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Section 1: SVQ 4 in Management at
SCQF Level 9

Introduction

This document contains information specific to the Edexcel SVQ 4 in Management at
SCQF Level 9.

National Occupational Standards and SVQs

The standards, Assessment Strategy and qualification structures for Team Leading
and Management are overseen by CfA. The SVQs have been developed from the
National Occupational Standards.

The Edexcel SVQ 4 in Management at SCQF Level 9 gives recognition of candidates’
skills, knowledge and understanding. It allows candidates to gain a qualification in
the workplace that relates to their job and promotes good working practice.

You can contact the Sector Skills Council (SSC) at:

CfA business skills @ work
6 Graphite Square, Vauxhall Walk, London SE11 5EE
Telephone: 0207 091 9620 Fax: 0207 091 7340

email: info@cfa.uk.com

SVQs are designed to be assessed in the workplace, or in conditions resembling the
workplace. However, simulation of real working practice is rarely permitted. Where
this is allowed it will be shown in the individual units, within the standards that are
in this logbook.

Simulation must be carried out in conditions resembling the workplace. These
conditions are described as being a ‘realistic working environment’ (RWE).

Which SVQs in Team Leading and Management are available?

The SVQs in Team Leading and Management are available as follows:
SVQ 2 in Team Leading at SCQF 5

SVQ 3 in Management at SCQF 7

SVQ 4 in Management at SCQF 9

SVQ 5 in Management at SCQF 11.

It is important that you select the most appropriate level related to your work role.

Who is this SVQ for?
The SVQ 4 in Management at SCQF Level 9

Candidates can expect to be middle managers and thus hold a more central
management role in an organisation. The four mandatory units develop skills in
innovation and process, operational plans, working relationships and health and
safety.
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What progression opportunity does this SVQ offer me?

Candidates may progress within their own employment, for example, to middle
management. They can also progress to:

o the Edexcel BTEC Level 5 Award/Certificate/Diploma in Management and
Leadership (QCF)

o the Edexcel BTEC Level 4 HNC Diploma and Level 5 HND Diploma in Business
(Management) (QCF)

e the Edexcel Level 7 BTEC Award/Certificate/Diploma/Extended Diploma in
Strategic Management and Leadership (QCF)

e the Edexcel SVQ 5 in Management.
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What is the structure of the SVQ 4 in Management at

SCQF Level 9?

To achieve the whole qualification at Level 4, you must prove competence in four
mandatory units and four optional units.

Mandatory units for the SVQ 4 in Management at SCQF Level 9

You must achieve all of the units listed below:

Unit Unit code Title Unit SCQF
number credit | level
1 B1 Develop and implement operational plans | 11 8
for your area of responsibility
2 Bé6 Provide leadership in your area of 9 8
responsibility
3 D2 Develop productive working relationships | 12 9
with colleagues and stakeholders
4 F3 Manage business processes 15 9
Optional units for the SVQ 4 in Management at SCQF Level 9
You must achieve four of the units listed below:
Unit Unit code Title Unit SCQF
number credit | level
5 A2 Manage your own resources and 8 7
professional development
6 A3 Develop your personal networks 10
7 B8 Ensure compliance with legal, regulatory, | 12 9
ethical and social requirements
8 B11 Promote equality of opportunity, 10 8
diversity and inclusion in your area of
responsibility
9 C2 Encourage innovation in your area of 12 9
responsibility
10 C4 Lead change 15 9
11 c5 Plan change 15 9
12 Cé6 Implement change 11 8
13 D3 Recruit, select and keep colleagues 12 9
14 Dé6 Allocate and monitor the progress and 14 7
quality of work in your area of
responsibility
15 D7 Provide learning opportunities for 11 8
colleagues
16 D9 Build and manage teams 8 7
17 D10 Reduce and manage conflict in your team | 5 7
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Unit Unit code Title Unit SCQF

number credit | level

18 D11 Lead meetings 4 7

19 D13 Support individuals to develop and 5 7
maintain their performance

20 D14 Initiate and follow disciplinary procedure | 6 6

21 D15 Initiate and follow grievance procedure 6 6

22 D16 Manage redundancies in your area of 5 7
responsibility

23 E2 Manage finance for your area of 14 8
responsibility

24 E3 Obtain additional finance for the 18 10
organisation

25 E6 Ensure health and safety requirements 11 7
are met in your area of responsibility

26 E8 Manage physical resources 8

27 E9 Manage the environmental impact of your | 4 8
work

28 E10 Take effective decisions 8

29 E12 Manage knowledge in your area of 9
responsibility

30 E14 Support team and virtual working N/A N/A

31 E15 Procure supplies 5 8

32 E16 Select suppliers through a tendering 6 9
process

33 E17 Outsource business processes 9

34 F1 Manage a project 11 8

35 F2 Manage a programme of complementary 12 10
projects

36 F4 Develop and implement marketing plans 5 9
for your area of responsibility

37 F9 Build your organisation’s understanding of | 12 9
its market and customers

38 F11 Manage the achievement of customer 9 9
satisfaction

39 F13 Manage quality systems 5 9

40 F14 Prepare for and participate in quality 6 8
audits

41 F15 Carry out quality audits 6 10
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Unit Unit code Title Unit SCQF
number credit | level
42 F16 Manage the development and marketing 9 10
of products/services in your area of
responsibility
43 F18 Prepare sales proposals and deliver sales | N/A N/A
presentations
44 F19 Sell products/services to customers N/A N/A
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Section 2: Examples of forms

Collecting your evidence

This section contains examples of the forms you, your assessor and the internal
verifier will use while you are undertaking your SVQ 4 in Management at
SCQF Level 9.

The forms are:

e Form 1: Portfolio title page

e Form 2: Personal profile

e Form 3: Contents checklist

e Form 4: Index of evidence

e Form 5: Unit assessment plan

e Form 6: Unit sign-off record

e Form 7: Work Log

e Form 8: Observation record

e Form 9: Witness testimony

e Form 10: Expert witness evidence record
e Form 11: Record of questions and candidate’s answers.

You should ask your assessor for further advice and support if you are still unsure
about how to use the forms and who should complete them.
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Example form 1 — Portfolio title page

Name:

Job title:

Name of employer/training provider/college:

Their address:

Telephone number (Home):

Email address:

SvQ:
Level:

Units submitted for assessment:

Mentor/Supervisor:

Postcode:
(Work):

Fax number:

(Please provide details of mentor’s/supervisor’s experience):

Assessor:

Date:
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Example form 2 — Personal profile

Name:
Address:

Postcode:
Telephone number (Home): (Work):
Email address: Fax number:

Job title:

Relevant experience

Description of your current job:

Previous work experience or attach copy of a current CV:

Qualifications and training and/or attach copy of a current CV:
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Voluntary work/interests:

Name of employer/training provider/college:

Address:

Postcode:
Telephone number (work): Fax number:

Email address:

Type of business, if employer:

Number of staff:

Structure of organisation (including chart or diagram if available):
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Example form 3 — Contents checklist

SvaQ title:
Candidate:

Completed?

