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Key features of the Edexcel Level 3 NVQ Certificate
in Management (QCF)

This qualification:
e is nationally recognised

e is based on the Management and Leadership National Occupational
Standards (NOS). The NOS, assessment requirements/strategy and

qualification structure is owned by the Management Standards Centre
(MSQ).

The Edexcel Level 3 NVQ Certificate in Management (QCF) has been
approved as a component required for the Leadership and Management
Advanced Apprenticeship framework.

What is the purpose of this qualification?

This qualification is designed to recognise occupational competence in
Management and Leadership. It allows learners to apply knowledge,
understanding and skills to a national occupation level required by
employers, thus proving competency in their job role.

Who is this qualification for?

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

The Edexcel Level 3 NVQ in Management (QCF) is a ‘cross-sector’
qualification. This means that this Edexcel NVQ can be taken by team

leaders and managers across a wide variety of work areas in both the public
and private sectors.

Edexcel’s policy is that the qualification should:
e be free from any barriers that restrict access and progression

e ensure equality of opportunity for all wishing to access the qualifications.

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

This qualification will allow learners to develop management, leadership and
employability skills, which are all essential for the workplace. There is a
wide range of optional units covering different aspects of management and
leadership, which allows the learner choice to select units in a specialist
area, or to spread their choice of units across several specialist areas.
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What are the potential job roles for those working towards this
qualification?
This qualification is suitable for job roles in any sector that involve
management and leadership responsibilities.

As a Level 3 learner they can expect to be working as a supervisor or first
line manager.

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

Learners can progress to the Edexcel Level 5 NVQ Diploma in Management
(QCF) and the Edexcel BTEC Level 5 Award/Certificate/Diploma in
Management and Leadership (QCF).

Further information is available in Annexe A.
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What is the qualification structure for the Edexcel
Level 3 NVQ Certificate in Management (QCF)?

Individual units can be found in the Units section. The QCF level and credit
value are given on the first page of each unit.

A minimum of 25 credits is required overall for completion of this

qualification, which must include a minimum of 14 credits at, or above,

Level 3.

The mandatory units for this qualification are units A2 (4 credits), B5 (5
credits) and D5 (5 credits). Learners must also choose optional units with a
combined minimum total of 11 credits in order to achieve the qualification.

Mandatory units (credit value 14)

Unit | Unit | Title Credit | Level | GLH
code

1 A2 Manage own professional development | 4 3 20
within an organisation

2 B5 Set objectives and provide support for |5 3 35
team members

3 D5 Plan, allocate and monitor work of a 5 3 25
team

Optional units (total credit value 11)

Unit | Unit | Title Credit | Level | GLH

code

4 A3 Develop, maintain and review personal | 4 4 25
networks

5 B6 Provide leadership and direction for 5 4 30
own area of responsibility

6 B8b | Ensure compliance with legal, 5 4 25
regulatory, ethical and social
requirements

7 B10b | Manage risk in own area of 4 4 25
responsibility

8 B10c | Review risk management processes in 3 4 20
own area of responsibility

9 Al Manage personal development 4 2 20
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Unit | Unit | Title Credit | Level | GLH
code

10 B11 | Manage or support equality of 4 3 20
opportunity, diversity and inclusion in
own area of responsibility

11 C1 Support team members in identifying, 4 3 20
developing and implementing new
ideas

12 cé6 Implement change in own area of 6 4 25
responsibility

13 D2a | Develop working relationships with 4 4 20
colleagues and stakeholders

14 D3a | Recruit staff in own area of 4 5 25
responsibility

15 D1 Develop working relationships with 3 2 15
colleagues

16 D6 Plan, allocate and monitor work in own |5 4 25
area of responsibility

17 D7 Support learning and development 5 4 25
within own area of responsibility

18 D8 Address performance problems 3 4 20
affecting team members

19 D9 Build, support and manage a team 4 4 20

20 D10 | Manage conflict in a team 3 3 20

21 D11 | Lead and manage meetings 4 3 20

22 D12 | Participate in meetings 2 2 10

23 D13 | Support individuals to develop and take | 4 4 20
responsibility for their performance

24 D14 | Know how to follow disciplinary 4 4 20
procedures

25 D15 | Managing grievance procedures 3 4 10

26 D16 | Support the management of 3 4 15
redundancies in own area of
responsibility

27 E6 Develop and implement a risk 6 4 20
assessment plan in own area of
responsibility

28 ES Manage physical resources 3 4 25

28 E9 Manage the environmental impact of 5 4 10
work activities

30 E10 | Make effective decisions 3 3 10
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Unit | Unit | Title Credit | Level | GLH
code

