning Assessment

outcomes criteria

Assessment guidance

1 1.1-1.4 Evidence may be supplied via learner
reports/reflective accounts, professional discussion

2 2.1-2.6 .
and questioning.

3 3.1-3.2

4 4.1 -4.3

5 5.1 -5.6 Evidence may be supplied via observation of
workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role.
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Learning Assessment | Assessment guidance
outcomes | criteria
6 6.1 Evidence may be supplied via learner

6.3 reports/reflective accounts.

6.6

6.8

6.2 Evidence may be supplied via learner
reports/reflective accounts and inspection of products,
using evidence appropriate to the learner’s job role
from the following sources:

e plans.

6.4 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e plans.

6.5 Evidence may be supplied via withess testimony and

6.7 learner reports/reflective accounts.

6.10

6.9 Evidence may be supplied via learner
reports/reflective accounts and inspection of products,
using evidence appropriate to the learner’s job role
from the following sources:

o feedback
e reviews.
7 7.1-7.3 Evidence may be supplied via learner

reports/reflective accounts.

Evidence generated for this unit of assessment may contribute towards other units
including Units 1, 2, 26.

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 10:

Manage and Evaluate
an Information System

Unit reference number: A/601/2564

QCF level:

Credit value:

4
6

Guided learning hours: 20

Unit aim

This unit is about managing and evaluating an information system that meets
identified needs in a business environment. The learner will use knowledge of
needs, to work in collaboration with others as required to manage and evaluate the

system

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor

exclusive.

Learning Assessment | Assessment guidance

outcomes | criteria

1 1.1-19 Evidence may be supplied via learner reports/reflective
accounts, professional discussion and questioning.

2 2.1-2.4

3 3.1 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:
e training records.
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Learning Assessment

outcomes criteria

Assessment guidance

3.2 Evidence may be supplied via witness testimony,
3.6 professional discussion, learner reports/reflective
' accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:
o |etters
e emails
e memos
e reports
e notes of meetings.
3.3-3.5 Evidence may be supplied via witness testimony and
learner reports/reflective accounts.
4 4.1 -4.3 Evidence may be supplied via witness testimony,

professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

o |etters
e emails
e memos
e reports

e notes of meetings.

Evidence generated for this unit of assessment may contribute towards other units

including Units 1, 2, 9, 17.

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 11: Plan Change for a Team

Unit reference number: M/601/2576
QCF level: 4
Credit value: 6

Guided learning hours: 22

Unit aim

This unit is about planning changes across teams in a department or part of an
organisation at the level of a departmental manager or director

Assessment guidance

The following is a guide, the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1 Evidence may be supplied via learner reports/reflective

> 21-23 accounts, professional discussion and questioning.

3 3.1-3.2

4 4.1 -4.5

5 5.1-5.3 Evidence may be supplied via witness testimony and
learner reports/reflective accounts.

5.4 Evidence may be supplied via witness testimony,

professional discussion, learner reports/reflective

6 6.1 . i . .
accounts and inspection of products, using evidence

6.3 appropriate to the learner’s job role from the following

sources:
o |etters
e emails
® memos
e reports
e presentations
e minutes of meetings
e initial plan.
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Learning Assessment
outcomes criteria

Assessment guidance

6.2

Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

plan
letters
emails
memos
reports

minutes of meetings.

Evidence generated for this unit of assessment may contribute towards other units

including Units 1, 2, 9, 17.

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 12:

Unit reference number:
QCEF level:
Credit value:

Guided learning hours:

Assist in the Design of

Business Continuity
Management
Procedures

F/503/9237
4

4

15

Unit aim

This unit is about assisting the design and testing of BCM procedures to meet

organisational needs.

Unit assessment requirements/evidence requirements

There are no specific assessment requirements for this unit. Please refer to the

overall Skills CFA assessment strategy (Annexe A).
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Unit 13:

Unit reference number:
QCEF level:
Credit value:

Guided learning hours:

Raise Awareness of
Business Continuity
Management within a
Team

H/503/9277
4

4

15

Unit aim

This unit is about communicating the purpose for BCM to other members of the
team, colleagues or across the organisation.

Unit assessment requirements/evidence requirements

There are no specific assessment requirements for this unit. Please refer to the
overall Skills CFA assessment strategy (Annexe A).
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Unit 14: Chair Meetings

Unit reference number: 31/601/2566
QCF level: 4
Credit value: 4q

Guided learning hours: 16

Unit aim

This unit is about the role of the chairperson before, during and after business
meetings.

Assessment guidance

The following is a guide, the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1-1.17 Evidence may be supplied via learner reports/reflective
accounts, professional discussion and questioning.

2 2.1-25 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e agendas

e briefing papers.

2.6 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e letters
e emails
° memaos
e reports.
20 Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration
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Learning Assessment | Assessment guidance

outcomes criteria

3 3.1-3.11 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e minutes of meetings.

4 4.1-4.2 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e |etters
e emails
e memos

e minutes of meetings

e reports.

4.3-4.4 Evidence may be supplied via learner reports/reflective
accounts and professional discussion.

Evidence generated for this unit of assessment may contribute towards other units
including Units 1, 2, 3.

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.

Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration - 91
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Unit 15: Assist with the
Development of an
Organisational
Business Continuity
Management Strategy

Unit reference number: L/503/9242
QCF level: 4
Credit value: 5

Guided learning hours: 20

Unit aim

This unit is about supporting your manager and team when developing an
organisational BCM strategy

Unit assessment requirements/evidence requirements

There are no specific assessment requirements for this unit. Please refer to the
overall Skills CFA assessment strategy (Annexe A).
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Unit 16: Contribute to
Innovationin a
Business Environment

Unit reference number: K/601/2575
QCEF level: 4
Credit value: 6

Guided learning hours: 25

Unit aim

This unit is about identifying and evaluating new ideas for innovation in the
business environment.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance
outcomes | criteria

1.1-1.2 Evidence may be supplied via learner reports/reflective
21-2.11 accounts, professional discussion and questioning.

3.1-3.6

AW N |+

4.1 -4.2 Evidence may be supplied via witness testimony,

45 professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

o |etters
e emails
e memos

e reports

e minutes of meetings.

100 Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration
Specification - Issue 1 - February 2014 © Pearson Education Limited 2014



Learning Assessment | Assessment guidance

outcomes criteria

4.3 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e information collected.

4.4 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e risk assessment.

5 5.1 -5.2 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following

sources:

o letters

6 6.1-6.5 e emails
6.7 ® memos

e reports

e minutes of meetings

o formal proposal.

6.6 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following

sources:
o letters
e emails
e memos

e feedback received.

Evidence generated for this unit of assessment may contribute towards other units
including Units 1, 2, 3, 9, 26.

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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Unit17: Design and Develop an
Information System

Unit reference number: T/601/2563
QCF level: 4
Credit value: 7

Guided learning hours: 30

Unit aim

This unit is about designing and developing an information system that will meet
identified needs in a business environment.

This unit must not be taken with Unit L/601/2536 - Support the Design and
Development of an Information System.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

outcomes | criteria
1—

2

3

1.1-1.2 Evidence may be supplied via learner reports/reflective
accounts, professional discussion and questioning.

2.1-2.5

3.1 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

¢ information identified

3.2 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e resources identified
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Learning Assessment | Assessment guidance
outcomes | criteria

3.3 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e specification

e budgets

3.4 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e information system

e specification

3.5 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e test results
o feedback

3.6 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following

sources:
o |etters
e emails
*  memos
e reports

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 18:

Prepare, Co-ordinate
and Monitor
Operational Plans

Unit reference number: L/601/2570

QCEF level:

Credit value:

4
6

Guided learning hours: 26

Unit aim

This unit is about preparing and co-ordinating delivery of operational plans across
one or more work activities or areas of responsibility.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance
outcomes | criteria
1 1.1-1.2 Evidence may be supplied via learner reports/reflective
accounts, professional discussion and questioning.
2 2.1-2.8
3 3.1 Evidence may be supplied via learner reports/reflective
3.3 accounts and inspection of products, using evidence
' appropriate to the learner’s job role from the following
3.5-3.6 sources:
e plans
3.2 Evidence may be supplied via witness testimony,
3.4 professional discussion, learner reports/reflective
' accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:
o |etters
e emails
® memos
e reports
Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration - 1 1 1
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Learning Assessment | Assessment guidance

outcomes criteria

4 4.1 Evidence may be supplied via learner reports/reflective
4.4 accounts and inspection of products, using evidence
' appropriate to the learner’s job role from the following
sources:
e plans.
4.2 -43 Evidence may be supplied via withess testimony,
professional discussion, learner reports/reflective
4.5-4.11 . . . .
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:
o |etters
e emails
¢ memos
e reports
e presentations
4.12 Evidence may be supplied via learner reports/reflective
accounts

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.

112 Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration
Specification - Issue 1 - February 2014 © Pearson Education Limited 2014



$T0Z Pa)wWI] uoiesnp3 uosiead @ $T0Z Alenigea4 — T anss] - uonedypads
€IT - uoneJIsSIuIWpPY pue ssauisng ul ewo|diq/21ed1413148) { [SAST |92XSP3 uosiead

sue|d |euonjesado jsuiebe aouewdojiad aaoidwi 03 saniunpoddo
Joj Bupjoo| Ajsnonujjuod jo sjiyauaq pue asodind ayy uie|ldx3 | OT'T

Aj93eandoe sue|d |euoijesado
Jojiuow 03 uonewIoUl JURAS|SJ pue pljeA 19b 03 moy uie|dx3 6T

S3I1}IAI}OR puk SpPoyYlaW oM 03 paje|ad saunpadold
pue sapijod |euonesiuebio Jo sueld jeuonedado uo s3oa440 ayy uie|dx3 8T

sue|d |euopjeiado
uo sjuawaJinbai Asoje|nbau pue |eH3| Jo S0y 3|qIssod ay3 9qlIdsaq LT

0S Oop 03 Moy pue
‘sue|d |euoiyesado buiaalbe pue bunenobau Jo asodind ayj uiejdx3 9T

suonelado
Hbuneuiplo-0o pue bujuue|d usym UOIIEDIUNWILIOD 43D JO S}JDUD] BYL ST

sopuabuiuod pue sysu Ajauapl 03 moy uleldxy | T

sue|d |euoljelado UoO sjulRIISUOD sue|d |euoneiado

pue saA30a[qo ‘saijiuolad jeuoiiesiueblo Jo S30940 ay3 ule|dxg €1 Jo buojiuow
pue uolneulplo
-02 ‘uonesedaud
sue|d |euoiyesado buiyeuiplo-0d ayj bunoaye

pue buliedaid uaym Ajuoyine jo sjiwi| buiaey jo asodiand ayy uiejdx3 T°T | sd03oey pueistapun | T

sue|d |euonjedado Buieulplo-0d Jo sjjauaq pue asodind ay3 ulejdxg T

CRIIENETEY adAy

9jed oljojyiod 90USPIAT L19]11D JUDWISSIOSSY sawod3no bujuiea

"JIUN 3Y3 2A3IYde 0} paldinbald piepuels ayjy aulwialap
BLI931ID JUSWISSaSSe 3y "3IUn 3yl J0j SSW02IN0 Bujuies| ay] ||e 393w ued Aayj Jey) 9)eJisuowap 03 Spasu Jaules| ayl ‘iun siyy ssed o

BLI9]1ID JUDWISSDSSEe puk sawo0d3}no buiuled



$T0OZ Pa)wWI] uoiesnp3 uosiead @ $T0Z Aleniga4 — T anss] - uonedypads
uones3siulWpyY pue ssauisng ul ewo|diq/23edi1ia) 4 [9A37 [90X9p3 uosiead VIT

S313IAI0B puk SPoYyIaW XJ0M 03 pajejal sainpadold
pue saiijod [euonesiuebio 39aw sueld jeuonesado auns axe | 9'€

paJinbau Ji
‘syjuswiadinbad Auojeinbau pue |ebo| 39aw sue|d |euoijedado auns e G'¢c

sue|d |euonyelado
JO S2UW021N0 SASIYDE 0] PapPaaU S24N0SaJ pue suoiloe Ajoads s

way3
yam |eap 03 sapuabuiauod pue sueid [euoiesado ulyym sysid AJIjuspl c'c

sue|d |euoizelado WOl SBWO2IN0 padinbal 2a4be pue asilIoLd '€ sueid [euonesado

suoljelado jueaajad 23euIplI0-0D 03 sue|d |euoljelado aledald T'c| oJedoud oy oiqeag | ¢

$924N0S3aJ JO asn 1saq bupjew jo sjiyauaq pue asodind ayy uiejdx3 8'C

SaW021N0 |euonelado JaAI|3p 03 pash 2q ued eyl SailAlRde
pue spoyiaw 3Jom Jo abued ayy buipueistapun Jo asodind syl uiejdxgy 1T

sue|d |euonjetado Jo) saniiqisuodsad
pue sajoJ bunenobau pue bulAjiauspl Joj spoylsw aqliasaQ 9'C

padojonap ale Ay
se sue|d |euonetado Buimalaad Jo sjiyausq pue asodind ayy uiejdx3 G'C

sue|d |euoijelado
10J s9|npayds diisijead buiaey Jo sjiyausq pue asodind ayj ulejdx3 T

Saw0231N0 paalbe aAalyoe
0] papaau S924N0SaJ pue saniiAlde a3yl BulAjinuapl Jo sAem 2qlidsaq €'z

sue|d |euolletado J40j saw0dIN0 asiolnd pue Ajijuapl 01 moy uie|dx3 2'C sueyd

sue|d |euoijelado aiedaud |euonjetado asedaud
03 pasn aq ued jey3 s|o03 pue sanbiuyda)l buiuue|d jo sbued e uie|dx3 T°¢ | 01 moy puejstapun | ¢