Title page for the portfolio

Personal profile

e your own personal details
e a brief CV or career profile
e description of your job

¢ information about your employer/training
provider/college

Summary of the units

Completed units

e signed by yourself, your assessor and the internal
verifier (where relevant)

e reference numbers included

e unit assessment plans

Unit progress records

Index of evidence (with cross-referencing
information completed)

Evidence (with reference numbers)
e observation records
e details of witnesses (witness testimony sheets)

e personal statements

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 —
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Example form 4 — Index of evidence

SvQ title and level:

Candidate:
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Example form 5 — Unit assessment plan

svQ title:

Unit:

Candidate: Assessor:

Normal working activities performed

TYPICAL WORK AREA EXPECTED LINKS TO OTHER
EVIDENCE COMPLETION UNITS/ELEMENTS
DATE

Activities needing to be performed

Additional comments

Assessor’s signature: Date:
Candidate’s signature: Date:
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Example form 6 — Unit sign-off record

SVQ title and level:
Candidate:
Assessor:

To achieve the whole qualification, you must prove competence in Xxx mandatory units and
Xxx optional units.

Unit checklist: list here the units you will be undertaking, then circle the reference number
of each unit as you complete it.

Mandatory

Optional

Mandatory units

Unit number Title Assessor’s Date
signature

continued overleaf...
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Optional units

Unit number Title Assessor’s Date
signature
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Example form 7 — Work Log

SvQ title and level:
Unit/element(s):
Candidate:

Purpose of statement:

Evidence index number:

Date Evidence | Details of statement Links to Units,
index other elements
number evidence and PCs

(enter numbers) | covered

Candidate’s signature: Date:
Assessor’s signature: Date:
SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 21
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Example form 8 — Observation record
SvQ title and level:
Unit/element(s):

Candidate: Date of observation:

Evidence index number:

Skills/activities observed: PCs and range covered:

Knowledge and understanding apparent from this observation:

Other units/elements to which this evidence may contribute:

Assessor comments and feedback to candidate:

| can confirm the candidate’s performance was satisfactory.
Assessor’s signature:

Candidate’s signature:

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 —
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Example form 9 — Witness testimony

SvQ title and level:
Candidate name:
Evidence index number:

Where applicable, evidence number to which this testimony relates:

Unit:

Element(s):

Range:

Date of evidence:

Witness name:
Relationship to candidate:

Details of testimony:

| can confirm the candidate’s evidence is authentic and accurate.
Witness signature:
Name: Date:

Contact telephone number:

Please tick (v ) the appropriate box.
QUALIFIED AS AN ASSESSOR FOR WORKPLACE PERFORMANCE

FAMILIAR WITH THE SVQ STANDARDS TO WHICH THE CANDIDATE IS WORKING
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Example form 10 — Expert witness evidence record

SvQ title and level:
Candidate name:
Evidence index number:

Where applicable, evidence number to which this testimony relates:

Unit:

Element(s):

Date of evidence:

Expert witness name:
Relationship to candidate:

Details of testimony:

| can confirm the candidate’s evidence is authentic and accurate.
Expert witness signature:
Name: Date:

Contact telephone number:

Please tick (v ) the appropriate box.
QUALIFIED AS AN ASSESSOR FOR WORKPLACE PERFORMANCE

RELEVANT PROFESSIONAL WORK ROLE THAT INVOLVES EVALUATING EVERYDAY STAFF
PRACTICE

CURRENT EXPERTISE

FAMILIAR WITH THE SVQ STANDARDS TO WHICH THE CANDIDATE IS WORKING
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Example form 11 — Record of questions and candidate’s answers

SVQ title and level:

Candidate name:

Unit: Element(s):
Evidence index number:

Circumstances of assessment:

List of questions and candidate’s responses:

Q:

Assessor’s signature: Date:

Candidate’s signature: Date:
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Unit 1: Develop and implement
operational plans for your area of

responsibility
Unit code: B1
Unit credit: 11
Unit level: 8

Introduction

What this unit is about

Every organisation should have an overall strategic business plan and each identified
area of responsibility should also have an operational plan that will contribute to
achieving the objectives set out in the strategic business plan.

The ‘area of responsibility’ may be, for example, a branch or department or
functional area or an operating site within an organisation.

Who is the unit for?

The unit is recommended for middle managers.

Links to other units

This unit is linked to units B6: Provide leadership in your area of responsibility, D6:
Allocate and monitor the progress and quality of work in your area of
responsibility, E2: Manage finance for your area of responsibility and F3: Manage
business processes in the overall suite of National Occupational Standards for
Management and Leadership.

Skills

Listed below are the main generic ‘skills’ that need to be applied in developing and
implementing operational plans for your area of responsibility. These skills are
explicit/implicit in the detailed content of the unit and are listed here as additional
information.

¢ Planning

¢ Risk management
o Delegating

¢ Networking

¢ Involving others
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Innovating

Consulting

Communicating
Influencing and persuading
Monitoring

Evaluating

Setting objectives

Building consensus
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Unit 2: Provide leadership in your area of

responsibility
Unit code: B6
Unit credit: 9
Unit level: 8

Introduction

What this unit is about

The unit is about providing direction to people in a clearly and formally defined area
or part of an organisation and motivating and supporting them to achieve the vision
and objectives for the area.

The ‘area of responsibility’ may be, for example, a branch or department or
functional area or an operating site within an organisation.

Who is the unit for?

The unit is recommended for first line managers and middle managers.

Links to other units

This unit is linked to all other units in the overall suite of National Occupational
Standards for Management and Leadership where leadership in your area of
responsibility may be required.

Skills

Listed below are the main generic ‘skills’ that need to be applied in providing
leadership in your area of responsibility. These skills are explicit/implicit in the
detailed content of the unit and are listed here as additional information.

e Communicating

e Influencing and persuading
e Leading by example

e Motivating

e Consulting

¢ Planning

e Setting objectives

e Providing feedback

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 49
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Coaching
Mentoring
Empowering
Learning

Following

Managing conflict
Obtaining feedback
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Unit 3: Develop productive working
relationships with colleagues and

stakeholders
Unit code: D2
Unit credit: 12
Unit level: 9

Introduction

What this unit is about

This unit is about developing productive working relationships with colleagues, within
your own organisation and within other organisations with which your organisation
works, and with identified stakeholders.

It involves being aware of the roles, responsibilities, interests and concerns of
colleagues and stakeholders and working with and supporting them in various ways.
The need to monitor and review the effectiveness of working relationships with
colleagues and stakeholders is also a key requirement of this unit.

‘Colleagues’ are any people you are expected to work with, whether they are at a
similar position or in other positions in terms of level of responsibility, including your
manager.

For the purposes of this unit, ‘stakeholder’ refers to individuals or organisations that
have a material, legal or political interest in or who may be affected by the activities
and performance of your organisation.

Who is the unit for?

The unit is recommended for middle managers and senior managers.

Links to other units

This unit is closely linked to units A3: Develop your personal networks, B2: Map the
environment in which your organisation operates, D1: Develop productive
working relationships with colleagues, D6: Allocate and monitor the progress and
quality of work in your area of responsibility and E14: Support team and virtual
working in the overall suite of National Occupational Standards for Management and
Leadership.