31 E12 | Manage knowledge in own area of 4 3 15
responsibility

32 E1l | Communicate information and 3 2 10
knowledge

33 E15 | Procure supplies 2 3 20

34 E16 | Manage a tendering process 4 4 20

35 F1 Plan and manage a project 8 4 30

36 F4 Develop and implement marketing 6 4 25
plans

37 FO Analyse the market in which your 5 4 25
organisation operates

38 F11 Manage the achievement of customer 5 4 25
satisfaction

39 F14 | Prepare for and support quality audits 20

40 F17 Manage customer service in own area 25
of responsibility
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How is the qualification graded and assessed?

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

To pass a unit the learner must:

achieve all the specified learning outcomes

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

show that the evidence is their own.

The qualification is designed to be assessed:

in the workplace or

in conditions resembling the workplace, as specified in the assessment
requirements/strategy for the sector, or

as part of a training programme.

Assessment strategy

The assessment requirements/strategy for this qualification has been
included in Annexe D. It has been developed by the Management Standards
Centre (MSC) in partnership with employers, training providers, awarding
organisations and the regulatory authorities. The assessment strategy
includes details on:

external quality control
assessment through performance in the workplace
simulation of NVQ units

occupational expertise to assess performance and moderate and verify
assessments

Evidence of competence may come from:

current practice where evidence is generated from a current job role

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

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

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

Valid relevant to the standards for which competence is claimed

Authentic produced by the learner

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

Reliable indicates that the learner can consistently perform at this
level

Sufficient fully meets the requirements of the standards.

Types of evidence (to be read in conjunction with the assessment
strategy in Annexe D)

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

o 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, where permitted by the assessment
strategy (S)

o professional discussion (PD)

e assignment, project/case studies (A)

e authentic statements/witness testimony (WT)

e expert witness testimony (EPW)

e evidence of Recognition of Prior Learning (RPL).

The abbreviations may be used for cross-referencing purposes.

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

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

Centre recognition

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

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

Approvals agreement

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

Quality assurance

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

What resources are required to deliver this
qualification?

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

Each unit in this specification contains the following sections.

The unit title is accredited on the QCF and this
form of words will appear on the learner’s

<| Notification of Performance (NOP).
|

I
___1 This is the unit owner’s reference number for the specified unit.

1

Unit title:

Unit code:

| This code is a unique reference number for the unit.
% I
All units and qualifications within the QCF have a level assigned to them, which
represents the level of achievement. There are nine levels of achievement, from
\I Entry level to level 8. The level of the unit has been informed by the QCF level
descriptors and, where appropriate, the NOS and/or other sector/professional.
I
I All units have a credit value. The minimum credit value is one,

and credits can only be awarded in whole humbers. Learners
will be awarded credits when they achieve the unit.

Unit reference number:

QCF level:

Credit value:

Guided learning hours: - — - i
A notional measure of the substance of a qualification. It includes an estimate of the

time that might be allocated to direct teaching or instruction, together with other
structured learning time, such as directed assignments, assessments on the job or
supported individual study and practice. It excludes learner-initiated private study.
I
This provides a summary of the purpose of the unit.

Unit summary:

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

Assessment requirements/evidence requirements:

N —— This provides a summary of the assessment

Assessment methodology:
] methodology to be used for the unit.

Learning outcomes: | Assessment criteria: | Evidence type: Portfolio Date:
reference:
The learner The learner

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

should give the
date when the
evidence has

been provided.

N ~

|\

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

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

Learners must reference the type of
evidence they have and where it is
available for quality assurance
purposes. The learner can enter the
relevant key and a reference.
Alternatively, the learner and/or
centre can devise their own
referencing system.
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Unit 1: Manage own professional
development within an

organisation
Unit code: A2
Unit reference number: L/600/9586
QCF level: 3
Credit value: 4
Guided learning hours: 20

Unit summary

This unit helps learners to produce, implement and review a personal
professional development plan that supports development.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.