CRITENETEN adA)

?jeq | 01]0j310d | SOUIPIAT 21193140 JUDWISSISSY sawo23no Hujuies]




$T0Z Pa)wWI] uoiesnp3 uosiead @ $T0Z Alenigea4 — T anss] - uonedypads
STT - uoneJIsSIuIWpPY pue ssauisng ul ewo|diq/21ed1413148) { [SAST |92XSP3 uosiead

suonjedado anosdwi 03 saniunyoddo Ayauapl | Z2T1'v

A|@3eanooe pue Ajpdwoud saniApde pue
spoylaw M40m 303)4e yoiym sue|d |euoijedado ul sebueyd aiedunwiwo) | T1'd

sue|d |euonjeldado jsuiebe
suolnelado Jojluow 03 UOIlRWIOUI JURAR|S] pUB pljeA “JuanuinNs uielqo | 0T ¥

sue|d |euonjesado yum
dUI| Ul Jou aJe suoijelado JI Suoizde 9AI3024100 pue jdwoud a3enoban 6t

Wway3 JO apew s asn
1S9q aJns axew pue sue|d |euonelado 10} papasu S224n0sal 2jenobaN | 8

sue|d |euoijelado JaAIIDp 03 S3I1IIAIDR pue Spoyjaw MJom aleijobapn L'

sue|d |euoizetado 4oy
sanijiqisuodsal pue sajod Jiayl pueisiapun ajdoad jueAs|al 1eys oayd 9y

sue|d |euonietado bunuswa|duwi JoJ sanijigisuodsal pue sajod 91enoban S'v

S9AI109[0 10 JUBWUOIIAUD
Budom ayz ul sabueyd moys 03 suejd |euoinelado aiepdn pue MIIADY a7

sue|d |euonelado 03 sabueyd saube pue a3eobaN c'b

5 sue|d
3 P93U OYM [|B 0} UOJ3RWIOo Ul JUBAD|D] pue Je3|d 9pIAOId rat 2 leuoneIado JojIUOW
SjUIBIISUOD pue SaAIRIA[qo pue 21eulpJo-02
‘saniold jeuonyesiueblo yjim aul ul aJde suejd |euoinelado aans e 7 olja|qeag |

CRITENETEN adA)

?jeq | 01]0j310d | SOUIPIAT 21193140 JUDWISSISSY sawo23no Hujuies]




$T0Z Pa)lwi] uonieonpg uosiead @ +10Z Alenigad — T anss] — uopediynads

uoniesIsSIuIWpY pue ssauisng ul ewo|dig/23edi1Ha) + |9A9] |92X9p3 uosiead 9TT
(pajdwes jr)

:21eQ :24n3eubis JaJIISA |eUISIUT

:93eQ :24njeubis 10ssassy

:91eq :aJ4njeubis Jaulea

1918 ;aweu JauJdean



Unit 19: Propose and Design
Administrative Services

Unit reference number: Y/601/2569
QCF level: 4
Credit value: 8

Guided learning hours: 36

Unit aim

This unit is about researching and using the information gathered to propose and
design administrative services for an organisation that will meet the needs of all
users, and which will meet legal and organisational requirements.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance
outcomes | criteria

1 1.1-14 Evidence may be supplied via learner reports/reflective
2 21-27 accounts, professional discussion and questioning.
3 3.1-3.9
4 4.1 -4.3
5 5.1 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
5.3-5.4 . ) -
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:
o |etters
e emails
® memos
e minutes of meetings
e questionnaires
e Service Level Agreements
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Learning Assessment

outcomes criteria

Assessment guidance

5.2

Evidence may be supplied via learner reports/reflective
accounts.

5.5
5.7

Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e specifications

5.6

Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e specifications

e budgets

Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e specifications

e budgets

e designs

e consultation documents

e minutes of meetings

6.2

Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role

6.3-6.4

Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e designs

118
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Learning Assessment | Assessment guidance

outcomes criteria

7 7.1 Evidence may be supplied via observation of workplace
73 activities, witness testimony, professional discussion,

' learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

o |etters
® memos
e emails
e minutes of meetings
e designs
e presentations
e reports

7.2 Evidence may be supplied via learner reports/reflective
accounts

7.4 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:
e design
e specification

Evidence generated for this unit of assessment may contribute towards other units
including Unit 8.

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 20: Manage an Office
Facility

Unit reference number: L/601/2567
QCF level: 4
Credit value: 6

Guided learning hours: 30

Unit aim

This unit is about managing an office facility, making sure that the systems and
procedures, facilities and equipment needed to meet the expectations of all users
for the smooth running of the office are in place, and evaluating use for possible
changes and new needs.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance
outcomes | criteria

1.1-14 Evidence may be supplied via learner reports/reflective
21-24 accounts, professional discussion and questioning.

1
2
3 3.1 -3.3
4

4.1 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e budgets

o financial records and reports

4.2 Evidence may be supplied via withess testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e equipment logs
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Learning Assessment | Assessment guidance

outcomes criteria

4.3 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
4.7 - 4.8 ) L :
appropriate to the learner’s job role from the following
4.14 sources:
e reports
e records
e logs
4.4 -4,5 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
4.10 - 4.13 . ) .
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:
o letters
e emails
® memos
e minutes of meetings
e reports
e records
e logs
4.6 Evidence may be supplied via withess testimony and
learner reports/reflective accounts
4.9 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:
o letters
e emails
® memos

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 21: Develop Working
Relationships with
Colleagues and
Stakeholders

Unit reference number: K/600/9661
QCF level: 4
Credit value: <

Guided learning hours: 20

Unit aim

This unit will help learners to develop effective working relationships with
colleagues and stakeholders.

Assessment guidance

The Management Standards Centre (MSC) developed this unit. No further
assessment guidance or evidence requirements have been provided for this unit.

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 22:

Unit reference number:
QCEF level:
Credit value:

Guided learning hours:

Support Learning and
Development within
Own Area of
Responsibility

M/600/9676
4

5

25

Unit aim

This unit helps learners to understand the importance of learning and to develop a
learning environment within own area of responsibility.

Assessment guidance

No further assessment guidance or evidence requirements have been provided by

the SSC for this unit.

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 23: Plan, Allocate and
Monitor Work in own
Area of Responsibility

Unit reference number: H/600/9674
QCEF level: 4
Credit value: 5

Guided learning hours: 25

Unit aim

This unit will develop learner’s skills to plan, allocate and monitor work in own area
of responsibility, and make any necessary changes to original work plans.

Unit assessment requirements/evidence requirements

There are no specific assessment requirements for this unit. Please refer to the
overall Skills CFA assessment strategy (Annexe A).
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Unit 24: Negotiate in a Business
Environment

Unit reference number: K/601/2561
QCF level: 4
Credit value: 7

Guided learning hours: 40

Unit aim

This unit is about preparing for and carrying out negotiations with other parties in a
business environment.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1-1.11 Evidence may be supplied via learner reports/reflective
2 21 -25 accounts, professional discussion and questioning.
3 3.1-3.3
4 4.1 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:
e negotiating brief
4.2 -43 Evidence may be supplied via learner reports/reflective
4.5 accounts
4.4 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:
e research carried out
Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration - 139
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Learning Assessment | Assessment guidance

outcomes criteria

4.6 Evidence may be supplied via withess testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following

sources:
e letters
e emails
e memos

e presentation

e reports

5 5.1 -5.4 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e proposals

5.5-5.8 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

6 6.1 -6.2 o letters
6.4 e emails
e memos
e reports
6.3 Evidence may be supplied via learner reports/reflective
accounts

Evidence generated for this unit of assessment may contribute towards other units
including Units 1, 2, 3, 9, 26.

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.

140 Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration
Specification - Issue 1 - February 2014 © Pearson Education Limited 2014



$T0Z Pa)wWI] uoiesnp3 uosiead @ $T0Z Alenigea4 — T anss] - uonedypads
IvT - uoneJIsSIuIWpPY pue ssauisng ul ewo|diq/21ed1413148) { [SAST |92XSP3 uosiead

suonisod asiwoidwod buiaey Jo sjiyouaq pue asodind ayj uieldx3 | 1T

suonenobau Joj saARdalqo
onisijeal pue Jeapd buiaey jo syyauaq pue asodind ayl uieldx3 | OT'T

suonenobau uo jpedwl Aew a4n3jNd Ul S9JUBIBYIP MOy asAleuy | 6°T

suoneinobau
240429 uonededald pue youeasad Jo sjjouaq pue asodind ay3 uiejdxg ST

suoiienobau ul Ajlloyine
pue Ajjigisuodsad JO |9A3] umo bBuipueisiapun Jo asodand ayj uie|dx3 LT

sJojennobau Jayjo ay3
40 saARDa[qo ay3 Buipueisiapun Jo sjiyouaq pue asodand ayj uiejdxg 91

sJojenjobau Jayio Jo Ajljigisuodsal
JO S|9A9| pue s9]0J Y3 buipueisiapun Jo anjeA ay3 ule|dx3 ST

sanbiuyoal pue
sai1bajel3s uoniyenobau Jualayip JO Sijouaq pue asodind ayj asAleuy T

suoijenobau
Ul Juepodwi ade jey3 syJomaulel) |BIIYID pue [BIDJSWIWOD dUI3NQ €1

suonenobau
Joj sJedaud
uonyennobau jo sojdipuid uiew ayj uiejdx3y T°T | 01 Moy pueilstapun T

ssaulsng ul pasn s 31 Moy pue uoileinobau jo ssaooud ayy uie|dx3 1

CRIIENETEY adAy

9jed oljojyiod 90USPIAT L19]11D JUDWISSIOSSY sawod3no bujuiea

"JIUN 3Y3 2A3IYde 0} paldinbald piepuels ayjy aulwialap
BLI931ID JUSWISSaSSe 3y "3IUn 3yl J0j SSW02IN0 Bujuies| ay] ||e 393w ued Aayj Jey) 9)eJisuowap 03 Spasu Jaules| ayl ‘iun siyy ssed o

BLI9]1ID JUDWISSDSSEe puk sawo0d3}no buiuled



$T0OZ Pa)wWI] uoiesnp3 uosiead @ $T0Z Aleniga4 — T anss] - uonedypads
uones3siulWpyY pue ssauisng ul ewo|diq/23edi1ia) 4 [9A37 [90X9p3 uosiead

(44"

CRITENETEN adA)

01]0J}10d | S2UdPIAT 21193140 JUDWISSISSY

paJedaud
pue pajalq Ajn} ale suoinennobau syl ul PaAJOAUL [|B 21NS ey 9'yp
W9y} SWO02I9A0
03 suonn|os 1sabbns pue suoiennobau ul swajqoid [eiauajod Ajuspl S'p
s103jeinobau J1aylo syl Jo Yybuauls ayj ssasse pue Ydieasay vy
aney Aew saojeinobau Jayjo saARdalqo Ajausapl 'y
suonisod asiwoldwod pue saARda[qo asiond pue Ajiuapl R % uonenobau 1oy
Jo1q buiennobau e auedaud Ty | oJedoaud o3 oigeag | ¢
papasu alaym ‘suonnenobau wody jlemelpyiim Jo asodind aya uie|dx3 cc
pJo2aJ ay3 bulsaube pue
‘suonpennobau Jo paodad ajelandoe ue buidasy Jo asodand ayy uiejdx3 rais suonenobau
o ' : 9319|dwod
aW021N0 ,uiMm-uim, e bBulaaiyde Jo siiyauaq pue asodind ayy uie|dx3 1€ | 01 Moy pueistapun | €
os bulop jo sAem pue ‘suonyenobsu
Bunp [iImpoob Buidasy Jo sjyouaq pue asodund ayy ulejdxg G'C
paJinbad adaym ‘siayio 03 sanss| bunuajad jo asodind ayy uiejdx3 v'C
suoijennobsu
Burinp Ajuoyine Jo |9AS] umo 03 buidsay Jo asodind ay3 ulejdxg c'C
suonenobau burnp Jag syl o3 buidasy jo asodind ayy uie|dx3 2'C suonenobau
S9AIRD3[qO ulew ay3 aAalyoe 03 bupjeas ajiym 30Npuod
suonenobau bunp 31qixa)y buiaqg Jo sjyausq pue asodind ayy uiejdx3 T°¢ | 01 moy puejstapun | ¢

sawod3no bujuiead




$T0Z Pa)wWI] uoiesnp3 uosiead @ $T0Z Alenigea4 — T anss] - uonedypads
SPT - uoneJIsSIuIWpPY pue ssauisng ul ewo|diq/21ed1413148) { [SAST |92XSP3 uosiead

uonjesiueblio ue jo sabewi aanpisod
e sajowold pue |[IMpoob sa3eald 1eyy Aem e ul suoneinobau a19|dwo) $'9

Alessadau
J1 ‘uonisod jualund JapIsSuod-ad 03 suoireinobau wod) medpyiipm €9

PIAJOAUL [ YM

way) aaJbe pue suonenobau syl Jo SPJ0JaJ 3084100 pue Jea|d uiejuiely Z'9 suonenobau

9|qissod aJtaym ‘suoizenyobau 919|dwod
93 Ul POAJOAUI 9SOY3 || JO uOIldejSIIeS ay3 03 Juswaalbe ue yoeay 19 oljoigeag| 9

uonjesiueblio ue jo sabewi aanpisod
e sajowold pue |iImpoob sajeald eyl Aem e ul suoizeinobau 3no Aued 'S

uoneslioyine alinbal yoiym asiie siayjewl usym suoiennobau ayy ooy L'S

swa|qoJd yjm [eap 03 suoilnjos 1sabbng 9'q

suoi3dalqo
pue salanb Jiay3 03 puodsad pue ‘bBuipueisiapun s,ajdoad Jayizo AjueD G'S

saw0231no paalbe
JO wnuwiulw 39awW eyl s3insaJ uieiqo o3 Abajeuis uonenobau ydepy v'S

(31q1ssod adaym) yum pajennobau buiaq ajdoad ayj Jo asoyy
pue ‘saAindalqo |euonesiuebio/jeuostad 19w Yoiym sjesodoad e €°g

AJlI0YyINE UMO JO S3IWI| UIyIM suonenobau no Aued | z's

uonesiueblio ue Jo syJomawe.s suonenobau
[BJI1Y3D pue |[BIDJaWwwWod 9yl Yim aull ul suoieinobau 3no Auued I°S | Pnpuodooysigeag| g

CRITENETEN adA)

?jeq | 01]0j310d | SOUIPIAT 21193140 JUDWISSISSY sawo23no Hujuies]




$T0Z Pa)lwi] uonieonpg uosiead @ +10Z Alenigad — T anss] — uopediynads

uoniesIsSIuIWpY pue ssauisng ul ewo|dig/23edi1Ha) + |9A9] |92X9p3 uosiead YPI
(pajdwes jr)

:21eQ :24n3eubis JaJIISA |eUISIUT

:93eQ :24njeubis 10ssassy

:91eq :aJ4njeubis Jaulea

1918 ;aweu JauJdean



Unit 25: Manage Budgets

Unit reference number: T/601/2580
QCF level: 4
Credit value: 5

Guided learning hours: 29

Unit aim

This unit is about managing and monitoring a budget for a department or section
within an organisation.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1-1.3 Evidence may be supplied via learner reports/reflective

> 21-24 accounts, professional discussion and questioning.