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 63
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Skills

Listed below are the main generic ‘skills’ that need to be applied in developing
productive working relationships with colleagues and stakeholders. These skills are
explicit/implicit in the detailed content of the unit and are listed here as additional
information.

64

Balancing competing needs and interest

Communicating
Consulting
Empathising
Information management
Leadership

Managing conflict
Monitoring

Networking

Obtaining feedback
Presenting information
Prioritising

Providing feedback
Problem-solving
Reviewing

Valuing and supporting others

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 —
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Unit 4: Manage business processes
Unit code: F3

Unit credit: 15
Unit level: 9
Introduction

What this unit is about

This unit is about managing business processes to make sure the organisation delivers
outputs that meet customers’ needs and stakeholders’ needs, and organisational and
legal requirements.

Who is the unit for?

The unit is recommended for middle managers.

Links to other units

This unit is linked to unit B1: Develop and implement operational plans for your
area of responsibility and E17: Outsource business processes in the overall suite of
National Occupational Standards for Management and Leadership.

Skills

Listed below are the main generic ‘skills’ that need to be applied in managing
business processes. These skills are explicit/implicit in the detailed content of the
unit and are listed here as additional information.

e Communicating

¢ Information management
e Analysing

e Assessing

¢ Presenting information
¢ Influencing

e Persuading

¢ Negotiating

¢ Problem-solving

e Prioritising

e Thinking systematically
e Thinking creatively

e Reviewing
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Unit 5: Manage your own resources and
professional development

Unit code: A2
Unit credit: 8
Unit level: 7
Introduction

What this unit is about

This unit is about managing your personal resources (particularly knowledge,
understanding, skills, experience and time) and your professional development in
order to achieve your work objectives and your career and personal goals.

You need to understand your work role and how it fits into the overall vision and
objectives of the organisation whilst also understanding what is driving you in terms
of your values and your career and wider personal aspirations.

Identifying and addressing gaps in your skills and knowledge and understanding is an
essential aspect of this unit.

Who is the unit for?

The unit is recommended for first line managers, middle managers and senior
managers.

Links to other units

This unit is linked to units A1:Manage your own resources and A3: Develop your
personal networks in the overall suite of National Occupational Standards for
Management and Leadership.

If your organisation is a small firm, you should look at unit A3: Check your own skills,
which has been developed by the Small Firms Enterprise and Development Initiative
(SFEDI) specifically for small firms and which may be more suitable to your needs.
You can obtain information on the unit from SFEDI on tel. 0114 241 2155 or at the
SFEDI website (www.sfedi.co.uk).
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Skills

Listed below are the main generic ‘skills’ that need to be applied in managing your
own resources and professional development. These skills are explicit/implicit in the
detailed content of the unit and are listed here as additional information.

94

Setting objectives
Evaluating
Planning

Learning

Reviewing
Communicating
Self-assessment
Time management
Stress management
Obtaining feedback
Reflecting

Prioritising
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Unit 6: Develop your personal networks
Unit code: A3

Unit credit: 10
Unit level: 9
Introduction

What this unit is about

This unit is about developing your personal networks to support both your current
and future work.

Your personal networks may include people in your own organisation, people you
meet from other organisations and people you are in contact with over the phone or
the Internet.

Developing personal networks is based on the principles of reciprocity (exchanging
things with others for mutual benefit) and confidentiality. People only want to
network if there are mutual benefits from exchanging information and other
resources. There must also be clearly agreed boundaries of confidentiality - certain
information and resources may not be exchanged because they are confidential.

Who is the unit for?

The unit is recommended for middle managers and senior managers.

Links to other units

This unit is linked to units A2: Manage your own resources and professional
development and D2: Develop productive working relationships with colleagues
and stakeholders in the overall suite of National Occupational Standards for
Management and Leadership.

If your organisation is a small firm, you should look at unit A3: Check your own skills,
which has been developed by the Small Firms Enterprise and Development Initiative
(SFEDI) specifically for small firms and which may be more suitable to your needs.
You can obtain information on the unit from SFEDI on tel. 0114 241 2155 or at the
SFEDI website (www.sfedi.co.uk).

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 107
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Skills

Listed below are the main generic ‘skills’ that need to be applied in developing your
personal networks. These skills are explicit/implicit in the detailed content of the
unit and are listed here as additional information.

108

Communicating

Setting objectives
Questioning

Time management
Information management
Presenting information
Influencing and persuading
Reflecting

Learning

Evaluating

Risk management
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Unit 7: Ensure compliance with legal,
regulatory, ethical and social

requirements
Unit code: B8
Unit credit: 12
Unit level: 9

Introduction

What this unit is about

Organisations must show that they act responsibly in relation to their staff,
customers, investors and the communities in which they work. All types of
organisations must obey the law in key areas such as health and safety, employment,
finance and company law. Many organisations also have to work within specific
regulations for their industry and ethical frameworks. Organisations which want to
maintain a good reputation also have to take account of the views of people in their
communities on a whole range of issues such as the environment and other ways in
which the organisation affects people’s quality of life.

Who is the unit for?

The unit is recommended for middle managers and senior managers.

Links to other units

This unit is linked to all other units in the overall suite of National Occupational
Standards for Management and Leadership where compliance with legal, regulatory,
ethical and social requirements is a possible requirement.

Skills

Listed below are the main generic ‘skills’ that need to be applied in ensuring
compliance with legal, regulatory, ethical and social requirements. These skills are
explicit/ implicit in the detailed content of the unit and are listed here as additional
information.

¢ Information management
e Communicating

¢ Involving others

e Analysing

e Monitoring

e Assessing

e Motivating

e Decision-making
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Reporting

Risk management

Valuing and supporting others
Presenting information

Leadership
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Unit 8: Promote equality of opportunity,
diversity and inclusion in your
area of responsibility

Unit code B11
Unit credit 10
Unit level 8
Introduction

What this unit is about

This unit is about actively promoting equality of opportunity, diversity and inclusion
in your area of responsibility. It is intended to go beyond compliance with equality
legislation and move towards a situation where there is awareness in your area of
and active commitment to the need to ensure equality of opportunity and the
benefits of diversity and inclusion.

The ‘area of responsibility’ may be, for example, a branch or department or
functional area or an operating site within an organisation.

Who is the unit for?

The unit is recommended for first line managers and middle managers.

Links to other units

This unit links to a number of units in the overall suite of National Occupational
Standards for Management and Leadership which involve managing or working with
people.

Skills

Listed below are the main generic ‘skills’ that need to be applied in promoting
equality of opportunity, diversity and inclusion in your area of responsibility. These
skills are explicit/implicit in the detailed content of the unit and are listed here as
additional information.

¢ Communicating

e Leadership

e Motivating

e Monitoring

¢ Information management

e Evaluating

¢ Valuing and supporting others

e Consulting

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 135
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e Balancing competing needs and interests
¢ Influencing and persuading

e Reporting

e Decision-making

e Reviewing

¢ Risk management

136 SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 —
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Unit 9: Encourage innovation in your
area of responsibility

Unit code: C2
Unit credit: 12
Unit level: 9
Introduction

What this unit is about

This unit is about encouraging and supporting the identification and practical
implementation of ideas in your area of responsibility. The initial ideas will primarily
come from people who work in your area of responsibility, including yourself, and
will focus on.