N025050 - Specification — Edexcel Level 3 NVQ Certificate in Management (QCF) -
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Unit 2: Set objectives and provide
support for team members

Unit code: B5
Unit reference number: M/600/9600

QCF level: 3
Credit value: 5
Guided learning hours: 35

Unit summary

This unit helps learners to set and support individuals and teams to achieve
objectives.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 3: Plan, allocate and monitor
work of a team

Unit code: D5
Unit reference number: Y/600/9669

QCF level: 3
Credit value: 5
Guided learning hours: 25

Unit summary

This unit helps learners to plan and allocate the work for a team, and
support, monitor and improve team performance.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed
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Unit 4: Develop, maintain and review
personal networks

Unit code: A3

Unit reference number: R/600/9587

QCF level: 4
Credit value: 4
Guided learning hours: 25

Unit summary

This unit helps learners to develop, maintain and review networking
relationships based on personal contacts.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 5: Provide leadership and direction
for own area of responsibility

Unit code: B6

Unit reference number: T/600/9601

QCF level: 4
Credit value: 5
Guided learning hours: 30

Unit summary

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

responsibility.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.

N025050 - Specification — Edexcel Level 3 NVQ Certificate in Management (QCF) -
Issue 1 - October 2010 © Edexcel Limited 2010

27



0TOZ payWI] [90Xap3 @ 0T0Z 4290300 - T dNSS]
- (400) juswabeuely ul 23221413180 DAN € [9AS7 [90X8p3 — Uo1IRIIRAS — 0SOSZON

.9le

1918

:91e(

.91ed

8¢

(pajdwes jr)

:24njeubis JallIaA |euldaul

:a4myeubis 10Ssassy

:oanjeubis Joulea

.ouwleu Jsulean

‘9ouewdoliad diysiapes| umo lenjeA 2 -souew.opad diysiopes
'9ouew.0)49d diysiopes| UMO UO Joeqpas) SSassY T UMO SSasse 03} 9|ge a9
Juswanoldwil
] ] wJlojul 03 Xoeqpas) 123]|00
juswaAoidwl wJojul 03 Xoeqpasy 9)|10D '€ pue Aljgisuodsad 1o
*AJlj1qIsuodsad JO eade UMO UIYIIM eaJe UMO J10j uoi3daldip ayl
S|enpiAlpul 0} uolPaldIp paaJlbe syl ajediuNWWo)  T°€ 931e21UNWWod 03 9|ge ag
) 5 *Ayjigisuodsau
5 5 uohesiueblo mr_w 40 9S0W F%:s ] JO BaJde UMO Ul SaARda(qo
ubije 1eyy sanbea||0d Yym saAI3dafqo juswaidwi  7°'¢ 195 pue UoIPBIP
*AJ1j1qIsuodsad JO eaJe UMO JOJ UOiDaJIp QUIRNO T1°C apinoid 03 9|qe ag
*Ayigisuodsau

JO eaJe umo ulyim syibuauls sjenjeAg ¢°T
'9]0J diysiapes| *AJigisuodsad Jo eade
e u| pea| 03 Ajjige pue syibuaualys umo AJuapl T'T UMO U] ped| 03 3|ge ag

CRIIENETET] adAy
9je@ | O0l1]0j310d | @OUdpIA] eL19311D JUBWSSASSY sawod3no bujuiean

eLI9)LID JUSWISSISSe puR SaWO0d3IN0 §ululea




Unit 6: Ensure compliance with legal,
regulatory, ethical and social

requirements
Unit code: B8b
Unit reference number: H/600/9609
QCF level: 4
Credit value: 5
Guided learning hours: 25

Unit summary

This unit helps learners to identify and correct failures in compliance with
legal, regulatory, ethical and social requirements relating to their own areas
of responsibility.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 7: Manage risk in own area of
responsibility

Unit code: B10b

Unit reference number: L/600/9619

QCF level: 4
Credit value: 4
Guided learning hours: 25

Unit summary

This unit will ensure that learners can evaluate and manage risk in own area

of responsibility, and communicate information on risks to relevant
stakeholders.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 8: Review risk management
processes in own area of

responsibility
Unit code: B10c
Unit reference number:  L/600/9622
QCF level: 4
Credit value: 3
Guided learning hours: 20