3 3.1-3.3

4 4.1 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:
e budgets
e financial records

4.2 -4.4 Evidence may be supplied via witness testimony,

professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:
o |etters
e emails
® memos
e reports
e budgets
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Learning Assessment | Assessment guidance

outcomes criteria

¢ financial records
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Learning Assessment | Assessment guidance
outcomes | criteria

5 5.1 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e records

e budgets

5.2 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e information produced

e budgets

5.3 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e calculations

e budgets

5.4 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e information produced

e budgets

Evidence generated for this unit of assessment may contribute towards other units
including Units 1, 2, 3, 9, 24, 26.

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 26:

Make Decisions in a
Business Environment

Unit reference number: H/601/2560

QCF level:

Credit value:

4
4

Guided learning hours: 24

Unit aim

This unit is about making decisions in a business environment at the level where
there is no requirement for formal legal or organisational procedures to be followed.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor

exclusive.

Learning Assessment

outcomes criteria

Assessment guidance

1 1.1-1.2 Evidence may be supplied via learner reports/reflective

2 21-24 accounts, professional discussion and questioning.

3 3.1-3.6

4 4.1 -4.2

5 5.1 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:
e information collected
e research carried out

5.2 Evidence may be supplied via learner reports/reflective
6 6.1 - 6.3 accounts
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Learning Assessment | Assessment guidance

outcomes criteria

6.4 - 6.6 e Evidence may be supplied via observation of
workplace activities, witness testimony,

6.8 - 6.10 . ) . .
professional discussion, learner reports/reflective
accounts and inspection of products, using
evidence appropriate to the learner’s job role from
the following sources:

o |etters
e emails
* memos
e reports
e presentations

6.7 e Evidence may be supplied via observation of
workplace activities, witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using
evidence appropriate to the learner’s job role

7 7.1-7.2 Evidence may be supplied via learner reports/reflective
accounts

Evidence generated for this unit of assessment may contribute towards other units
including Units 1, 2, 3, 9.

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 27: Prepare Specifications
for Contracts

Unit reference number: F/601/2565
QCF level: 4
Credit value: 5

Guided learning hours: 30

Unit aim

This unit is about understanding and preparing the information that is needed to
award a contract for work.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1-1.6 Evidence may be supplied via learner reports/reflective
accounts, professional discussion and questioning.

2 2.1-2.2

3 3.1-3.2 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:
e letters
e emails
e memos
e reports

Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration - 155

Specification - Issue 1 - February 2014 © Pearson Education Limited 2014



Learning Assessment | Assessment guidance

outcomes criteria

4 4.1 Evidence may be supplied via learner reports/reflective
accounts, professional discussion and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e |ist of criteria

4.2 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e |ist of criteria

o |etters
e emails
e memos
e reports

Evidence generated for this unit of assessment may contribute towards other units
including Units 1, 2, 3, 9, 24, 26, 25.

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 28:

Unit reference number:
QCEF level:
Credit value:

Guided learning hours:

Provide Leadership and
Direction for own Area
of Responsibility

T/600/9601
4

5

30

Unit aim

This unit helps learners to provide leadership and direction for their area of

responsibility.

Assessment guidance

The Management Standards Centre (MSC) developed this unit. No further
assessment guidance or evidence requirements have been provided for this unit.

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 29:

Unit reference number:
QCEF level:
Credit value:

Guided learning hours:

Plan, Organise and
Control Customer
Service Operations

A/601/1236
4

10

67

Unit aim

Delivering effective customer service is key to winning and maintaining customer
loyalty. This requires careful planning and organisation, followed by close
monitoring and control of customer service operations. When problems occur, the
learner must be able to deal with these problems in a way that leaves their
customer with a positive impression of the organisation. This unit is about
managing the delivery of services to the customer.

Evidence requirements

This unit and accompanying evidence requirements were developed by the Institute
of Customer Service (ICS). Learners must produce evidence for each of the

requirements stated.

1 The evidence should be collected when carrying out a real job, whether paid or
voluntary, and when dealing with real customers, whether internal or external
to the organisation. Evidence collected in a realistic working environment or a
work placement is not permissible for this unit. Simulation is not allowed for any
performance evidence within this unit.

2 Learners may collect the evidence for the unit through work in a private sector
organisation, a not-for-profit organisation or a public services organisation.

3 Learners must provide evidence that shows they have done this over a sufficient
period for the assessor to be confident that they are competent.

4 Learners’ plans must provide evidence that they have taken into account:

a the aims, objectives and targets for their area of responsibility

b the organisation’s customer service strategy

c the customers’ needs and expectations.
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5 Learners’ evidence must show that their plans include consideration of:
a time

b physical resources
¢ human resources

d financial resources.

6 Learners must show that they have negotiated with:
a front-line staff
b supervisors or team leaders

C senior managers.

7 Learners must provide evidence that they have collected and analysed:
a qualitative information

b quantitative information.

Assessment methodology

This unit is assessed in 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 30: Manage Physical
Resources

Unit reference number: K/600/9711
QCF level: 4
Credit value: 3

Guided learning hours: 25

Unit aim

This unit will ensure that learners are able to identify, obtain, manage and review
the use of physical resources. The unit also ensures learners are able to take the
environmental impact of resource use into consideration.

Assessment guidance

The Management Standards Centre (MSC) developed this unit. No further
assessment guidance or evidence requirements have been provided for this unit.

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 31:

Drafting Financial

Statements
Unit reference number: R/600/4955
QCF level: 4
Credit value: 6
Guided learning hours: 55

Unit aim

This unit is designed to develop learner’s knowledge and skills of international
financial reporting standards and relevant legislation in the drafting of financial
statements of limited companies and consolidated financial statements.

Unit assessment requirements/evidence requirements

For competency qualifications, this unit must be delivered and assessed with unit
‘Principles of Drafting Financial Statements’.

Skills based assessment under controlled conditions or work based assessment
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Unit 32: Operating Credit
Control Procedures

Unit reference number: Y/601/8324
QCF level: 3
Credit value: 4

Guided learning hours: 10

Unit aim

This unit may be suitable for learners who identify instances of non-payment and
take appropriate action to recover moneys due. They will operate credit control
procedures, identifying and understanding the reason(s) for non-payment,
identifying opportunities for the collection of money and recognising when
outstanding debts should be referred to others in the organisation.

Unit assessment requirements/evidence requirements

Assessment must be carried out in a way that is consistent with the requirements
outlined in Annexe A: Assessment Strategy.

To pass the unit, learners must meet all of the assessment criteria.

Wherever possible, assessment should be carried out holistically. Items of evidence
may contribute to the assessment of more than one criterion, both within this unit
and across other units, and, wherever possible, centres are recommended to use
evidence in this way.

Assessment criteria: performance

All of the assessment criteria except for 1.1, 2.1, 2.3, 2.8, 2.9 and 3.5 relate to
performance. Evidence for all performance-related assessment criteria must come
from learners’ performance in the workplace. ‘What-if’ questioning may only be
used in assessment criterion 3.2 to supplement evidence of learners working within
limits of their authority - here if there is no naturally occurring evidence of learners
needing to refer to others, they can instead explain when they would refer to others
and how they would do this
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Simulation

Simulation is permitted for assessment criterion 2.7. The reason for this is that
learners may not actually have the opportunity at their workplace of dealing with
more than one account holder and their circumstances (to take into account when
deciding what action to take). The learner’s ability to perform competently in this
criterion may, therefore, be evidenced through scenario-based assessment, asking
them to show how they would deal with an account holder with a different set of
circumstances.

Assessment criteria: knowledge and understanding

Assessment criteria 1.1, 2.1, 2.3, 2.8, 2.9 and 3.5 relate to knowledge and
understanding. These must be assessed in addition to assessment of performance.
They can be assessed inside or outside the workplace but the evidence the learners
produce must relate to their own work environment and should preferably be
assessed using question and answers, case studies or by professional discussion.

Recording of evidence

The type of evidence, portfolio reference and date should be entered against each
assessment criterion in the table. Alternatively, centre documentation could be
used to record this information. Evidence such as documents and materials from
the learner’s workplace must be left in situ in the workplace and not included in a
portfolio. The nature and location of the evidence must be recorded in the
assessment documents. Centres must ensure that access to the evidence will be
permitted for examination by internal and external verifiers.
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Unit 33:

Unit reference number:
QCEF level:
Credit value:

Guided learning hours:

Gather Information for
a Business Impact
Analysis

J/503/9272
3
3

Unit aim

This unit is for those responsible for gathering information for a Business Impact
Analysis (BIA), but who would not themselves carry out the analytical work to

produce a BIA.

Unit assessment requirements/evidence requirements

There are no specific assessment requirements for this unit. Please refer to the
overall Skills CFA assessment strategy (Annexe A).
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Unit 34: Manage a Project

Unit reference number: A/601/2578
QCF level: 5
Credit value: 10

Guided learning hours: 33

Unit aim

This unit is about managing the setting up and running of a project, by monitoring
and reviewing the work of other people who are running the project, to achieve
agreed aims and objectives.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1.1-1.2 Evidence may be supplied via observation of workplace
21-29 activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
3.1-3.8 products, using evidence appropriate to the learner’s
4.1 -4.2 job role.

5.1-5.11 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

g W N

o letters

e emails

® memos

e reports

e minutes of meetings
e specification

e budget

e critical path analysis
e GANTT chart

e contingency plan

e team list
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Learning Assessment | Assessment guidance

outcomes criteria

6 6.1 - 6.5 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following

sources:
e letters
e emails
e memos

e minutes of meetings

e adapted plans

o feedback
e reports
7 7.1-7.3 Evidence may be supplied via witness testimony,

professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following

sources:
o |etters
e emails
e memos
e reports

e minutes of meetings

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 35: Implement, Monitor
and Review Change

Unit reference number: K/601/2589
QCF level: 5
Credit value: 6

Guided learning hours: 20

Unit aim
This unit is about implementing change and evaluating the effects of change with

all those involved in the change process

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1 Evidence may be supplied via learner reports/reflective
> 21-24 accounts, professional discussion and questioning.
3 3.1-3.4
4 4.1-4.2
5 5.1-5.4
6 6.1 -6.4
7 7.1-7.5 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
8 8.1-8.2 accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:
o letters
e emails
e memos
e reports
e presentation
e minutes of meetings.
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Learning Assessment

outcomes criteria

Assessment guidance

8.3-8.4

Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

letters
emails
memos
reports

feedback given.

Evidence generated for this unit of assessment may contribute towards other units

including Unit 40.

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 36:

Organise Business
Travel or
Accommodation

Unit reference number: H/601/2543

QCEF level:

Credit value:

3
5

Guided learning hours: 20

Unit aim

This unit is about organising the delivery of travel or accommodation arrangements
to meet the traveller’s brief within budget.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance
outcomes | criteria
1 1.1-1.8 Evidence may be supplied via learner reports/reflective
2 21-22 accounts, professional discussion and questioning
3 3.1 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:
o |etters
e emails
e memos
e briefs
e budgets
Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration - 191
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Learning Assessment | Assessment guidance

outcomes criteria

3.2-3.8 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,

3.10 - 3.12 . ) -

learner reports/reflective accounts and inspection of

products, using evidence appropriate to the learner’s

job role from the following sources:

e |etters
e emails
e memos

e travel and accommodation documents

3.9 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role

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.