¢ new products and/or services
¢ improvements to existing products and/or services

e improvements to existing practices, procedures, systems, ways of working, etc
within the team or those of the wider organisation or customers or suppliers.

The ‘area of responsibility’ may be, for example, a branch or department or
functional area or an operating site within an organisation.

Who is the unit for?

The unit is recommended for first line managers and middle managers.

Links to other units

This unit is linked to units B6: Provide leadership in your area of responsibility,
C1: Encourage innovation in your team and C3: Encourage innovation in your
organisation in the overall suite of National Occupational Standards for Management
and Leadership.
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Skills

Listed below are the main generic ‘skills’ that need to be applied in encouraging
innovation in your area of responsibility. These skills are explicit/implicit in the
detailed content of the unit and are listed here as additional information.

152

Communicating
Leadership
Problem-solving

Thinking creatively
Learning

Motivating

Reviewing

Inspiring

Analysing
Decision-making
Providing feedback
Information management
Involving others

Valuing and supporting others

Risk management

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 —

Issue 1 — January 2012 © Pearson Education Limited 2012



€al

7107 Pa1lwl] uoljesnp3 uosiesad @ 7107 Arenuer — | anss)
— 619497 4DDS 38 JUaWIBRURY UL § DAS 199%3P3 — 400q507 93ePIpURD) — L9Z6ZOAS

*ssaJgo.ud
J0 Buryiodal ay3 pue ysui 9)1qeidadde Jo 19A) Y3 S92IN0SaJ JO 3sSh ay] J0j sio3aweled 10 saul9pLng
8u1139s SulpN)dUL Pa31sa) pue pado)aAap Jayliny 9q ued Seapl Jeliiul Ydiym uL sAem jo aguel ay|

*pJemuo) uayel 8ulaq jou aJe seapl Jejndiyded Aym suosead sulpiaoad Sulpnydul Juswdo)aAap
J9ylJanj J0j Seapl jeljtut ul3d9)9s 10} spoyiaw uado pue Jie) ajelado pue ysijqeiss 03 MOH

*S|eNpLALPUL pue SWea) 0] SLeapL U0 ¥Ieqpad) SAL1DNIISUOD dpilroid 03 MOH
*$s9204d uolrjeAouul ayj ul sagels Aay
*$$920.1d 9AL13eaID Y] UL saBe]s AdYy

‘paAoWa.
3q ued A3yl MOy ‘0s JI ‘pue J3y3aym pue uoljeAouul pue AJLAI3RaID 0} S3)0R)sqo jelualod ay]

ALgisuodsal Jo eaue
JNOA $SOJDe UOoLIedLUNWWOD 95RIN0JUS 03 MOY PUB UOLJRAOUUL UL UOLIRIIUNWWOD 40 ddueliodwl ay|

*SjUSWaA0IdWL pue S9JIAISS JO/puUe S310Nposd Mau Jo) SeaplL JO S921N0S Jerjualod JuaIaip Syl
*seapl dojaAap pue 93eiauss 03 9)doad SulieAljow J0) SPOYISaW Juaiajip Ajdde pue 309195 03 MOH

*PaAOWAJ 3Q 0] Paau Jey) uoljeAouul
03 S3)0e35qO AUk pue passaippe aq 03 pasu Jey) sassauyeam Aue ‘uodn 3)ing aq ued Jeyy syisuals
Aue Suipnjout ‘eade Jejndtlied e ul uoljeAouul JO 19A3) pue 03 yoeoadde jualind ayy Aj13uspl 03 MOH

‘uoljeAouul pue AJIALI3RSID US3MIS] 3DUISLP aY L

"S19p|oyayels Jaylo pue SIaWOo3snd ‘uoljesiuesio ayy 03 UOLjeAOUUL JO S3LJaUaq syl

[4%

L
ol

[A
I

Sulpuejsiapun pue a5pajmouy jelauan

93eqg

SDUDPIND
Jo adA}

Buipuejs.iapun pue abpajmou)

‘pJepuels Yoea 1o} SuLpueISISpuUN pue 35paJMoUy JNOA 91eIISUOWSP 03 SDUSPLIAS JUSLILLINS DALS ISNW NOA JLUN SLYY SALYDR O]

pue3lSIapuUNn pue Mouy 3snw noA jJeym




7107 Pa1lwi] uoljesnpl uosiesd @ 710z Aenuer — | anss|
— 619497 4DDS 38 JUSaWIBRURK UL § DAS 199%X3P3 — 400q507 93ePIpURD) — L9Z6TOAS ¥l

*A11gisuodsal Jo eade UINOA UL UOLJRAOUUL JO 19A9) pue 03 Yoeoudde ay] ¢

‘uoljeAoUUL J0J ‘auo sey 1l JI ‘ASajeJ]s S, uoljesiuesio JINoA |

Sulpuejsiapun pue agpajmouy d1y1ads-3xa3uo0)

"$10123s paje)ad UL pue (s)J10323s ay3 ul syuawdo)aAsp
1e583) pue JRIUSWIUOIIAUS “edL50)10uyda] ‘|eLdos ‘olwouoda ‘jedttjod SuitSiawa pue Jualin) €

*(5)403123S INOA UL UOIIRAOUUL UO S324N0S UOLIRWIOU| 7

*SHJOM UOLeSLURSIO INOA UDLYM UL (S)403D9s 9yl |

Suipuejsiapun pue agpajmouy di1ydads-10339s/A13snpuj

*pajuswaldwl A)ngssaddns
u93q 9AeY Jey) Seapl Jo $19d0)9ASpP /SI03RULSLIO SY] JO SJUSWSASLYDR SY) 3SIUS0I34 0} MOH (T

"S9YRISIW WOJ} Ulea) 03 MOH 61

"uotjeAouUl
pue A3lA13ea4D 110ddns 03 asn 9A13034)3 18] 2JNSUS pue S32IN0SaJ )qeuteisns AJ1juspl 01 MOH gl

awly AjJejnoiied ‘uolyeaouul pue A3lAL3Ra4D J0) palinbal sa2unosal ayl /|
"SI3UJ0 pue }J}asinoA ul A11AL1ealD YD0)un 01 MOH 9|
"33y} aslugodal 03 moy pue a)doad aAljeald Jo sa1duaadwod/sytely/solIstaloeleyd ayl G|

*SIy3 Sulop ul siayjo yoddns
0} MOY pue eapl ue jo uorjejuswajdwi jedtydeld ayj Joy sued pue ased ssauisng e dojoASp 03 MOH |

*uoljeAOUUL UL YSLI 9FeuewWw pue 3SLUS0da1 03 MOH €|

Sulpuejsiapun pue a5pajmouy jelauan

SDUDPIND
ajeq Jo adA} Buipuejs.iapun pue abpajmou)