Unit summary

This unit will ensure that learners are able to monitor, evaluate and improve
risk management processes within own area of responsibility.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 9: Manage personal development

Unit code: Al

Unit reference number: F/600/9469
QCF level: 2

Credit value: 4

Guided learning hours: 20

Unit summary

This unit will ensure that learners can identify and assess progress against
performance requirements in own work role.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 10: Manage or support equality of
opportunity, diversity and
inclusion in own area of

responsibility
Unit code: B11
Unit reference number:  M/600/9628
QCF level: 3
Credit value: 4
Guided learning hours: 20

Unit summary

This unit helps learners understand how to manage equality, diversity and
inclusion in own area of responsibility.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 11: Support team members in
identifying, developing and
implementing new ideas

Unit code: C1

Unit reference number:  L/600/9636
QCF level: 3

Credit value: 4

Guided learning hours: 20

Unit summary

This unit helps learners to support team members in identifying, developing
and implementing new ideas. It also helps learners to provide recognition
for innovation.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 12: Implement change in own
area of responsibility

Unit code: Cc6

Unit reference number: M/600/9659

QCF level: 6
Credit value: 4
Guided learning hours: 25

Unit summary

This unit helps learners to implement and evaluate a plan for change in
their area of responsibility.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 13: Develop working relationships
with colleagues and stakeholders

Unit code: D2a

Unit reference number: K/600/9661

QCF level: 4
Credit value: 4
Guided learning hours: 20

Unit summary

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

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 14: Recruit staff in own area
of responsibility

Unit code: D3a
Unit reference number: T/600/9663

QCF level: 5
Credit value: 4
Guided learning hours: 25

Unit summary

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

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 15: Develop working relationships
with colleagues

Unit code: D1
Unit reference number: H/600/9660

QCF level: 2
Credit value: 3
Guided learning hours: 15

Unit summary

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

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed
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Unit 16: Plan, allocate and monitor work
in own area of responsibility

Unit code: D6

Unit reference number: H/600/9674

QCF level: 4
Credit value: 5
Guided learning hours: 25

Unit summary

This unit helps learners to plan, allocate and monitor work in own area of
responsibility, and make any necessary changes to original work plans.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 17: Support learning and
development within own
area of responsibility

Unit code: D7

Unit reference number:  M/600/9676
QCF level: 4

Credit value: 5

Guided learning hours: 25

Unit summary

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

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,

correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 18: Address performance problems
affecting team members

Unit code: D8

Unit reference number: F/600/9679

QCF level: 4
Credit value: 3
Guided learning hours: 20

Unit summary

This unit will ensure that learners are able to identify, discuss, resolve and
record team members’ performance problems.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 19: Build, support and
manage a team

Unit code: D9
Unit reference number: F/600/9682

QCF level: 4
Credit value: 4
Guided learning hours: 20

Unit summary

This unit will ensure that learners are able to develop and manage and
disband a team through a project cycle.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 20:

Unit code:

Unit reference number:
QCF level:

Credit value:

Guided learning hours:

Unit summary

Manage conflict in a team
D10

R/600/9685

3

3

20

This unit will ensure that learners understand how to identify potential and
actual conflicts within a team and take action to resolve them.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed
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Unit 21: Lead and manage meetings

Unit code: D11

Unit reference number:  Y/600/9686
QCF level: 3

Credit value: 4

Guided learning hours: 20

Unit summary

This unit will ensure that learners are able to prepare for, lead and follow up

issues identified in meetings.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,

correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed

N025050 - Specification — Edexcel Level 3 NVQ Certificate in Management (QCF) -
Issue 1 - October 2010 © Edexcel Limited 2010

73



0TOZ payWI] [90Xap3 @ 0T0Z 4290300 - T dNSS]
- (400) juswabeuely ul 23221413180 DAN € [9AS7 [90X8p3 — Uo1IRIIRAS — 0SOSZON

vL

(pajdwes jr)