192 Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration
Specification - Issue 1 - February 2014 © Pearson Education Limited 2014



$T0Z Pa)wWI] uoiesnp3 uosiead @ $T0Z Alenigea4 — T anss] - uonedypads
€6T - uoneJIsSIuIWpPY pue ssauisng ul ewo|diq/21ed1413148) { [SAST |92XSP3 uosiead

paJinbau Ji ‘sapuabiawa pue AJlUND3S e

paJinbaJ JiI ‘sjuswaJdinbal juodssed pue sesiIA e
paJdinbaJ JiI ‘suoianedald yjjeay pue asuednsul e
paJinbau J1 ‘Aouauund ubiauo) pue sanijijioe) JuswAed e

110} sjuswinoop
10 sanioey ‘uoipewaoul oiy1nads bululelqo 1oy saunpadold uiejdxg 9T

sjuswabuelle uoiepOWILLIOIDE
10 [9AeJ} Bujew usym Asuow Joj sanjeA 3s9q uie3qo 0] MOH S'T

Sa13I|1oe) pue sjuswnoop 3sijenads
jeuonnippe buliinbas asoyy buipnpul ‘opew aq ued jey) sjuswabuedie
uoIIEPOWILLIODDE 10 [9ARJ] SSauIsNg Jo sadAl ulew ayl 2qliosaq v

sjusawabuedte
uolzepowwiodoe
10 [9AeJ} SSauIsnq
sjuswabueldle uolepowILIOdde 10 Jo sadA] e

[9ABJ] W 0} pasn aJe jeyl Saijl|ioe) pue uollew.Iolul JO S924N0S 3y €'T | J0J papasau aq Aew
1ey3 saJinpaosoud
pue sjuswaJdinbau
‘uonewdojul
(s)43]]2AR1} Yam sjuswabuelie UuoOIIEPOWLIOIDR 0 [DAR) Jo abued

40 196pnq pue Jauuqg ayy buisalbe Jo sjiyouaq pue asodind ayj uiejdx3 T ayj pueistapun | T

suoijeyoadxa
199W 03 UOIIBPOWIWIODDE U0 [9ARJ] SSaulsng asiueblo 03 moy uiejdxg 1

CRIIENETEY adAy

9jed oljojyiod 90USPIAT L19]11D JUDWISSIOSSY sawod3no bujuiea

"JIUN 3Y3 2A3IYde 0} paldinbald piepuels ayjy aulwialap
BLI931ID JUSWISSaSSe 3y "3IUn 3yl J0j SSW02IN0 Bujuies| ay] ||e 393w ued Aayj Jey) 9)eJisuowap 03 Spasu Jaules| ayl ‘iun siyy ssed o

BLI9]1ID JUDWISSDSSEe puk sawo0d3}no buiuled



$T0Z pPa3wWI] uoiesnp3 uosiead @ HT0Z Adenigad — T anss] — uopedyads
uoielISIuIWPY pue ssauisng ul ewo|diq/231edila) & [9A] [92Xap3 Uosiead

v6T

uone|siba| JuUaLINd Yyiim aul| ul

CRIIENETEY adAy

01]0J}10d | 20UdPpIAT e1I9311D JUDWISSISSY

W3] 2403S 01 MOY pue |BI3uapIJu0d aJde jeyy uoijewdojul jo sadAyayl | 8°'T
SpJodaJ |eipueul) buipnpui
‘sjuswiabuelle UOIIEPOWILLIOII. U0 [9ARI] JO SPJ0dad daaX 03 MOH LT

sawo023no buluiesa




$T0Z Pa)wWI] uoiesnp3 uosiead @ $T0Z Alenigea4 — T anss] - uonedypads
S6T - uoneJIsSIuIWpPY pue ssauisng ul ewo|diq/21ed1413148) { [SAST |92XSP3 uosiead

sjuswadinbala 395w papinoad swayl e 3eyy (S)Ja|oALBdY YaIM WIuo) | TIT°€

aw} poob uj ‘syuswnoop
pue uonew.ojul paldinbal |je pue Adesaulll yum (s)JajoAed] apinodd | OT°E

Jano
papuey |13un 24ndas pue ajes (palinbau 1) swajl |9AeJ} ssauisng dosy 6°'€S

SWIa)! J9YJ0 pue SjuswWwnoop |je aej0D | 8'€

Sjuswabue.lle Jo S|ieIap ||e pJ0daJd pue SuolewlIyuod uleyqo | £'€

paJinbad J1 ‘uoijepowwodoe
pue [aAeJ) |euoeUI]Ul J0) Sjuswabuedie jeuonippe axe | 9'€

saioe) JuswAed sbuedte Jo sjuswAed Alessadau e g€

Aauow Joj anjeA 1saqg buiuieiqo ‘19b6pnqg pue
J211g 03 ‘uoilepowWWIOdd. Y00(q J0 sjuawabueldie [9ABI} SSaUISN] . s

suo13do uoj3epowWLIODdde 40 [9ARI] SSBUISNG 3|gRINS YdIeasay c'c sjuswabueuie
uonepowwodde
10 |9ARJ) SSaulsnq
(CIE]EIN:E Jo sadA] Juasayip

yym 3obpng pue Jjolq UuOIIRPOWILLOIDR U0 [9ARIY SSBUISNG 93 9246y 1'¢c | asiuebio oy oigeag | €

(s)a9||2ARI] B UlIM BINPBYDS pue Adelsulll Yedp }oay)d 4l

wayj

Yilm [esp 03 Moy
pue sjuswabueldle
uonepowwodde
10 [aAen}

ssauisng yim
Jn220 Aew jeyl
UOI1BePOWIWIODDE. U0 [9ARJ] SSaUISN( swa|qoid Jo sadAy

Joj sjuswabuedse Bupjew usym anddo Aew jeyy swsjqold aqlosag 1T 2yj pueistapun | ¢

asue Aew jeyj swajqodd buiajosad Jo sAem uje|dx3 2'C

CRITENETEN adA)

01]0J}10d | S2UdPIAT 21193140 JUDWISSISSY sawo23no Hujuies]




$T0OZ Pa)wWI] uoiesnp3 uosiead @ $T0Z Aleniga4 — T anss] - uonedypads
uoielISIuIWPY pue ssauisng ul ewo|diq/231edila) & [9A] [92Xap3 Uosiead

96T

asie Aew jeyl swa|qold aA|0s9Y

[4 3




$T0Z Pa)lwi] uoneonp3 uosiead @ +10Z Alenigad — T anss] — uopediynads

L6T — uol3eJISIUlWPY pue ssaulsng ul ewo|diq/231ed141349) § [9AD] [92X8p3] uosiesd
(pajdwes jr)

:21eQ :24n3eubis JaJIISA |eUISIUT

:93eQ :24njeubis 10ssassy

:91eq :aJ4njeubis Jaulea

1918 ;aweu JauJdean



Unit 37:

Deliver, Monitor and
Evaluate Customer
Service to Internal
Customers

Unit reference number: A/601/2550

QCEF level:

Credit value:

3
3

Guided learning hours: 12

Unit aim

This unit is about providing and continuously improving services to internal

customers.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor

exclusive.

Learning Assessment
outcomes | criteria

Assessment guidance

1 1.1 Evidence may be supplied via learner reports/reflective
accounts, professional discussion and questioning

2 2.1

3 3.1-3.4

4 4.1 -4.3

5 5.1 -54

6 6.1 -6.3
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Learning Assessment | Assessment guidance

outcomes criteria

7 7.1-7.4 Evidence may be supplied via observation of workplace
activities, witness testimony and learner
reports/reflective accounts

7.2-7.4 Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

8 8.1-8.3

letters
e emails

® Memos

9 9.1 Evidence may be supplied via witness testimony,
professional discussion, case studies and learner
reports/reflective accounts

10 10.1 - 10.3 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following

sources:
o |etters
e emails
e memos

e feedback received

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 38:

Deliver, Monitor and
Evaluate Customer
Service to External
Customers

Unit reference number: F/601/2551

QCEF level:

Credit value:

3
3

Guided learning hours: 12

Unit aim

This unit is about providing and continuously improving customer services to

external customers.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor

exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1
2 2.1
3 3.1-3.4
4 4.1 -4.3
5 51-5.4
6 6.1 -6.3

Evidence may be supplied via learner reports/reflective
accounts, professional discussion and questioning
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Learning

outcomes

Assessment
criteria

Assessment guidance

71-7.4

Evidence may be supplied via observation of workplace
activities, witness testimony and learner
reports/reflective accounts

7.2-7.4

8.1-8.3

Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e |etters
e emails

& MEmMos

9.1

Evidence may be supplied via witness testimony,
professional discussion, case studies and learner
reports/reflective accounts

10

10.1 - 10.3

Evidence may be supplied via withess testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e |etters
e emails
e memos

e feedback received

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 39:

Monitor Information
Systems

Unit reference number: R/601/2537

QCF level:

Credit value:

3
7

Guided learning hours: 30

Unit aim

This unit is about monitoring and evaluating an information system to meet
identified needs in a business environment.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor

exclusive.

Learning Assessment

outcomes criteria

Assessment guidance

1 1.1-1.8

2 2.1-2.3

Evidence may be supplied via learner reports/reflective
accounts, professional discussion and questioning

3 3.1-3.2
3.4-3.8

Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

o |etters
e emails

& MEemos

3.3

Evidence may be supplied via withess testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e training records
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Learning Assessment

outcomes criteria

Assessment guidance

3.9 - 3.10

Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the
following sources:

letters
emails
memos
feedback

notes of meetings

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 40:

Plan Change Across
Teams

Unit reference number: D/601/2587

QCF level:

Credit value:

5
6

Guided learning hours: 26

Unit aim

This unit is about planning changes across a department or teams within a
department, at the level of a department manager or director.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor

exclusive.

Learning Assessment

outcomes criteria

Assessment guidance

1 1.1 Evidence may be supplied via learner
reports/reflective accounts, professional discussion
2 2.1-2.3 .
and questioning
3 3.1-3.2
4 4.1 -4.5
5 5.1-5.3 Evidence may be supplied via learner
reports/reflective accounts.
5.4 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
6 6.1 . , . .
accounts and inspection of products, using evidence
6.3 appropriate to the learner’s job role from the
following sources:
o |etters
e emails
* memos
e minutes of meetings
e presentations
e initial plan
Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration - 213
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Learning Assessment | Assessment guidance

outcomes criteria

6.2 Evidence may be supplied via observation of
workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:

e plans

Evidence generated for this unit of assessment may contribute towards other units
including Unit 35.

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 41: Ensure Responsibility
for Actions to Reduce
Risks to Health and
Safety

Unit reference number: T/602/1912
QCEF level: 3
Credit value: <

Guided learning hours: 18

Unit aim

This unit is about the health and safety responsibilities for everyone in own
workplace including an appreciation of significant risks in own workplace and
knowing how to identify and deal with them

Fundamental to this unit is an understanding of the terms ‘*hazard’, ‘risk’ and
‘control’.

Unit assessment requirements/evidence requirements

There are no specific assessment requirements for this unit. Please refer to the
overall Skills CFA assessment strategy (Annexe A).

Learners should have a reasonable degree of authority and autonomy and may be
responsible for others. They should have access to higher levels of management
and may be in a position to influence others.

The learner will probably have defined responsibilities for health and safety in their
job role. They will also need the opportunity to research workplace instructions and
legislation to enable them to identify anything harmful in the workplace including
those not normally visible.
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Unit 42: Plan and Organise
Meetings

Unit reference number: D/601/2542
QCF level: 3
Credit value: 5

Guided learning hours: 25

Unit aim
This unit is about planning and organising meetings to meet the agreed purpose of

the meeting.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1-1.17 Evidence may be supplied via learner reports/reflective
accounts, professional discussion and questioning
2 2.1 Evidence may be supplied via observation of workplace
24-2.6 activities, witness testimony, professional discussion,

learner reports/reflective accounts and inspection of
2.8 products, using evidence appropriate to the learner’s
job role from the following sources:

o letters
e emails
e memos
2.2 Evidence may be supplied via observation of workplace

activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

o |etters
e emails
° memos
e budget
Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration - 221
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Learning

outcomes

Assessment
criteria

Assessment guidance

2.3

Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e letters
e emails
e memos
e agenda

e meeting papers

2.7

3.1

Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role

3.2-3.4

Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

o |etters
e emails
e memos

e meeting papers

4.1 -4.2

Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e records

4.3 - 4.4

Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

o |etters
e emails

& MEemos
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Learning Assessment

outcomes criteria

Assessment guidance

4.5-4.7

Evidence may be supplied via observation of workplace
activities, witness testimony, professional discussion,
learner reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e evaluations

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 43: Evaluate the
Organisation of
Business Travel or
Accommodation

Unit reference number: K/601/2544
QCF level: 3
Credit value: 2

Guided learning hours: 10

Unit aim

This unit is about evaluating the effectiveness of processes, services, etc involved
in the delivery of business travel or accommodation arrangements.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1-1.2 Evidence may be supplied via learner reports/reflective
accounts, professional discussion and questioning

2 2.1 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following

sources:
o |etters
e emails
e memos
e records

e questionnaires
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Learning Assessment | Assessment guidance

outcomes criteria

2.2 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e feedback received

e questionnaires

2.3 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e records

2.4 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following

sources:
o letters
e emails
* memos
e reports

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 44: Develop a Presentation

Unit reference number: M/601/2528
QCF level: 3
Credit value: 3

Guided learning hours: 15

Unit aim

This unit is about developing a presentation.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1-1.5 Evidence may be supplied via learner reports/reflective
accounts, professional discussion and questioning

2 2.1 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

o |etters
e emails

® Memos

2.2 Evidence may be supplied via learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following

sources:
e plans
2.3-2.4 Evidence may be supplied via learner reports/reflective
accounts
2.8-2.9
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Learning Assessment

outcomes criteria

Assessment guidance

2.5 Evidence may be supplied via withess testimony,
27 professional discussion, learner reports/reflective
' accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:
o feedback received
2.6 Evidence may be supplied via learner reports/reflective

accounts and inspection of products, using evidence
appropriate to the learner’s job role from the following
sources:

e handouts

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.