GGl

7107 Pa1lwl] uoljesnp3 uosiesad @ 7107 Arenuer — | anss)
— 619497 4DDS 38 JUaWIBRURY UL § DAS 199%3P3 — 400q507 93ePIpURD) — L9Z6ZOAS

*$JaWO03SND INOA JO spasu ay|
*fAyLio0y3ne UnoA Jo syw) ayl

*seapl sunjuawa)dwi pue Suldo)9A9p 104 S2INpad0Jd pue SaULpPLNG Jeuol}esLuesIO

M X N o

*24N3)ND S,uol3esIueSIO INOA UL UoljeAouUL JO 3104 3y |

Suipuejsiapun pue 98pajmouy d1j109ds-1xa3uo0)

a1eq

SDUDPIND
Jo adA}

Buipuejs.iapun pue abpajmou)




7107 pa3lwi uolyesnpy uosiesad @ 10z Atenuer — | anss)

— 619497 4DDS 18 JusWaBeURW UL § DAS 199%9Pp3 — %00qS07 91EPIPURD) — L9BEZOAS 961
ADILVYLS
DONINYVIT YOIYd 40 NOILINDOD3Y 40 IDN3AIAT = dY ANAWSSASSY JHL A9 AILLIWYAd FYTHM ‘NOLLYTINWIS WO¥d IWODLNO = S
ANOWILS3IL SSANLIM Ld43dX3 = Md3 SINNODDV JAILDIT4IY YO/ANV SLNIWILVLS TVNOSHId = VY
ANOWILSIL SSANLIM/SLINIWALVLS JILNIHLAV = I M WAYOM S, UINYVIT IHL 40 S1ONA0YUd = d Z<<D“._>nw_.w
S31ANLS ASYI/LDAr0Ud ‘INIWNDISSY = Y ONINOILSIND NALLIIM YO TVIO WOY4 SIWODLNO = YBO
d0OSS3ASSY
NOISSNISIA TVNOISS340dd = dd UIFHL A9 IDNVYWHOHYId S, 43INYVIT FHL 40 NOILVAYISEO 1DNId =0

:(a1qeoyjdde 1) s5uSplAS JeUOLIPPY




7107 pa)wi] uolesnp3 uosiead @ 710z Arenuer — | anss|

/Gl — 619437 4DDS 38 JudWaBRURW UL § DAS 199%3Pp3 — 400q507 a3epIpURD) — L9EZOAS
:91e( :(91qeondde j1) JaLiLIaA JRUIDIUL SULUSLSI9IUNOYD)
:9leq :9JNJeusLs JSLJLIDA Jeulalu|

“UOLIRDLJLIDA 1RUIIX3 10} pajuasald aq Aew pue jiun siy3 J0) patjioads spiepuels ay3y s39aWl YIom pajduwies s,a3epLpued ay3 Jeyy WILuod |

:91e(Q :(91qeondde j1) aunjeuslts Jossasse uLuslsIalunod)

:91e(Q :2Jnjeusis J0SSassy

"J1UN Sy} Jo syuawalinbal ay3 11e paAalyde sey ajepipued ay3 eyl WILJUOD |

:91eQ :aJnjeusis ajepipue)

‘spJepuels jeuolyedndd( jeuotieN ay3 40 sjuawalinbal ay3 s39awW pue JoM UMO Aw SI JLUM SLYY UL P)LR1Sp 9JUSPIAS 33 Jey3 WLILIUOD |



7107 Pa1lwi] uoljesnpl uosiesd @ 710z Aenuer — | anss|
— 619497 4DDS 38 JUSaWIBRURK UL § DAS 199%X3P3 — 400q507 93ePIpURD) — L9Z6TOAS

8G1

*$910r15qo

paLjlausapl Aue saaowsal 0} djay pue seapl Jo 3ullsa) pue

jJuswdolaAap J3ay3liny 3Y3 UL pagesua swea) pue sjenplAlpul
01 $924n0SaJ pue jusawasdelnodus ‘}ioddns Sulo8uo aplAOld 9

"swieay Jo sjenplAlpul Aq paisal pue pado)aAap Jayliny
3Q uUed Sseapl palda)as YoIym ul shem aauSe pue ssndsiq G

“Juswdo)arap
J9y1Jinj Joj Seapl jeljiul Sul3d9)as pue SULI9PLSUOD
Joj poyjaw uado pue Jiey e ajesado pue ysijqeisy i

")2eqpPaa} SAI3ONIISUOD apiAaoid pue swea)
J0 SjenplALpuL WoJ) seapl 03 Ajjeotjselsnyjua puodsay ¢

‘uorjewojut styy jo sutrieys

93 95eIN0DUS pue Seapl JO $92IN0S jerualod Jaylo pue

sjuswaAoidwl pue S3I1AISS 10/ pue s3onpold Mau Jo) seaplt
Aj13uaplt 0} eate unoA ul Suppiom a1doad sy |je ajeAnow 7

*A11)1q1suodsal Jo eade UNOA ULYILM UOLIBAOUUL JO 19A9)
pue 03 yoeoudde oyy MalAal ‘Ajedtporiad ‘pue Ajlausp| |

:3snw noA pJepue]ls jeuolljeu ayj oW O]

a1eq

CRITEYEYEN
oljojyiod

DUIPIAD
Jo adA}

a1eq

ERITEYEYEN
oljojliod

DUDBPIAD
Jo adA}

eLI9}11D 9dUeW.I0IDd

‘pJepue)s yoea 1oj 95ua32dwod IN0A 9)LIISUOWSP 03 SDUSPIAS JUSLDLLINS SALS ISNW NOA JLUN SIY) SASLYDR O

op 3Ishw NoA jJeym

Ajiqisuodsad Jo eaue JnOA Ul uolyeAouutl ageanodul (7)) 6 IuUn




65G1

7107 Pa1lwl] uoljesnp3 uosiesad @ 7107 Arenuer — | anss)
— 619497 4DDS 38 JUaWIBRURY UL § DAS 199%3P3 — 400q507 93ePIpURD) — L9Z6ZOAS

"JUSWISASLYDR 113y} 10}
uoL3LlUS0Da. aALadal pajuawaidwt A)Jnyssaddns ale Yolym
seapl Aue jo s12dojaAap pue siojeulSLIo ay) Jeyy ainsul

4%

"SOYRISIW WOJ) Uled)
pue ayew 03 pue uotyeAouul Suinsind ul sysL 9)qeidadde
9ye] 0] BaJe UNOA UL SWea) pue SjenplALpul 35einoduy

L

*AyLqisuodsal
J0 eaJe unoA ul 91doad 1ay3o Jo AJlALleald oY) dojaAap
pue 95eInodud pue 31doad SA11eaID 129195 pue }NJIDDY

ol

"suOLSIDap pue ssaJgoad aiedunwiwod pue uolyesiuesio ayy
uL 91doad 1ay10 03 eale UNOA WOl sWea) pue sjenplAlpul
Aq pa3ytwgns seapl Joj sue)d pue sased ssauisng uordwey)