.9le

:24njeubis JallIaA |euldaul

1918

:a4myeubis 10Ssassy

:91e(

:oanjeubis Joulea

.91ed

.ouwleu Jsulean

‘sjuswanolduwl jelaualod Ajiauapl pue oW

9J9M SoAIDB[qo s,builesw syl Jayaym alenjieA €'
S|enplAIpuUl JUBAD|D.
03 Sawo023n0 HBuineaw dn MO||0) pue a1edIUNWWOD)  Z'%
'sbuipaaooad jo paodad 93edndoe 'syse) bunssw-ysod
ue apianoad Buizeaw ay3 Jo sajnuiw ayj jeyy uieldxy Ty ) eyapun 03 9|gqe ag ¥
'SuU0ISsnIsIp Jayje sjulod
uoljoe 93ed0|je pue builesw ay3 JO SaJNUIW DNPoId '€
"]JoW aJe saAI303[qo bunssaw ainsus 03 ‘Hbuijesw
syuedipiued yum uonjetadood ul epusabe ayy abeuely 1°€ e Jieyd 03 9|ge ag c
‘uonesiuebio ‘saJinpadold bunssw
umo ul Ajldde jeyy saunpadsoudd |ewdoy Aue Ajauapl 1°C abeuew 03 9|ge ag I4
"'S913IAI30R JO Joddns ul uol3ejusaWNI0pP 3INPO.d 1
‘bunssw e buipes| 104 uonjeledaid ‘Bunyesw e
Ul N0 pallied 2q 03 papaau SaIJAIDe WIojdd T'T | ped| 0] aiedaud 03 a|ge ag T

?1ea

CRITENEIEY
oljojyiod

adAy
32U3PIAT

21193110 JUDWISSASSY

sawo023no bulu.iea

eLI9)LID JUSWISSISSe puR SaWO0d3IN0 §ululea




Unit 22: Participate in meetings

Unit code: D12

Unit reference number: H/600/9688
QCF level: 2

Credit value: 2

Guided learning hours: 10

Unit summary

This unit will ensure that learners are able to prepare for, take part in and
communicate information arising from meetings.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 23: Support individuals to develop
and take responsibility for their

performance
Unit code: D13
Unit reference number: D/600/9690
QCF level: 4
Credit value: 4
Guided learning hours: 20

Unit summary

This unit will ensure that learners are able to support individuals in
assessing and implementing a development plan. It also ensures learners
are able to monitor an individual’s progress and provide feedback.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 24: Know how to follow
disciplinary procedures

Unit code: D14

Unit reference number: H/600/9691
QCF level: 4

Credit value: 4

Guided learning hours: 20

Unit summary

This unit will ensure that learners understand how to follow disciplinary
issues and inform individuals of expected performance.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,

correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 25: Managing grievance procedures
Unit code: D15
Unit reference number: K/600/9692

QCF level: 4
Credit value: 3
Guided learning hours: 10

Unit summary

This unit will ensure that learners can follow grievance procedures in their
own organisation.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 26: Support the management of
redundancies in own area of

responsibility
Unit code: D16
Unit reference number:  M/600/9693
QCF level: 4
Credit value: 3
Guided learning hours: 15

Unit summary

This unit will ensure that learners can manage redundancies, follow
organisational procedures, communicate and seek support in own area of
responsibility.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 27: Develop and implement a
risk assessment plan in own
area of responsibility

Unit code: E6

Unit reference number:  L/600/9703
QCF level: 4

Credit value: 6

Guided learning hours: 20

Unit summary

This unit helps learners promote, monitor and review health and safety in
own area of responsibility.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 28: Manage physical resources
Unit code: E8

Unit reference number: K/600/9711
QCF level: 4

Credit value: 3

Guided learning hours: 25

Unit summary

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 requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 29: Manage the environmental
impact of work activities

Unit code: E9

Unit reference number: M/600/9712

QCF level: 4
Credit value: 5
Guided learning hours: 10

Unit summary

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 requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed
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Unit 30: Make effective decisions

Unit code: E10

Unit reference number: F/600/9715
QCF level: 3

Credit value: 3

Guided learning hours: 10

Unit summary

This unit will ensure that learners understand the process of decision
making, and can identify and analyse information to enable them to come
to a final decision.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 31: Communicate information and

knowledge
Unit code: E11l
Unit reference number:  H/600/9724
QCF level: 2
Credit value: 3
Guided learning hours: 10

Unit summary

This unit will ensure that learners are able to communicate selected
information and knowledge to a target audience using appropriate
communication techniques and methods.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.