232

Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration
Specification - Issue 1 - February 2014 © Pearson Education Limited 2014




$T0Z Pa)wWI] uoiesnp3 uosiead @ $T0Z Alenigea4 — T anss] - uonedypads
€€ — uoneJISIUILPY pue ssauisng ul ewo|diq/21e2141343)) H [9AST [90Xop3 uosiead

uoleijuasald usplim 3yl uo pauielqo
Yoeqpaas ay3 uo buizosad Jo sjiauaq pue asodind ayy uiejdx3 G'T

juswdinba pue sjelusiew
AQ paoueyua aq Aew suoljejuasald moy aiedisn||l pue ule|dx3 v T

uonyeyuasaud e buialb 1o) buedaud Jo sjiyousaq syl uie|dx3 €1

sapuabuiyuod
pue ‘sjeldaiew ‘quajuod Jjo uonededald ‘buiuueld Buipnppul
‘uonejusasald e buliedsud usym pamoj|o) 2q 03 sainpadodd ayj uiejdxy T

uonejuasaud

e bunenjeas

pue Joj buliedaud
uolnlewojul apiaoid o3 Juswdinba Jo asodund

pue uonejuasald Jo sadAy Juatayip buisn jo asodund ayj uie|dx3 T ayj pueistapun | T

CRIIENETEY adAy

ajea oljojyiod CITET ) E eLI9}1ID JUDWISSISSY sawoo3no Huluiea]

"JIUN 3Y3 2A3IYde 0} paldinbald piepuels ayjy aulwialap
BLI931ID JUSWISSaSSe 3y "3IUn 3yl J0j SSW02IN0 Bujuies| ay] ||e 393w ued Aayj Jey) 9)eJisuowap 03 Spasu Jaules| ayl ‘iun siyy ssed o

eLI9]1JD JUSWISSISSE puk SawWod3no buiuies



$T0OZ Pa)wWI] uoiesnp3 uosiead @ $T0Z Aleniga4 — T anss] - uonedypads

uoljeJisiuiwpy pue ssauisng ul NEO_Q_D\wumu_u:u\_wu ¥ |9A97 |92Xap3 uosiead .VMN
(pajduwes Ji)

:91eQ :24njeubis JaljlIaA [eulajul

:91eq :94njeubis 10Ssassy

:91eq :a4njeubis Joulea

:93eq ;aweu JauJdean

suoejuasald uajlum adniny aaoadwi 1M eyl sabueyd Ajiauspi 6'C

sjuiod Bujuies| Ajiauapl
pue uonejuasald ua3ldM 3yl JO pauIeIqo Yoeqpaa) 9yl Uuo 1031JoY 87

uonejuasald UM BU3 U0 Xoeqpass 199100 | /T

synopuey uonejuasald adnpodd | 9°¢

paJdinbaJ
J1 ‘squswiisnipe axew pue uonjejuasald pauue|d uo doeqgpaal uieiqo G'C

2oualpne Jo spaau 3jIns pue asodand
S1l 9A31Yyde 03 uonejuasald e Jo a1njonJis pue adeys ‘ualuod adedald e

uolejuasald ayj Jo) papasau jusawdinba Aue 1099 €

uonejuasald e uejd pue yoieasay 2T

uoinejuasaud uoiejuasald e
e Jo Bujwiy pue 9jA3s ‘3uajuod ‘asodind ‘sousipne wuyuod pue 2a4by T'¢z | dojonsp oyogeag | ¢

CRIIENETEY adA)

01]0j}10d | 92UdpIAg 21193140 JUDWISSISSY sawo23no Hujuies]




Unit 45: Deliver a Presentation

Unit reference number: T/601/2529
QCF level: 3
Credit value: 3

Guided learning hours: 15

Unit aim

This unit covers the skills, knowledge and understanding learners need to prepare
for, deliver and evaluate a presentation for an audience.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1-1.8 Evidence may be supplied via learner
reports/reflective accounts, professional discussion

2 2.1-2.5 L
and questioning

3 3.1-3.3

3.4 Evidence may be supplied via witness testimony,

professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the
following sources:
o |etters
e emails
* memos

4 4.1 Evidence may be supplied via learner
reports/reflective accounts

4.2 Evidence may be supplied via witness testimony,

professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the
following sources:
e presentation materials
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Learning Assessment

outcomes criteria

Assessment guidance

4.3 -4.11

Evidence may be supplied via observation of
workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:

e presentation notes
e handouts

e slides

Evidence may be supplied via learner
reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

o feedback

e evaluation sheets

5.2-5.3

Evidence may be supplied via learner
reports/reflective accounts

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 46: Support the Design and
Development of an
Information System

Unit reference number: L/601/2536
QCEF level: 3
Credit value: 7

Guided learning hours: 35

Unit aim
This unit is about contributing to the design and development of an information
system that will meet identified needs in a business environment.

This unit must not be taken with unit T/601/2563 - Design and Develop an
Information System.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance
outcomes | criteria

1 1.1-1.2 Evidence may be supplied via learner
reports/reflective accounts, professional discussion

2 2.1-2.4 and questioning

3 3.1 Evidence may be supplied via withess testimony,

professional discussion, learner reports/reflective
3.3-3.5 . . . .
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the
following sources:

e |etters
e emails
e memos

e reports

e notes of meetings
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Learning Assessment | Assessment guidance

outcomes criteria

3.2 Evidence may be supplied via withess testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the
following sources:

e specification

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 47: Analyse and Report
Data

Unit reference number: Y/601/2538
QCEF level: 3
Credit value: 6

Guided learning hours: 30

Unit aim

This unit is about analysing and reporting data that meets the aims and objectives
of the research.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance
outcomes | criteria

1 1.1-1.6 Evidence may be supplied via learner
reports/reflective accounts, professional discussion

2 2.1 and questioning

3 3.1-3.5 Evidence may be supplied via observation of

workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role

3.6 Evidence may be supplied via observation of
workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:

e feedback obtained
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Learning Assessment | Assessment guidance

outcomes criteria

4 4.1 -4.2 Evidence may be supplied via observation of
workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:

e |etters
e emails
¢  memos

e data reported

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 48:

Unit reference number:
QCEF level:
Credit value:

Guided learning hours:

Design Business
Continuity
Management
Procedures

M/503/9251
5

10

50

Unit aim

This unit is about proposing, designing and testing BCM procedures to meet

organisational needs.

Unit assessment requirements/evidence requirements

There are no specific assessment requirements for this unit. Please refer to the
overall Skills CFA assessment strategy (Annexe A).
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Unit 49: Invite Tenders and
Select Contractors

Unit reference number: R/601/2585
QCF level: 5
Credit value: 6

Guided learning hours: 32

Unit aim

This unit is about handling the tendering process, identifying appropriate selection
criteria to award the tender and agree a contractor.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1-1.2 Evidence may be supplied via learner
reports/reflective accounts, professional discussion

2 2.1-2.3 .
and questioning

3 3.1

4 4.1 Evidence may be supplied via withess testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the
following sources:
e information given

4.2 Evidence may be supplied via learner

reports/reflective accounts, professional discussion
and inspection of products, using evidence
appropriate to the learner’s job role from the
following sources:
e invitation to tender
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Learning Assessment | Assessment guidance

outcomes criteria

4.3 Evidence may be supplied via learner
reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

o letters
e emails
e memos
e reports
4.4 Evidence may be supplied via witness testimony and

learner reports/reflective accounts

5 5.1 Evidence may be supplied via learner
reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e evaluations.

5.2-5.3 Evidence may be supplied via learner
reports/reflective accounts
54-5.5 Evidence may be supplied via withess testimony,
6 6.1 - 6.2 professional discussion, learner reports/reflective

accounts and inspection of products, using evidence
appropriate to the learner’s job role from the
following sources:

o letters
e emails
e memos
e reports
6.3 Evidence may be supplied via learner

reports/reflective accounts

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 50: Monitor and Evaluate
Contracts

Unit reference number: Y/601/2586
QCF level: 5
Credit value: 6

Guided learning hours: 35

Unit aim

This unit is about monitoring and evaluating a contractor’s performance and
compliance against the requirements of a contract.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1-1.8 Evidence may be supplied via learner
reports/reflective accounts, professional discussion
2 2.1-2.2 and questioning

3 3.1-3.3 Evidence may be supplied via observation of

workplace activities, witness testimony, professional
3.6 - 3.7 . . . .
discussion, case studies, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the
following sources:

o |etters
e emails
e memos

e reports

3.4 Evidence may be supplied via learner
reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e contracts

e legal and organisational requirements
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Learning Assessment | Assessment guidance

outcomes criteria

3.5 Evidence may be supplied via witnhess testimony,
professional discussion and learner reports/reflective
4 4.1 -4.2
accounts
4.3 Evidence may be supplied via learner

reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

¢ information gathered

4.4 -45 Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the
following sources:

e reports

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 51: Contribute to Running
a Project

Unit reference number: 3/601/2549
QCF level: 3
Credit value: 5

Guided learning hours: 30

Unit aim

This unit is about contributing to achieving a project’s agreed aims and objectives
as it impacts on stakeholders.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1.1-1.8 Evidence may be supplied via learner

21-2.7 reports/reflective accounts, professional discussion
' . and questioning

3.1-3.3

4.1 -4.2 Evidence may be supplied via observation of

4.4 workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:

AW IIN |-

e |etters
e emails

® Memos

e minutes of meetings
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Learning Assessment | Assessment guidance

outcomes criteria

4.3 Evidence may be supplied via observation of
workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:

e |etters
e emails
e memos

e specifications

4.5 Evidence may be supplied via observation of
workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:

o |etters
e emails
e memos

o Critical path analysis
e GANTT charts

4.6 Evidence may be supplied via observation of
workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:

o |etters
e emails
e memos

e risks identified

e contingency plans

5 5.1 Evidence may be supplied via observation of
workplace activities, witness testimony, professional

5.5 . . .
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role
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Learning

outcomes

Assessment
criteria

Assessment guidance

5.2 Evidence may be supplied via observation of
56 workplace activities, witness testimony, professional
' discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:
o |etters
e emails
e memos
e minutes of meetings
5.3 Evidence may be supplied via observation of
workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:
o letters
e emails
® memos
e minutes of meetings
o adapted plans
5.4 Evidence may be supplied via observation of
57 workplace activities, witness testimony, professional
' discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:
o letters
e emails
® memos
e minutes of meetings
e reports
6 6.1 Evidence may be supplied via observation of
workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:
o letters
e emails
® memos
e minutes of meetings
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Learning Assessment

outcomes criteria

Assessment guidance

6.2 -6.3

Evidence may be supplied via observation of
workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:

letters

emails

memos

minutes of meetings

reports

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 52: Agree a Budget

Unit reference number: 3/601/2552
QCF level: 3
Credit value: 4

Guided learning hours: 25

Unit aim

This unit is about developing and agreeing a budget for a department or section
within a business.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1-1.6 Evidence may be supplied via learner
reports/reflective accounts, professional discussion
and questioning

2 2.1-2.2 Evidence may be supplied via learner
reports/reflective accounts

2.3 Evidence may be supplied via learner
reports/reflective accounts, professional discussion
and inspection of products, using evidence
appropriate to the learner’s job role from the
following sources:

e draft budget

2.4 Evidence may be supplied via withess testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the
following sources:

e budget
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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 53: Recruit Staff in own
Area of Responsibility

Unit reference number: T/600/9663
QCF level: 5
Credit value: 4

Guided learning hours: 25

Unit aim

This unit helps learners to contribute to the recruitment, selection and induction of
staff and evaluate the processes used.

Assessment guidance

The Management Standards Centre (MSC) developed this unit. No further
assessment guidance or evidence requirements have been provided for this unit.

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 54: Use Customer Service
as a Competitive Tool

Unit reference number: D/601/1228
QCF level: 3
Credit value: 8

Guided learning hours: 53

Unit aim

Customer service contributes to an organisation’s competitive position. Customers
of many organisations have choice about the services or products they use and who
supplies them. Often the technical features and cost of the service or product are
almost identical. If this is the case, the quality of the customer service offered
makes all the difference about which supplier the customer chooses. This unit is
about how the learner can play their part in ensuring that their organisation makes
the best possible use of the competitive advantage that can be gained from offering
superior customer service. It covers how the learner can use customer service as a
tool to compete effectively with other providers of similar services and products.
The unit is not for a learner whose organisation does not compete actively with
others.

Evidence requirements

The Institute of Customer Service (ICS) developed this unit and accompanying
evidence requirements. Learners must produce evidence for each of the
requirements stated.

1 Learners’ evidence should be collected when carrying out a real job, whether
paid or voluntary, and when dealing with real customers, whether internal or
external to the organisation. Evidence collected in a realistic working
environment or a work placement is not permissible for this unit. Simulation is
not allowed for any performance evidence within this unit.

2 Learners may collect the evidence for the unit through work in a private sector
organisation, a not-for-profit organisation or a public services organisation.

3 Learners must provide evidence that shows they have done this over a sufficient
period of time with different customers on different occasions for the assessor
to be confident that they are competent.
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4 Learners must provide examples of when the benefits of using customer service
as a competitive tool enjoyed by customers are:

a tangible in that they can be measured

b intangible in that they are represented solely by feelings and perceptions of
the customer experience.