*ssa1go4d uayy

M3IASI pue JOoJLUOW pue 0s op 0} AjLioyine ay3 sAeYy noA
USYM ‘s924nosad padinbau pue sysi ‘siLyauaq patjlauspl ayl
uo paseq ‘seapl Jo uollejuswsaldwl jedydeld ayl sAaouddy

*seapl Jo yloddns ul sueyd pue sased ssaulsng

suintwgns pue dn guimeap ut djay sutpiaoad ‘pajuswaidwit
Aneor1oeuad aq pinod ydlym seapt asoyy ‘sweal

pue S]enpIALPUL JURAIDJ SY3 YIM UOLSSNISIP UL ‘AJL3usp|

L

:3SNW NOA pJepuels jeuolleu ayj 319w o]

ajeq

CRITEYEIEN
oljoj310d

DUIPIND
Jo adA}

aieq

CRITEYETEN]
oljoj310d

SDUDPIND
Jo adAL

e1193140 dduew.i041dd




7107 pa3lwi uolyesnpy uosiesad @ 10z Atenuer — | anss)

— 619497 4DDS 18 JusWaBeURW UL § DAS 199%9Pp3 — %00qS07 91EPIPURD) — L9BEZOAS 091
ADILVYLS
DONINYVIT YOIYd 40 NOILINDOD3Y 40 IDN3AIAT = dY ANAWSSASSY JHL A9 AILLIWYAd FYTHM ‘NOLLYTINWIS WO¥d IWODLNO = S
ANOWILS3IL SSANLIM Ld43dX3 = Md3 SINNODDV JAILDIT4IY YO/ANV SLNIWILVLS TVNOSHId = VY
ANOWILSIL SSANLIM/SLINIWALVLS JILNIHLAV = I M WAYOM S, UINYVIT IHL 40 S1ONA0YUd = d Z<<D“._>nw_.w
S31ANLS ASYI/LDAr0Ud ‘INIWNDISSY = Y ONINOILSIND NALLIIM YO TVIO WOY4 SIWODLNO = YBO
d0OSS3ASSY
NOISSNISIA TVNOISS340dd = dd UIFHL A9 IDNVYWHOHYId S, 43INYVIT FHL 40 NOILVAYISEO 1DNId =0

:(3)1qeoydde j1) 35USplAS JeUOLIPPY




7107 pa)wi] uolesnp3 uosiead @ 710z Arenuer — | anss|

191 — 619437 4DDS 38 JudWaBRURW UL § DAS 199%3Pp3 — 400q507 a3epIpURD) — L9EZOAS
:91e( :(91qeondde j1) JaLiLIaA JRUIDIUL SULUSLSI9IUNOYD)
:9leq :9JNJeusLs JSLJLIDA Jeulalu|

“UOLIRDLJLIDA 1RUIIX3 10} pajuasald aq Aew pue jiun siy3 J0) patjioads spiepuels ay3y s39aWl YIom pajduwies s,a3epLpued ay3 Jeyy WILuod |

:91e(Q :(91qeondde j1) aunjeuslts Jossasse uLuslsIalunod)

:91e(Q :2Jnjeusis J0SSassy

"J1UN Sy} Jo syuawalinbal ay3 11e paAalyde sey ajepipued ay3 eyl WILJUOD |

:91eQ :aJnjeusis ajepipue)

‘spJepuels jeuolyedndd( jeuotieN ay3 40 sjuawalinbal ay3 s39awW pue JoM UMO Aw SI JLUM SLYY UL P)LR1Sp 9JUSPIAS 33 Jey3 WLILIUOD |



7107 Pa1lwi] uoljesnpl uosiesd @ 710z Aenuer — | anss|
— 619497 4DDS 38 JUSaWIBRURK UL § DAS 199%X3P3 — 400q507 93ePIpURD) — L9Z6TOAS 791

*fAyLioyane UnoA Jo sjiwi) 9yl ULYIM 30 NOA 6

*S9ALIRUIDY R 19)19] Y99S pue
onb snjeis ay3 asuayeyd A)9AL3DNIISUOD NOA  §

*SYSLJ Bulye} woJ) astie Aew
Jey3 s3iyauaq ayj Jsulese SysLl aduejeq NOA  /

*s13430 1Joddns 03 a)gejleAe awiLy ayew NoA 9

*S1e0S UOWIWOD dA3LYDR
0] yJom Sutuordweyd ‘siaylo aiidsut noA G

*Buljew-uoLsIIap ul
Aoua)sisuod pue ssaulte) ‘A1L18a3UL MOYS NOA  #

*Ajsnowouolne suoLsLI9p
aye) 03 s49y3lo 14oddns pue a8einodus NOA €

*sallljiqe J1ay3 Jo asn 1s9q 9yl
yew 01 s1ay3lo oddns pue ageinodua NopA 7

"sJaLiieq
3WO0243A0 0] SAem jediyoeld putj nop |

-pJepue]s jeuolljeu o] oW O]

CRITENETE)Y| DJUDPIND CRITENETE)T] 9DUDPIND
ajeq o1]0jJ310d Jo adA] | ?ajeq oljojyi0d Jo adA} sinoineyag

‘pJepue)s yoea 1oj 95ua32dwod IN0A 9)LIISUOWSP 03 SDUSPIAS JUSLDLLINS SALS ISNW NOA JLUN SIY) SASLYDR O

op 3Ishw NoA jJeym

Ajiqisuodsad Jo eaue JnOA Ul uolyeAouutl ageanodul (7)) 6 IuUn




€91

ONINYVIT YOIdd 40 NOILINDOD3YH 40 ION3AIAT = 7Y
ANOWILS3L SSANLIM L¥3dXd = Md3
ANOWILS3L SSANLIM/SLINIWALVLS DILNIHLNVY = | M

S31ANLS 3SYD/133rodd ‘LNAWNDISSY =

NOISSNDSIA TVNOISS340dd = dd

7107 Pa1lwl] uoljesnp3 uosiesad @ 7107 Arenuer — | anss)
— 619497 4DDS 38 JUaWIBRURY UL § DAS 199%3P3 — 400q507 93ePIpURD) — L9Z6ZOAS

AD31VilS
AINIWSSISSY FHL A9 ILLIWYId FYIHM ‘NOILVINWIS WOY¥4 JWODLNO = §

SINNO0DJV JAILDTT43Y HO/ANY SINIWILYLS TYNOSYId = VY
YHOM S, ¥INYVI1 FHL 40 SLONAOYd = d AN
NWN10)

ONINOILSIND NILLINM ¥O TVHO WO¥4 SIWOILNO = YBD

YOSSIASSY
YIFHL A9 IDNVWHOAY3d S, ¥INYVIT JHL 40 NOILVAYISEO 1O = O

:(3)1qeoydde j1) 35USplAS JeUOLIPPY




7107 pa3lwi uolyesnpy uosiesad @ 10z Atenuer — | anss)

— 619437 4DDS 38 JusWaBRURW UL § DAS 199%3Pp3 — 400q507 93epIpURD) — L9EZOAS v9l
:91e( :(91qeondde j1) JaLiLIaA JRUIDIUL SULUSLSI9IUNOYD)
:9leq :9JNJeusLs JSLJLIDA Jeulalu|