N025050 - Specification — Edexcel Level 3 NVQ Certificate in Management (QCF) - 107
Issue 1 — October 2010 © Edexcel Limited 2010



0TOZ payWI] [90Xap3 @ 0T0Z 4290300 - T dNSS]
- (400) juswabeuely ul 23221413180 DAN € [9AS7 [90X8p3 — Uo1IRIIRAS — 0SOSZON 80T

(pajdwes Jr)

:91eQ :24n3eubis JaljlIaA [euldaiu]l
193 :24njeubis Jossassy
:23eQ :a4njeubis Jaules
:91eQ :aWeu Jaulean

*9suodsal aoualpne 12bue)

"oeqpasy 03 Bbuipaodoe spoylaw pue
|eQJ9A-UOU pue [egJaA 0} 9suodsad ul spoyjaw pue sanbiuysa} uoniedIuUNWWOod
sonbiuyoay uonesiuNnwWwod Ajipow 03 moy ulejdx3 T'v 1depe 03 9|qe g v

‘Spoyjaw pue
sonbiuyoa)l ajeludouadde
buisn abpajmou
‘Spoylaw pue sanbiuyosa) ajeridoidde pue uoljew.ojul

a3 buisn aoualpne 3964e) 03 @3RDIULNWIWOD) '€ 231e21UNWWOD 0] 9|ge ag <

"Pa1L2IUNWIWOD UOIIBWIO Ul 3] poojsiapun
pue paAldaJ sey aoualpne 3abuaey ayy moy uieidxg  z'¢

‘poylaw pue anbiuyda)

9jelidoadde Jsow ayj 10919s 03 moy uie|dx3  7'¢C spo1aW pue

‘abpa|Mmoud pue uoleWIOo Ul 918DIUNWWOD 0} sanbiuysal uoiedIUNWWOoD
pasn aq ued spoyjaw pue sanbiuyoay 3eym AJauspr 1°¢ puejsiapun 03 9|qe ag Z

‘abpajmouy| pue uoniew.ioul

ayj buninbaus soualpne 39bue) ayy AJauapr  7'T “uoReolunuIlios

104 ‘Ayijigeljad syl

‘Bunnediunwwod pue ‘paJinbaJ uonew.Jojul
Spaau jeyl abpajmouy pue uonjew.ojul ayj ulejdx3 T'T 93 AJ13uapl 03 9|ge ag T
CRIIENETET] adAy
9jeq | 0l1]0J310d | @OUdDPIAT BLID}LID JUDWISSISSY sawo023no bulu.iea

eLI9)LID JUSWISSISSe puR SaWO0d3IN0 §ululea




Unit 32: Manage knowledge in own
area of responsibility

Unit code: E12

Unit reference number:  T/600/9730
QCF level: 3

Credit value: 4

Guided learning hours: 15

Unit summary

This unit will ensure that learners are able to understand how knowledge is
managed, using agreed procedures and processes in own organisation.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 33: Procure supplies

Unit code: E15

Unit reference number: L/600/9734
QCF level: 3

Credit value: 2

Guided learning hours: 20

Unit summary

This unit will ensure that learners are able to identify required supplies,
procure supplies and monitor their delivery.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,

correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 34: Manage a tendering process

Unit code: E16

Unit reference number:  H/600/9738
QCF level: 4

Credit value: 4

Guided learning hours: 20

Unit summary

This unit will ensure that learners are able to manage a tendering process,
including developing product or service specifications and tender guidelines,
evaluating tenders and selecting a supplier to deliver the required products
or services.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 35:

Unit code:

Unit reference number:
QCF level:

Credit value:

Guided learning hours:

Unit summary

Plan and manage a project
F1

3/600/9750

4

8

30

This unit helps learners to clarify the scope and objectives of a project,
develop a project plan, and consult and agree the plan with others.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,

correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 36: Develop and implement
marketing plans