5 Learners’ evidence must include examples of competitive analysis involving:
a direct competitors
b competitors offering substitute services or products.

6 Learners’ evidence must include examples of when they have used customer
service actions as a competitive tool to attract or maintain:

a loyal customers
b customers returning from competitors

C new customers.

Assessment methodology

This unit is assessed in 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 55: Monitor and Solve
Customer Service
Problems

Unit reference number: 3J/601/1515
QCF level: 3
Credit value: 6

Guided learning hours: 40

Unit aim

The learner’s job involves delivering and organising excellent customer service.
However good the service provided, some of their customers will experience
problems and the learner will spot and solve other problems before their customers
even know about them. This unit is about the part of their job that involves solving
immediate customer service problems. It is also about changing systems to avoid
repeated customer service problems. Remember that some customers judge the
quality of their customer service by the way that the learner solves customer
service problems. The learner can impress customers and build customer loyalty by
sorting out those problems efficiently and effectively. Sometimes a customer
service problem presents an opportunity to impress a customer in a way that would
not have been possible if everything had gone smoothly.

Evidence requirements

The Institute of Customer Service (ICS) developed this unit and accompanying
evidence requirements. Learners must produce evidence for each of the
requirements stated.

1 The evidence should be collected when carrying out a real job, whether paid or
voluntary, and when dealing with real customers, whether internal or external
to the organisation. Evidence collected in a realistic working environment or a
work placement is not permissible for this unit. Simulation is not allowed for any
performance evidence within this unit.

2 Learners may collect the evidence for the unit through work in a private sector
organisation, a not-for-profit organisation or a public services organisation.

3 Learners must provide evidence that shows they have done this over a sufficient
period of time with different customers on different occasions for the assessor
to be confident that they are competent.

4 The evidence must include examples of problems which are:
a brought to learners’ attention by customers

b are identified first by the learner and/or by a colleague.
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5 The problems included in the evidence must include examples of a:

a difference between customer expectations and what is offered by the
organisation

b problem resulting from a system or procedure failure
c problem resulting from a shortage of resources or human error.

6 Learners must show that they have considered the options for solving problems
from the point of view of:

a the customer
b the potential benefits to the organisation
c the potential risks to the organisation.
7 Learners must provide evidence that they have made use of options that:
a follow organisational procedures or guidelines

b make agreed and authorised exceptions to usual practice.

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 56: Monitor and Review
Business Processes

Unit reference number: A/600/9759
QCF level: 5
Credit value: 3

Guided learning hours: 20

Unit aim

This unit enables learners to monitor, implement and review business processes in
their own area of responsibility.

Assessment guidance

The Management Standards Centre (MSC) developed this unit. No further
assessment guidance or evidence requirements have been provided for this unit.

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 57: Plan and Organise an
Event

Unit reference number: R/601/2540
QCF level: 3
Credit value: 4

Guided learning hours: 28

Unit aim

This unit is about planning and organising an event.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1-1.6 Evidence may be supplied via learner
> 21 reports/reflective accounts, professional discussion
i and questioning

3 3.1-3.3

4 4.1 Evidence may be supplied via observation of
workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:
o letters
e emails
* memos
e briefs
e budgets
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Learning Assessment | Assessment guidance

outcomes criteria

4.2 Evidence may be supplied via observation of
workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:

o letters
e emails
e memos
e plans
4.3 -4.16 Evidence may be supplied via observation of

workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:

o |etters
e emails
e memos

e event packs

e training schedules

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 58: Order Products and
Services

Unit reference number: D/601/2539
QCF level: 3
Credit value: 5

Guided learning hours: 35

Unit aim

This unit is about the ordering and supply of products and services for an
organisation, ensuring that the products and services supplied meet the needs of
the organisation and represent the best value for money.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance
outcomes | criteria

1 1.1-1.8 Evidence may be supplied via learner
reports/reflective accounts, professional discussion
2 2.1-2.3 L
and questioning
3 3.1-3.3
4 4.1 Evidence may be supplied via learner
reports/reflective accounts and inspection of
43 -4.4 . . ; ,
products, using evidence appropriate to the learner’s
job role from the following sources:
e information used
4.2 Evidence may be supplied via withess testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the
following sources:
e budgets
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Learning

outcomes

Assessment
criteria

Assessment guidance

4.5

Evidence may be supplied via learner
reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e orders

e delivery notes

4.6

Evidence may be supplied via learner
reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

o |etters
e emails

& Memos

4.7

Evidence may be supplied via learner
reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

e contract

5.1

Evidence may be supplied via learner
reports/reflective accounts and professional
discussion

5.2

Evidence may be supplied via learner
reports/reflective accounts, professional discussion
and inspection of products, using evidence
appropriate to the learner’s job role from the
following sources:

e records of monitoring.

5.3

Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the
following sources:

o |etters
e emails

& Memos
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Learning Assessment

outcomes criteria

Assessment guidance

Evidence may be supplied via learner
reports/reflective accounts and inspection of
products, using evidence appropriate to the learner’s
job role from the following sources:

records of monitoring

6.2

Evidence may be supplied via learner
reports/reflective accounts and professional
discussion

6.3

Evidence may be supplied via witness testimony,
professional discussion, learner reports/reflective
accounts and inspection of products, using evidence
appropriate to the learner’s job role from the
following sources:

letters
emails
memos
appraisals

performance review

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.

Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration - 295
Specification - Issue 1 - February 2014 © Pearson Education Limited 2014




$T0OZ Pa)wWI] uoiesnp3 uosiead @ $T0Z Aleniga4 — T anss] - uonedypads
uoielISIuIWPY pue ssauisng ul ewo|diq/231edila) & [9A] [92Xap3 Uosiead 962

SYJoM 11 Moy pue uleyd Ajddns e aqLdsaq 8T

os buiop Jo sAem pue ‘suaiddns yym
sdiysuonejal poob buiuieuiew pue buidojaaap Jo asodund ayj uiejdxg L'T

Asuow Joj anjeA 1saq 21enobau 03 Moy aqudsag | 9'T

Asuow J0oj anjeA 1saq
juasaudad 3ey) sadIAISs pue syonpold buiydalas Jo asodand ayy uiejdx3 ST

uonesiuebio ue Jo suoijeidadxa
Alljenb ay3 389w 1ey] S2IAISS pue syonpodd Jo s904nos AJauspl | T

321AJ3S 10 10npoud e 1oy uonesynads e 231UM 0] MOy 3qLIdsag €1

S9DIAJBS pue
syonpoud Jo Alddns
23 a1enobau
uonesiuebio ue pue 309|9s ‘Ajjuapl

104 S92IAIDS pue s3onpodd uo uoi3eWIOUl JO SB2IN0S JUaIalIp AJl3UspI T°T | 03 moy pueistapun | T

S92IAJRS
pue s3npoJdd U0 UoeWIOUI JO S92INO0S JUBIIP 3Sh 0] Moy ule|dx3 Z'1

CRIIENETEY adAy

?jed | oOlj0j310d | DouUdpIAT eLI9}1ID JUDWISSISSY sawoo3no Huluiea]

"JIUN 3Y3 2A3IYde 0} paldinbald piepuels ayjy aulwialap
BLI931ID JUSWISSaSSe 3y "3IUn 3yl J0j SSW02IN0 Bujuies| ay] ||e 393w ued Aayj Jey) 9)eJisuowap 03 Spasu Jaules| ayl ‘iun siyy ssed o

eLI9]1JD JUSWISSISSE puk SawWod3no buiuies



L6C

$T0Z Pa)wWI] uoiesnp3 uosiead @ $T0Z Alenigea4 — T anss] - uonedypads
— uoneJISIUILPY pue ssauisng ul ewo|diq/21e2141343)) H [9AST [90Xop3 uosiead

Ajlioyine umo Jo sjiwl|

ulyym ‘(s)aaiAaas 4o (s)1onpodd jo Alddns ayj 104 1oeajuod e aalby L'y
Ajlioyne umo Jo sjwi| ulym
‘saijed yyoq o3 s|geadadde sI ydiym pue Asuow 1o anjeA poob siayjo
yoiym juswaalbe ue yoead 03 (s)ta1jddns pajos|as yym aieijobapn 9y
saunpadsold [euonesiuebio buimo||os (s)ad1Al4as 1o (s)1onpodd aindodd S
Asuouw J1oj an|eA 1saq sjuasaldad ydiym 321A13S 10 1onpold 3yl 309|9S vy
uonjesiueblo ay3 jo (s)uoneolynads
Ajljlenb ay3 199w jey] S921AISS pue s3onpodd JO S921N0S AJIQUapI €y S9DIAIDS pue
synpoud Jo Alddns
paJapJo
9 0] S92IAJ3S 10 synpodd 104 uolredlnads pue 19bpng e 2a4by a7 pue buLispio
: T 33 40J saunpaooud
JOM JO BaJe UMO Ul SDDIAIDS |[euonesiuebio
pue s)onpoad yiim aiep 03 dn daay 03 uoilew.aojul d|ge|ieAe asn T MO||04 0] 9|k 29
papiAold S921AIDS S9DIAIDS pue
pue synpoid 10j ASuow 104 anjeA 49339q buinleb Jo sAem aqliosag c'¢c | synpoud jo Alddns
S92IAJ3S pue sponpoud jo Aiddns pue bunapJao pue buiiapJo
Y3 ul Aouaidiya aAosdwi 03 usyey g Aew jey) suoiloe aquodsag raks S 04 sainpadoad
: ik : : j anoadwi pue
os buiop Jo sAem pue ‘sadiAl1as pue syonpodd jo Aiddns pue buliap.lo 931enjeAs ‘Jojiuow
93 Jo4 saunpadold buiyenjeas pue buliojiuow Jo asodund ayj uiejdxg T°€ | 03 moy puejsiapun
Ajljeydsoy pue syib jo aoueidadde S9DIAIBS pue
a3 Jo4 saioijod jeuonesiuebuo buiaey jo asodind ayy uiejdx3 €'z | spnpoud jo Alddns
pue bulispio
uonesiueblio ue 10} S9JIAIBS pue s3onpold
0 Ajddns pue buliapio ayl 404 sanioud pue spasu ayl aqlLIRsaq 2'C St .04 sapijod
3 j T : pue sjuawsaJdinbau
uonjesiueblo ue 10J SIIAIDS |[euonjesiuebio
pue s3onpoud jo Ajddns pue buliaplo ayi 1oj saanpadodd ayj aqudsag T'C pueisiapun

CRITENETEN adA)
01]0J310d | ©2uUdpIAg

e1I9311D JUDWISSISSY sawoo3no0 Huluiea]




$T0Z Pa)WI] UoiedNp3 uosiead @ $T0¢ Alenigad - T anssI - uonedyads

uoniesIsSIuIWpY pue ssauisng ul ewo|dig/23edi1Ha) + |9A9] |92X9p3 uosiead 862
(pajdwes jr)
:91eQ :24njeubis JalII9A |rUIDIUT
1931eQ :24njeubis 10Ssassy
:91eQ :24njeubis Jaulea
:91eQ :ouweu Jaulea
S9DIAIDS pue synpodd Jo Alddns ay3 10j Asuow J0J anjeA 193399 S9DIAIDS pue

ule1qo pue AJUdIDID puk SSBUDAIIDRLD aAoldwi 0] sAem 1sabbng €'9 | sypnpoud jo Alddns
pue buliap.io

ay3 aAouduwi 03
suollepuswwodal
AJUBID1JJD puR SSDUDAIIDDIID 2ew pue 91en|eAd

10J S921AJIRS pue syonpold Jo Alddns pue Buliapdo ay3 J0HUO 1°9 | ‘Joyjuow o1 9|geag | 9

JuswaAoldwl 104 seade Ajijuspl
pue sa21AJ9s pue s3onpoud jo Alddns pue bBulapldo ayj3 ajenjens 2’9

Alessadau
92Joym sJaayizo wody uoddns Buiyaas ‘unddo Asyj se swajqodd yum |eag €'q swa|qold ym
|eSp pue SaDIAIDS

10BJ3uU0D

pue syonpoud
Jo suanddns
AjlIoyine umo Jo sjiwi| ulyyim ‘sisod 3nd pue Ajljenb aaoadwi yium sdiysuoneja.

03 sJaiiddns yjm sdiysiauiied uiejuiew pue 934D 0] SuOilde axel T°'G | uleyulew oy 9|geag | g

343 JO Sw.a) ay3 yam aul| ul staijddns jo souewogiad ay3 JOJUOW 'S

CRITENETEN adA)

01]0J}10d | S2UdPIAT 21193140 JUDWISSISSY sawo23no Hujuies]




Unit 59: Co-ordinate an Event

Unit reference number: Y/601/2541
QCF level: 3
Credit value: 4

Guided learning hours: 30

Unit aim

This unit is about co-ordinating the delivery of an event.

Assessment guidance

The following is a guide; the evidence suggested is neither mandatory nor
exclusive.

Learning Assessment | Assessment guidance

outcomes criteria

1 1.1-1.2 Evidence may be supplied via learner
reports/reflective accounts, professional discussion

2 2.1-2.2 L

and questioning

3 3.2-3.7 Evidence may be supplied via observation of
workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role

3.8 -3.10 Evidence may be supplied via observation of
3.12 — 3.13 workplace activities, witness testimony, professional
' ' discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:
o |etters
e emails
e memos
e event records
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Learning Assessment

outcomes criteria

Assessment guidance

3.11

Evidence may be supplied via observation of
workplace activities, witness testimony, professional
discussion, learner reports/reflective accounts and
inspection of products, using evidence appropriate to
the learner’s job role from the following sources:

letters
emails
memos
budget

reconciliations

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 60:

Unit reference number:
QCEF level:
Credit value:

Guided learning hours:

Support Individuals
with Specific
Communication Needs

T/601/8282
3

5

35

Unit aim

This unit is for those who support individuals with specific communication needs. It
provides the learner with the knowledge and skills that address personal interaction
and the use of special methods and aids to promote communication.