“UOLIRDLJLIDA 1RUIIX3 10} pajuasald aq Aew pue jiun siy3 J0) patjioads spiepuels ay3y s39aWl YIom pajduwies s,a3epLpued ay3 Jeyy WILuod |

:91e(Q :(91qeondde j1) aunjeuslts Jossasse uLuslsIalunod)

:91e(Q :2Jnjeusis J0SSassy

"J1UN Sy} Jo syuawalinbal ay3 11e paAalyde sey ajepipued ay3 eyl WILJUOD |

:91eQ :aJnjeusis ajepipue)

‘spJepuels jeuolyedndd( jeuotieN ay3 40 sjuawalinbal ay3 s39awW pue JoM UMO Aw SI JLUM SLYY UL P)LR1Sp 9JUSPIAS 33 Jey3 WLILIUOD |



Unit 10: Lead change

Unit code: Cc4
Unit credit: 15
Unit level: 9
Introduction

What this unit is about

Change, in its various forms, is happening more often within organisations. The
driving force for change may be external or internal to the organisation or a mixture
of both. It may be a reaction to events or an attempt to improve the organisation for
the future including its growth as a business.

This unit reflects the need, in many situations, for someone to take control and
provide a lead within the overall organisation or part of an organisation for a specific
change or a wider programme of change.

It involves selling the vision in terms of what the change is aiming to achieve and
supporting the people involved in the practicalities of making the vision a reality.

Who is the unit for?

The unit is recommended for middle managers and senior managers.

Links to other units

This unit is closely linked to units B6: Provide leadership in your area of
responsibility, B7: Provide leadership for your organisation, B9: Develop the
culture of your organisation, C5: Plan change and Cé6: Implement change in the
overall suite of National Occupational Standards for Management and Leadership.

Skills

Listed below are the main generic ‘skills’ that need to be applied in leading change.
These skills are explicit/implicit in the detailed content of the unit and are listed
here as additional information.

e Leadership

e Communicating
e Decision-making
e Motivating

e Delegating

¢ Negotiating

e Influencing
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¢ Problem-solving
¢ Valuing and supporting others
e Setting objectives

e Prioritising
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Unit 11: Plan change

Unit code: C5
Unit credit: 15
Unit level: 9
Introduction

What this unit is about

This unit is about the planning that is needed to make a specific change or put into
practice a programme of change. It involves developing a strategy to make the
change that is needed, taking note of barriers, risks and the need to put appropriate
monitoring and communication systems in place.

Who is the unit for?

The unit is recommended for first line managers, middle managers and senior
managers.

Links to other units

This unit is closely linked to units B6: Provide leadership in your area of
responsibility, B7: Provide leadership for your organisation, B9: Develop the
culture of your organisation, C4: Lead change and Cé6: Implement change in the
overall suite of National Occupational Standards for Management and Leadership.

Skills

Listed below are the main generic ‘skills’ that need to be applied in planning change.
These skills are explicit/ implicit in the detailed content of the unit and are listed
here as additional information.

¢ Communicating

¢ Planning

e Analysing

e Team-building

¢ Negotiating

¢ Obtaining feedback
¢ Influencing

¢ Problem-solving

e Monitoring

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 177
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¢ Risk management
¢ Contingency planning
¢ Information management

¢ Decision-making

178 SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 —
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Unit 12: Implement change

Unit code: (o)
Unit credit: 11
Unit level: 8
Introduction

What this unit is about

This unit is about putting into practice the strategy and associated plans for a
specific change or programme of change. This involves putting in place the necessary
resources and supporting systems, including monitoring and communications, to turn
the ‘vision’ into a practical reality.

Who is the unit for?

The unit is recommended for people in first line, middle and senior management and
leadership roles.

Links to other units

This unit is closely linked to B6: Provide leadership in your area of responsibility,
B7: Provide leadership for your organisation, C4: Lead change and C5: Plan
change in the overall suite of National Occupational Standards for Management and
Leadership.

Skills

Listed below are the main generic ‘skills’ that need to be applied in implementing
change. These skills are explicit/implicit in the detailed content of the unit and are
listed here as additional information.

¢ Communicating

e Delegation

¢ Negotiating

e Influencing

e Managing conflict
e Problem-solving

e Stress management
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¢ Planning

o Assessing

e Monitoring

¢ Decision-making

e Valuing and supporting others

190 SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 —
Issue 1 — January 2012 © Pearson Education Limited 2012



l6l

7107 Pa1lwl] uoljesnp3 uosiead @ 710z Arenuer — | anss)
— 6 19A97 4DDS 18 JUBWaSeURW UL { DAS 199X3P3 — %00q507 93epipue) — L986ZOAS

‘sajelado uoljesiuesio
JNOA UYdLym Ul ‘S1031D3s paije)ad pue ‘10303 9Yj 03 JUBA)DJ e Jey] S9DINO0S UollewLiojul Jo aguel ay

*awwelgold asueyd ayj 01 JueAjal ‘sioirjaduwod
urew st Yjlm padedwod “SyJOM 1L YdLyMm UL 3ayJew ay3 ul uoliisod Jualind S,UolLlesiuesto Jnop

I

Sulpuejsiapun pue a8pajMmouy d1j133ds-10323s/A13snpuj|

a8ueyd suLInp suolleldadxs aseuew 0} MOH

19W 9q UeD SPasau 3say] YdLym ul sAem pue spasu ioddns Jaylo pue Juswdo)daAsp Aj1l3uspl 03 MOH
9S9Y3 YIIM Jeap Jey3 sanbruysal ayj pue ‘a8ueyd 03 Sialileq 924n0saJ pue dijesdnealng ‘yednnod ayj
sanbiuyday SulA)0S-Wwa)1qo.d

SW9ISAS plemal ageuewl 03 MOH

*9AJIND dduewJ.o)iad/agueyd ayy jo uorjediidde pue Aioay

*sanbiuydal Sutuue)d aA11094)3

*S9SSOUYBIM pue SYIZUDIIS JISY) pue ‘A19A1109449 a8ueyd Suldeuew Jo) SPOYldW pue Sjopow utew ay |

- N M < 10D O N

Sulpuejsiapun pue a5pajmouy jelauan

93eqg

SDUDPIND
Jo adA}

Buipuejs.iapun pue abpajmou)

‘pJepuels Yoea 1o} SuLpueISISpuUN pue 35paJMoUy JNOA 91eIISUOWSP 03 SDUSPLIAS JUSLILLINS DALS ISNW NOA JLUN SLYY SALYDR O]

pue3lSIapuUNn pue Mouy 3snw noA jJeym




7107 Pa)WL] uolednp3 uosiead @ 710z Atenuer — | anss|

— 619497 4DDS 18 JUsWaSRURY UL $ DAS 199X3p3 — ¥00q507 918pIpUR) — L98ETZOAS 761

]Jewoul pue Jew.o) yjog ‘sjpuueyd uollediunwwod S, Uoliesiuesio INoA

"suoseal pue sanjLiold pajeldosse ayy pue
‘pasueyd oq 03 pasau Jeyl (24n3dnJ3s pue saldljod ‘sainpadold ‘ASajedis ‘9)dwexs Joj) siojoe) asoyl €