Unit code: F4

Unit reference number: K/600/9790

QCF level: 4
Credit value: 6
Guided learning hours: 25

Unit summary

This unit will ensure that learners can produce a marketing strategy,
implement a plan and monitor and evaluate the plan to determine future
marketing activities.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 37: Analyse the market in which
your organisation operates

Unit code: F9

Unit reference number: M/600/9791

QCF level: 4
Credit value: 5
Guided learning hours: 25

Unit summary

This unit will ensure that learners are able to analyse an organisation’s
market position and trends. Learners can analyse customer needs and
communicate to stakeholders.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 38: Manage the achievement of
customer satisfaction

Unit code: F11

Unit reference number: A/600/9793

QCF level: 4
Credit value: 5
Guided learning hours: 25

Unit summary

This unit helps learners to understand the importance of monitoring
customer service satisfaction levels to manage the achievement of customer
satisfaction.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 39:

Unit code:

Unit reference number:

QCF level:
Credit value:

Guided learning hours:

Unit summary

Prepare for and support
quality audits

F14
Y/600/9798
4

4

20

The unit will ensure that learners understand the quality standards and are
able to participate in a quality audit and take corrective action.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,
correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Unit 40: Manage customer service in
own area of responsibility

Unit code: F17

Unit reference number: D/600/9804

QCF level: 3
Credit value: 4
Guided learning hours: 25

Unit summary

This unit will ensure that learners are able to explain customer service
standards to support staff and monitor customer service performance in
own area of responsibility.

Assessment requirements/evidence requirements

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

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

Assessment methodology

This unit is assessed using evidence from the workplace, ie observable
performance, physical products of work (such as reports, plans,

correspondence etc), witness testimony, discussion and questioning etc.

Simulation is not allowed.
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Further information

Our customer service numbers are:

BTEC and NVQ 0844 576 0026
GCSE 0844 576 0027
GCE 0844 576 0025
The Diploma 0844 576 0028

DiDA and other qualifications 844 576 0031
Calls may be recorded for training purposes.

Useful publications

Related information and publications include:

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

o functional skills publications — specifications, tutor support materials and
question papers

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

e the current Edexcel publications catalogue and update catalogue.

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

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

How to obtain National Occupational Standards

Information on the Management Standards NOS can now be obtained from
the pan-sector SSC:

The Council for Administration (CfA)
6 Graphite Square

Vauxhall Walk

London

SE11 5EE

Telephone: 020 7091 9620
Website: www.cfa.uk.com
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Professional development and training

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

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

e planning for the delivery of a new programme

e planning for assessment and grading

o developing effective assignments

e building your team and teamwork skills

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

e building effective and efficient quality assurance systems.

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

The training we provide:

e is active

e is designhed to be supportive and thought provoking
e builds on best practice

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

Key principles of quality assurance

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

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

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

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

Quality assurance processes

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

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

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

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

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

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

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

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

148
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Annexe C: Centre certification and registration

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

o direct centres to take actions
e limit or suspend certification
e suspend registration.

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

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

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

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

Edexcel’s policy on access arrangements and special considerations for
Edexcel qualifications aims to enhance access to the qualifications for
learners with disabilities and other difficulties (as defined by the 1995
Disability Discrimination Act and the amendments to the Act) without
compromising the assessment of skills, knowledge, understanding or
competence. Please refer to Access Arrangements and Special
Considerations for BTEC and Edexcel NVQ Qualifications for further details,
www.edexcel.com.
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Annexe D: Assessment requirements/strategy for
Management and Leadership

Management Standards Centre - MSC
Assessment Strategy for Management and Leadership

Scottish Vocational Qualifications (SVQs) and National Vocational
Qualifications (QCF) and Units

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 such 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 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 ie 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.

o keep themselves up-to-date with developments in management and
leadership practice;

e have a thorough understanding of the NOS for management and
leadership at the unit(s)/level(s) they are assessing or verifying.
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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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Annexe E: Additional requirement for qualifications
that use the term ‘NVQ’ in a QCF qualification title

Please go to www.ofqual.gov.uk to access the document '‘Operating rules for
using the term 'NVQ’ in a QCF qualification title’

4097seb081010S:\LT\PD\NVQ COMPETENCE\N025050 L3 NVQ CERT IN MANAGEMENT (QCF).DOC.1-160/1
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