Unit assessment requirements/evidence requirements

This unit must be assessed in accordance with Skills for Care and Development’s
QCF Assessment Principles. Learning outcomes 2, 3, 4 and 6 must be assessed in a

real work environment.
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12 Further information and useful publications

To get in touch with us visit our ‘Contact us’ pages:

e Pearson Edexcel: www.edexcel.com/contactus

e Pearson BTEC: www.btec.co.uk/contactus

e Pearson Work Based Learning: www.pearsonwbl.com/contactus

e Books, software and online resources for UK schools and colleges:
www.pearsonschools.co.uk/contactus

Key publications:

e Adjustments for candidates with disabilities and learning difficulties - Access
and Arrangements and Reasonable Adjustments, General and Vocational
qualifications (Joint Council for Qualifications (JCQ))

e FEquality Policy (Pearson)

e Recognition of Prior Learning Policy and Process (Pearson)
e UK Information Manual — (Pearson)

e UK Quality Vocational Assurance Handbook (Pearson).

All of these publications are available on our website.

Further information and publications on the delivery and quality assurance of
NVQ/Competence-based qualifications is available on our website, at
www.pearsonwbl.edexcel.com/NVQ-competence-based.

Our publications catalogue lists all the material available to support our
qualifications. To access the catalogue and order publications, please go to
www.edexcel.com/resources/publications.
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13 Professional development and training

Pearson supports UK and international customers with training related to our
qualifications. This support is available through a choice of training options and
sector events, 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

e planning for assessment

e building your team and teamwork skills

e developing learner-centred learning and teaching approaches
¢ building functional skills into your programme

e building in effective and efficient quality assurance systems.

For more information on training options and upcoming events, please visit our
website, www.pearsonwbl.edexcel.com//training-events. You can request
customised training by completing the enquiry form on our website and we will
contact you to discuss your training needs.

Support services

Face-to-face support: our team of Regional Quality Managers, based around the
country, are responsible for providing quality assurance support and guidance to
anyone managing and delivering NVQs/Competence-based qualifications. The
Regional Quality Managers can support you at all stages of the standard verification
process as well as in finding resolutions of actions and recommendations as
required. A UK map showing the Regional Quality Managers’ contact details can be
found at www.btec.co.uk/support.

Online support: find the answers to your questions by browsing over 100 FAQs on
our website or by submitting a query using our Work Based Learning Ask the
Expert Service. You can search the database of commonly asked questions relating
to all aspects of our qualifications in the work-based learning market. If you are
unable to find the information you need, send us your query and our qualification
or administrative experts will get back to you. The Ask the Expert service is
available at www.pearsonwbl.edexcel.com/Our-support.

Online forum

Pearson Work Based Learning Communities is an online forum where employers,
further education colleges and workplace training providers are able to seek advice
and clarification about any aspect of our qualifications and services, as well as
share knowledge and information with others. The forums are sector specific and
cover Business Administration, Customer Service, Health and Social Care,
Hospitality and Catering and Retail. The online forum is available at
www.pearsonwbl.edexcel.com/Our-support.
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14 Contact us

We have a dedicated Account Support team, based throughout the UK, to give you
more personalised support and advice. To contact your Account Specialist you can
use any of the following methods:

Email: wblcustomerservices@pearson.com
Telephone: 0844 576 0045

If you are new to Pearson and would like to become an approved centre, please
contact us at:

Email: wbl@pearson.com
Telephone: 0844 576 0045

Complaints and feedback

We are working hard to provide you with excellent service. However, if any element
of our service falls below your expectations, we want to understand why, so that
we can prevent it from happening again. We will do all that we can to put things
right.

If you would like to register a complaint with us, please email
wblcomplaints@pearson.com.

We will formally acknowledge your complaint within two working days of receipt
and provide a full response within seven working days.
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Annexe A: Assessment Strategy for the Business and
Administration NVQs

1 Introduction

1.1

The Business and Administration Assessment Strategy is designed to
provide awarding organisations with a robust and flexible approach to
deliver assessment for Business and Administration NVQs and competence-
based qualifications.

2 External quality control

2.1

Awarding organisations will provide qualifications and quality assurance
that support their delivery to all Business and Administration NVQs and
competence-based qualification assessment centres in line with regulatory
requirements in England, Scotland, Wales and Northern Ireland.

2.2 Awarding organisations must use independent assessment for
competence-based qualifications.

2.3 Awarding organisations will supply the Council for Administration
(CfA) with reports:

e Quarterly: provide registration and achievement data at unit and
qualification levels.

3 Assessing performance

3.1

Assessment of all units at any level of Business and Administration NVQs
and competence-based qualifications may be based on either learner
performance at work or through simulation, as necessary (see Section 4
below).

4 Simulation of NVQ/SVQ units

4.1 If a unit or part of a unit at any level is simulated, it must be undertaken in
a ‘realistic working environment’ (RWE).

4.2 Awarding organisations will provide guidance for centres on RWEs.
Awarding organisations will make sure RWEs, ‘provide an environment
which replicates the key characteristics of the workplace in which the skill
to be assessed is normally employed’.

4.3 Units which have been imported by the CfA in their Business and
Administration NVQs and competence-based qualifications will be assessed
in compliance with their relevant assessment strategies.
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5 Occupational expertise to assess performance, and moderate and verify
assessments

5.1 Learners can be assessed, moderated or verified at work either by:

a Assessors, moderators or verifiers who have achieved or are
working towards achievement of the appropriate regulatory body
approved unit qualifications for assessment, moderation or
verification;

OR

b A trainer, supervisor or manager, employed by an organisation,
who must either:

1 Have achieved or be in the process of achieving the appropriate
regulatory body approved unit qualifications for assessment,
moderation or verification; or,

2 Seek guidance and approval from an awarding organisation to
demonstrate that the:

e Organisation has appropriate processes in place to facilitate
assessment, moderation or verification functions

e Trainer, supervisor or manager is able to map their assessment,
moderation or verification skills and knowledge 100% to the NOS
upon which the qualifications above are based.

5.2 Assessors must be occupationally competent to make Business and
Administration assessment judgements about the level and scope of
individual learner performance at work or in RWEs; and occupationally
competent to make assessment judgements about the quality of
assessment and the assessment process.

5.3 External Moderators/Verifiers or Internal Moderators/Verifiers
must be occupationally competent to make Business and Administration
moderation and verification judgements about the quality of assessment
and the assessment process.

5.4 Awarding organisations will supply full information on the requirements for
internal and external moderation/verification activities to Business and
Administration assessment centres.

5.5 The sector requires all assessors, moderators and verifiers to maintain
current Business and Administration competence to deliver these functions.
The CfA recognises this can be achieved in many ways but must be
recorded in individual continual professional development (CPD) records
that are maintained in Business and Administration assessment centres.
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Assessment Strategy for Customer Service Units

This assessment strategy relates to the following units:

D/601/1228 - Use Customer Service as a Competitive Tool

J/601/1515 - Monitor and Solve Customer Service Problems

A/601/1236 - Plan, Organise and Control Customer Service Problems

This document gives details of the Assessment Strategy for the Customer Service
S/NVQs at Levels 1, 2, 3 and 4. It gives the key requirements for Customer Service
Awarding Organisations/Bodies, External and Internal Verifiers, Assessors and
S/NVQ Centres regarding:

1

2
3
4

External Quality Control

Assessor and Verifier Occupational Competence

Workplace Performance and Simulation

Employer Direct Model

External Quality Control

la Monitoring Centre Performance

Awarding Organisations/Bodies should:

carry out thorough risk assessments of organisations applying to
become Approved Centres for the Customer Service Level 1, 2, 3 and 4
S/NVQs

apply quality control management measures appropriate to assess each
centre’s risk.

1b External Verification

Awarding Organisations/Bodies will appoint External Verifiers and will
monitor all External Verifier practices.

In particular the AO/B will:

seek centre feedback regarding the performance of External Verifiers
and act on this feedback

ensure that centres have requested feedback from their employers in
the feedback process

ensure that External Verifiers follow the relevant regulatory code of
practice for EVs and if no code of practice is developed Awarding
Organisations/Bodies will develop their own and apply it

ensure that where a Realistic Working Environment is used IVs and EVs
carry out a full examination of the working practices and the
assessment process.?!

! Additional Requirements for Qualifications using the title NVQ within the QCF: Version 2

August 2009
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2 Assessor, Internal and External Verifier Occupational Competence

2a Customer Service Awarding Organisations/Bodies will facilitate Assessment,
Internal and External Verification by ensuring that EVs have:

e a thorough knowledge of the Level 1, 2, 3 or 4 National Occupational
Standards for Customer Service, appropriate to the Level the EV is
working at, and the ability to interpret them across a wide variety of
Customer Service environments;

e experience and working knowledge of the operational and assessment
processes of the Customer Service S/NVQ at the Level the EV is
working at;

¢ relevant and credible Customer Service experience across the level and
breadth of the National Occupational Standards and S/NVQs at the
Level the EV is working at;

e knowledge of current Customer Service practice and emerging issues in
the Customer Service arena;

e high levels of communication and interpersonal skills.

Level 1 - the table at Appendix A shows the ICS requirements for the
Occupational Competence of Assessors, Internal and External Verifiers at
Level 1.

Level 2 - the table at Appendix B shows the ICS requirements for the
Occupational Competence of Assessors, Internal and External Verifiers at
Level 2.

Level 3 - the table at Appendix C shows the ICS requirements for the
Occupational Competence of Assessors, Internal and External Verifiers at
Level 3.

Level 4 - the table at Appendix D shows the ICS requirements for the
Occupational Competence of Assessors, Internal and External Verifiers at
Level 4.

In these tables the ICS has suggested some ways in which Awarding
Organisations/Bodies can gain evidence to meet these requirements -
these are not compulsory, just a guide. The tick boxes on the right
show whether the evidence applies to Assessors (A), Internal Verifiers (IV)
or External Verifiers (EV).
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2b Awarding Organisations/Bodies and the ICS will work together to:

e circulate and disseminate information appropriate to the job role, from
the ICS, to all EVs when this supports the Awarding
Organisations’/Bodies’ communication strategy/schedule

e advise EVs of the availability of the ICS web pages

e hold briefings for External Verifiers about the revised Customer Service
Standards and S/NVQs

e encourage EVs to take part in ICS events regarding the Customer
Service Standards and S/NVQs whenever this is felt appropriate.

3 Workplace Performance and Simulation

Wherever possible, assessment of the Customer Service National S/NVQ Units
should be carried out in a real job (either paid or voluntary). Where this is
not possible this Assessment Strategy does allow for:

3a The use of simulation for the following Level 1 S/NVQ Units only:
e C1 Recognise and deal with customer queries, requests and problems
e (2 Take details of customer service problems

To undertake assessment of simulated activities for the units above the
Guidelines for Simulation shown at Appendix E must be met.

3b The use of a Realistic Working Environment including work
experience and work placement is allowed for all units in the Level 1
and Level 2 S/NVQ

To undertake assessment in a Realistic Working Environment the
Guidelines shown at Appendix F must be met.

All other units must be achieved in a real working situation (either paid or
voluntary)

4 The Employer Direct Model

The ICS feels that the Employer Direct Model of in-house assessment will
encourage more employers to offer the Customer Service SVQs and NVQs,
particularly when they often have highly trained and experienced assessors,
managers and trainers already in situ who meet or exceed the requirements of
the Al and V1 qualifications. Wherever possible, the ICS works with employers
to encourage assessment to be carried out by colleagues, supervisors and/or
managers in a workplace environment. However, many employers see gaining
the A1 and V1 units as an obstacle and unnecessary given the experience and
quality of their own internal assessors and trainers.

The Employer Direct Model has been developed to meet the needs of specific
employers based on their knowledge of the Customer Service NOS and
qualifications and their history of internal assessor/internal verifier expertise.

The ICS supports this model with several provisos:
e The organisation must:

e liaise with an Awarding Organisation/Body who will be offering the
qualification prior to beginning the process

e prepare, validate and review the assessment/verification roles
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e carry out 100% mapping of the employer’s training to the National
Occupational Standards for the A and V units which the qualifications are
based on

e agree the mapping process with the awarding organisation/body involved

e demonstrate an equivalent level of rigour and robustness as the
achievement of the unit qualification.

The Awarding Organisation/Body must:
o offer this model to employers only
e inform the ICS of employers who are using this model

e supply the ICS with statistical data including take-up, sector, size of
organisation etc. when requested

o keep the ICS informed of any problems/issues incurred in the delivery of this
model.
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Appendix A to Assessment Strategy for Customer Service NVQs

The Assessor, IV and EV This can be evidenced by: A IV EV
working at Level 1 must have:
1 A thorough understanding of gathering feedback from a %
the National Occupational variety of centres
Standards in Customer o _
Service at Level 1 with the explaining and putting the
ability to interpret them within | National Occupational v oy v
the environments and sectors | Standards into the contexts
they are working in they are working in
2 | Knowledge of current practice | taking active participation in
and emerging issues and consultations and briefings
changes in the VQ area across | with Awarding s |
the UK Organisations/Bodies, UKCES,
Accreditation Bodies and the
ICS
explaining the differences v s |
between the 4 UK countries
3 Knowledge of current practice | gathering feedback from a
and emerging issues and variety of employers and v
changes in Customer Service centres
across organisations and .
. . attending conferences or
industries
workshops where trends and v v %
developments in Customer
Service are on the agenda
reading Customer Service v v v
publications and articles
regularly looking at the ICS v s |
website for new developments
keeping up to date with media
news regarding Customer v v v
Service
joining the ICS v vV
4 | Experience and working having a successful track
knowledge of the operational, | record of assessing or
assessment and verification verifying the current v vV
processes specifically for Standards across a variety of
Customer Service S/NVQ organisations
Level 1 achieving or working towards
the Level 2, 3 or 4 Customer v vV
Service S/NVQ
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The Assessor, IV and EV This can be evidenced by: IV EV
working at Level 1 must have:
5 | Sufficient, relevant and gathering feedback from a
credible Customer Service variety of employers and v v
experience across the level centres
and breadth of the Standards curriculum vitae and
and S/NVQs at Level 1 . . v v
references/testimonies
6 | Appropriate A and V Units producing certificates or
according to their role — within | evidence of working towards
18 months of working with the | these units or by taking part in
Standards for Assessors and an Employer Direct Model in
IVs and within 12 months for partnership with an Awarding
EVs. Organisation/Body
In Scotland all Assessors and
Verifiers should provide % %
evidence of CPD to show that
they are working to the A
and/or V unit standards where
appropriate; those not yet
qualified
should show that they are
working towards achieving the
appropriate units.
7 Demonstrated high levels of gathering feedback from
communication and candidates, employers or v v
interpersonal skills peers
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Appendix B to Assessment Strategy for Customer Service NVQs

The Assessor, IV and EV This can be evidenced by: A IV E
working at Level 2 must have: \"
1 A thorough understanding of gathering feedback from a v
the National Occupational variety of centres
Standards in Customer explaining and putting the
Service at Level 2 with the p_ 9 p_ 9
ability to interpret them within National Occupational
Y . P Standards into the contexts VYo
the environments and sectors L
S they are working in
they are working in
2 | Knowledge of current practice | taking active participation in
and emerging issues and consultations and briefings
changes in the VQ area across | with Awarding v |
the UK Organisations/Bodies, UKCES,
Accreditation Bodies and the
ICS
explaining the differences v v v
between the 4 UK countries
3 | Knowledge of current practice | gathering feedback from a
and emerging issues and variety of employers and v
changes in Customer Service centres
across organisations and .
. . attending conferences or
industries
workshops where trends and v vy
developments in Customer
Service are on the agenda
read.ing _Customer S_ervice Y.
publications and articles
regularly looking at the ICS v v
website for new developments
keeping up to date with media
news regarding Customer v | v |V
Service
joining the ICS v v |V
320 Pearson Edexcel Level 4 Certificate/Diploma in Business and Administration

Specification - Issue 1 - February 2014 © Pearson Education Limited 2014




The Assessor, IV and EV This can be evidenced by: IV E
working at Level 2 must have: \'"/
4 | Experience and working having a successful track
knowledge of the operational, | record of assessing or verifying s |
assessment and verification the current Standards across a
processes specifically for variety of organisations
E:\f;??er Service S/NVQ achieving or working towards
the Level 2, 3 or 4 Customer vV
Service S/NVQ
5 | Sufficient, relevant and gathering feedback from a
credible Customer Service variety of employers and vV
experience across the level centres
and breadth of the Standards curriculum vitae and
and S/NVQs at Level 2 ) . vV
references/testimonies
6 Appropriate A and V Units producing certificates or
according to their role — within | evidence of working towards
18 months of working with the | these units or by taking part in
Standards for Assessors and an Employer Direct Model in
IVs and within 12 months for | partnership with an Awarding
EVs. Organisation/Body
In Scotland all Assessors and
Verifiers should provide v v
evidence of CPD to show that
they are working to the A
and/or V unit standards where
appropriate; those not yet
qualified
should show that they are
working towards achieving the
appropriate units.
7 | Demonstrated high levels of gathering feedback from
communication and candidates, employers or peers vV
interpersonal skills
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Appendix C to Assessment Strategy for Customer Service NVQs

The Assessor, IV and EV This can be evidenced by: A IV E
working at Level 3 must have: \"
1 A thorough understanding of | gathering feedback from a v
the National Occupational variety of centres
Standards in Customer explaining and putting the
Service at Level 3 with the p_ 9 p_ 9
ability to interpret them National Occupational
. .y p Standards into the contexts VoYY
within the environments and L
S they are working in
sectors they are working in
2 | Knowledge of current practice | taking active participation in
and emerging issues and consultations and briefings
changes in the VQ area across | with Awarding s |
the UK Organisations/Bodies, UKCES,
Accreditation Bodies and the
ICS
explaining the differences s ol 1y
between the 4 UK countries
3 | Knowledge of current practice | gathering feedback from a
and emerging issues and variety of employers and v
changes in Customer Service | centres
across organisations and .
. . attending conferences or
industries
workshops where trends and sy |y
developments in Customer
Service are on the agenda
reading Customer Service s vy |y
publications and articles
regularly looking at the ICS Y,
website for new developments
keeping up to date with media
news regarding Customer VooV
Service
joining the ICS VoV Y
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The Assessor, IV and EV This can be evidenced by: IV E
working at Level 3 must have: \"/
4 | Experience and working having a successful track
knowledge of the operational, | record of assessing or verifying v |
assessment and verification the current Standards across a
processes specifically for variety of organisations
E;j;??er Service S/NVQ achieving or working towards
the Level 2, 3 or 4 Customer v |V
Service S/NVQ
5 Sufficient, relevant and gathering feedback from a
credible Customer Service variety of employers and v v
experience across the level centres
and breadth of the Standards curriculum vitae and
and S/NVQs at Level 3 ) . 2
references/testimonies
6 Appropriate A and V Units producing certificates or
according to their role - evidence of working towards
within 18 months of working these units or by taking part in
with the Standards for an Employer Direct Model in
Assessors and IVs and within | partnership with an Awarding
12 months for EVs. Organisation/Body
In Scotland all Assessors and
Verifiers should provide v v
evidence of CPD to show that
they are working to the A
and/or V unit standards
where appropriate; those not
yet qualified
should show that they are
working towards achieving
the appropriate units.
7 | Demonstrated high levels of gathering feedback from
communication and candidates, employers or peers v v
interpersonal skills
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Appendix D to Assessment Strategy for Customer Service NVQs

The Assessor, IV and EV This can be evidenced by: A IV E
working at Level 4 must have: \"
1 | A thorough understanding of | gathering feedback from a v
the National Occupational variety of centres
Standards in Customer o _
Service at Level 4 with the explaining and putting the
ability to interpret them National Occupational v v v
within the environments and Standards into the contexts
sectors they are working in they are working in
2 | Knowledge of current practice | taking active participation in
and emerging issues and consultations and briefings
changes in the VQ area across | with Awarding v |
the UK Organisations/Bodies, UKCES,
Accreditation Bodies and the
ICS
explaining the differences v v v
between the 4 UK countries
3 | Knowledge of current practice | gathering feedback from a
and emerging issues and variety of employers and v
changes in Customer Service | centres
across organisations and .
. . attending conferences or
industries
workshops where trends and v vy
developments in Customer
Service are on the agenda
reading Customer Service Y.
publications and articles
regularly looking at the ICS v v
website for new developments
keeping up to date with media
news regarding Customer v | v |V
Service
joining the ICS v v |V
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The Assessor, IV and EV This can be evidenced by: IV E
working at Level 4 must have: \"/
4 | Experience and working having a successful track
knowledge of the operational, | record of assessing or verifying v |
assessment and verification the current Standards across a
processes specifically for variety of organisations
E;j;??er Service S/NVQ achieving or working towards
the Level 2, 3 or 4 Customer v |V
Service S/NVQ
5 Sufficient relevant and gathering feedback from a
credible Customer Service variety of employers and v v
experience across the level centres
and breadth of the Standards curriculum vitae and
and S/NVQs at Level 4 ) . v v
references/testimonies
6 | Appropriate A and V Units producing certificates or
according to their role - evidence of working towards
within 18 months of working these units or by taking part in
with the Standards for an Employer Direct Model in
Assessors and IVS and within | partnership with an Awarding
12 months for EVs. Organisation/Body
In Scotland all Assessors and
Verifiers should provide v v
evidence of CPD to show that
they are working to the A
and/or V unit standards
where appropriate; those not
yet qualified
should show that they are
working towards achieving
the appropriate units.
7 | Demonstrated high levels of gathering feedback from
communication and learners, employers or peers v v
interpersonal skills
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Appendix E to the Customer Service Assessment Strategy

Simulated Activities Guidelines for Customer Service National
Occupational Standards

Simulation can only be applied to the Level 1 S/NVQ Units listed below:
e C1 Recognise and deal with customer queries, requests and problems

e (C2 Take details of customer service problems

Simulation is defined by the ICS as any activities where dealing with customers and
work activities are carried out through using individuals acting the part of the
customer or scenarios which are not ‘real’ customer transactions.

To undertake the assessment of simulated activities for these two units the
following guidelines must be met:

a when role playing, candidates and anybody taking part as a customer must
have a brief that gives sufficient information for them to recognise the
equivalent real situation and decide what they would do and say;

b the simulated situation should represent normal and routine experience
wherever possible and not exceptional or unusually difficult circumstances that
might be faced;

¢ the person taking part in the simulation as a customer must be credible for the
situation that is being simulated;

d any resources or equipment that would normally be in real work should be
available and in working order for the simulation;

e candidates should complete the required tasks to the National Occupational
Standards and in the timescales that would normally be expected in real work;

f candidates should complete the required tasks taking account of legislation and
regulation that would apply in real work;

g candidates must carry out the simulated activity in a professional manner taking
into account establishment requirements such as appearance and dress code,
personal conduct, hygiene, reliability and punctuality;

h whilst the primary purpose of the simulation is for assessment, feedback must
be given in a way that builds confidence.
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Appendix F to the Customer Service Assessment Strategy

Realistic Working Environment Guidelines for Customer Service
National Occupational Standards

RWE can be applied to all units in the Level 1 and 2 NVQs.

It is essential that organisations wishing to operate a Realistic Working
Environment (RWE) operate in an environment which reflects a real work setting.
This will ensure that any competence achieved in this way will be sustained in real
employment.

To undertake the assessment in a RWE the following guidelines must be met:

a assessments must be carried out under realistic business pressures, using real
customers and within a defined service offer;

b all services that are carried out should be completed in a way, and to a
timescale, that is acceptable in business organisations;

c candidates must be expected to achieve a volume of work comparable to
normal business practices;

d the range of services, products, tools, materials and equipment that the
candidates use must be up to date and available. They must enable candidates
to meet the requirements of the National Occupational Standards;

e account must be taken of any legislation or regulations in relation to the type of
work that is being carried out;

f candidates must be given workplace responsibilities to enable them to meet the
requirements of the Customer Service National Occupational Standards at
Level 2;

g candidates must show that their productivity reflects that found in the work
situation being represented.
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Assessment Strategy for Management and Leadership Units

This Assessment Strategy relates to the following units:

K/600/9711 - Manage Physical Resources

M/600/9712 - Manage the Environmental Impact of Work Activities
K/600/9661 - Develop Working Relationships with Colleagues and Stakeholders
T/600/9601 - Provide Leadership and Direction for Own Area of Responsibility

M/600/9676 — Support Learning and Development within Own Area of
Responsibility

A/600/9759 - Monitor and Review Business Processes
T/600/9663 — Recruit Staff in Own Area of Responsibility

The Management Standards Centre (MSC) is the Government-recognised standards
setting body for management and leadership. This document sets out the
overarching assessment strategy for National Vocational Qualifications QCF and
related units and Scottish Vocational Qualifications (SVQs) in management and
leadership based on the National Occupational Standards (NOS) for management
and leadership.

1 Achieving External Quality Control of Assessment

The following measures are proposed in terms of achieving external quality
control of assessment:

e Application of risk management. The MSC will expect awarding bodies to
apply risk management systems to the awarding of NVQs and SVQs in
management and leadership and deploy resources accordingly to tackle
identified risks.

e The existing Management and Leadership Qualifications Forum
(M&LQF) will take on a more active role in relation to the ongoing
assessment and quality assurance of NVQs and SVQs in management and
leadership.

e The MSC encourages Standardisation activities/exercises across centres
(Assessors and Internal Verifiers) and External Verifiers where appropriate.

2 Assessment through Performance in the Workplace

The NVQs and SVQs in management and leadership are to be assessed using
evidence from the workplace i.e. observable performance, physical products of
work (such as reports, plans, correspondence etc), witness testimony,
discussion and questioning etc.

3 Assessment by Simulation
Simulation is not allowed.

4 Requirements for Assessors and Verifiers
Assessors and Verifiers must demonstrate that they:

e have credible expertise in management and leadership relevant to the
level(s)/units they are assessing or verifying.

e keep themselves up-to-date with developments in management and
leadership practice;
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e have a thorough understanding of the NOS for management and leadership
at the unit(s)/level(s) they are assessing or verifying.

In addition Assessors and Verifiers must have:
e An accredited assessor and/or verifier qualification, or

e A related qualification in assessment and/or verification that has been
mapped to the National Occupational Standards for assessment and/or
verifications, or

e Evidence of undertaking an employer assessment programme that has been
mapped to the National Occupational Standards for assessment and/or
verifications. MSC will work with Awarding Bodies through the Awarding
Body forum to ensure that there is effective development and management
through the QCF process.
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