"salouapuadapJiajul pue saljlAl}de JedljLd ssauisng 7

"Ss3Ljouaq pajdadxa pue sysk ay3 ‘asueyd J0j suoseal ay3 ‘aininy ay) Joj UOISIA INOA |

Suipuejsiapun pue 98pajmouy d1j109ds-1xa3uo0)

a1eq

SDUDPIND
Jo adA}

Buipuejs.iapun pue abpajmou)




€6l

ONINYVIT YOIdd 40 NOILINDOD3YH 40 ION3AIAT = 7Y
ANOWILS3L SSANLIM L¥3dXd = Md3
ANOWILS3L SSANLIM/SLINIWALVLS DILNIHLNVY = | M

S31ANLS 3SYD/133rodd ‘LNAWNDISSY =

NOISSNDSIA TVNOISS340dd = dd

7107 Pa1lwl] uoljesnp3 uosiead @ 710z Arenuer — | anss)
— 619497 4DDS 38 JuaWIBRURY UL § DAS 199%3P3 — 400q507 93ePIpURD) — L9Z6ZOAS

AD31VilS
AINIWSSISSY FHL A9 ILLIWYId FYIHM ‘NOILVINWIS WOY¥4 JWODLNO = §

SINNO0DJV JAILDTT43Y HO/ANY SINIWILYLS TYNOSYId = VY
YHOM S, ¥INYVI1 FHL 40 SLONAOYd = d AN
NWN10)

ONINOILSIND NILLINM ¥O TVHO WO¥4 SIWOILNO = YBD

YOSSIASSY
YIFHL A9 IDNVWHOAY3d S, ¥INYVIT JHL 40 NOILVAYISEO 1O = O

:(3)1qeoydde j1) 35USplAS JeUOLIPPY




7107 Pa)WL] uolednp3 uosiead @ 710z Atenuer — | anss|

— 619437 4DDS 38 JusWABRURW UL 1 DAS 199X3P3 — 400q307 33epLpUR) — LIZEZOAS V6l
:91e( :(91qeondde j1) JaLiLIaA JRUIDIUL SULUSLSI9IUNOYD)
:9leq :9JNJeusLs JSLJLIDA Jeulalu|

“UOLIRDLJLIDA 1eUIIXS 10} pajuasald aq Aew pue jiun siy3 10} patjioads spiepuels ay3 s39aWl oM pajduwies s,a3epLpued ay3 3eyy WILUod |

:91e(Q :(91qeondde j1) aunjeuslts Jossasse uLuslsIalunod)

:91e(Q :2Jnjeusis J0SSassy

"J1UN Sy} Jo syuawalinbal ay3 11e paAalyde sey ajepipued ay3 eyl WILJUOD |

:91eQ :aJnjeusis ajepipue)

‘spJepuels jeuolyedndd( jeuotieN ay3 40 sjuawalinbal ay3 s39awW pue JoM UMO Aw SI JLUM SLYY UL P)LR1Sp 9JUSPIAS 33 Jey3 WLILIUOD |



G6l

7107 Pa1lwl] uoljesnp3 uosiead @ 710z Arenuer — | anss)
— 619497 4DDS 38 JuaWIBRURY UL § DAS 199%3P3 — 400q507 93ePIpURD) — L9Z6ZOAS

‘uolyestuesio ayj Jo sjusawsaitnbal
33 S199W pue 9A11D94J3 SL 95ueYD aINS Syew

.wmcmcu J0J wnjuawow oyj utejuieyw

*S3INSaJ dA3LYde
oym swea) pue 3)doad pJemal pue SslUS0D9Y

*POAJOAUL 1
03 $$2450.4d 93ed1UNWWO0D pue JUSWNI0P ‘IoJLUOW

*agueyd 03
sJaLlieq pue swajqo.d yiim Jeap pue ssasse ‘Ajauap|

*98ueyd ay}
puLyaq UOLSIA 93U} SA3LYDe 0] S3)0J pUB $3INIDNJIS
‘swasAs ‘sainpadoud ‘sassa20.4d YoM Mau uSBLSa(

*S92JN0SaJ d)ge)LleAR 33 UM aul] Ul d5ueyd
Joj sue)d pue salgajedis ayj ad13oead ojul Ind

I

:3snw noA pJepue]ls jeuolljeu ayj oW O]

a1eq

CRITEYETEN]
oljojyiod

SDUIPIAD
Jo adA}

a1eq

CLITEYETEN]
oljojiiod

DUIPIAD
Jo adA}

eLI9}11D 9dUeW.I0IDd

‘pJepue)s yoea 1oj 95ua32dwod IN0A 9)LIISUOWSP 03 SDUSPIAS JUSLDLLINS SALS ISNW NOA JLUN SIY) SASLYDR O

op 3Ishw NoA jJeym

a8ueyd juaws)dwi :(92) Z} 3un




7107 Pa)WL] uolednp3 uosiead @ 710z Atenuer — | anss|

— 619497 4DDS 18 JUsWaSRURY UL $ DAS 199X3p3 — ¥00q507 918pIpUR) — L98ETZOAS 961
ADILVYLS
DONINYVIT YOIYd 40 NOILINDOD3Y 40 IDN3AIAT = dY ANAWSSASSY JHL A9 AILLIWYAd FYTHM ‘NOLLYTINWIS WO¥d IWODLNO = S
ANOWILS3IL SSANLIM Ld43dX3 = Md3 SINNODDV JAILDIT4IY YO/ANV SLNIWILVLS TVNOSHId = VY
ANOWILSIL SSANLIM/SLINIWALVLS JILNIHLAV = I M WAYOM S, UINYVIT IHL 40 S1ONA0YUd = d Z<<D“._>nw_.w
S31ANLS ASYI/LDAr0Ud ‘INIWNDISSY = Y ONINOILSIND NALLIIM YO TVIO WOY4 SIWODLNO = YBO
d0OSS3ASSY
NOISSNISIA TVNOISS340dd = dd UIFHL A9 IDNVYWHOHYId S, 43INYVIT FHL 40 NOILVAYISEO 1DNId =0

:(3)1qeoydde j1) 35USplAS JeUOLIPPY




7107 pa)Wi] uolednp3 uosiead @ 710z Arenuer — | anss|

161 — 619437 4DDS 38 JusWaBeURW UL § DAS 199%3Pp3 — 400q507 23epIpURD) — L9EZOAS
:91e( :(91qeondde j1) JaLiLIaA JRUIDIUL SULUSLSI9IUNOYD)
:9leq :9JNJeusLs JSLJLIDA Jeulalu|

“UOLIRDLJLIDA 1RUIIX3 10} pajuasald aq Aew pue jiun siy3 J0) patjioads spiepuels ay3y s39aWl YIom pajduwies s,a3epLpued ay3 Jeyy WILuod |

:91e(Q :(91qeondde j1) aunjeuslts Jossasse uLuslsIalunod)

:91e(Q :2Jnjeusis J0SSassy

"J1UN Sy} Jo syuawalinbal ay3 11e paAalyde sey ajepipued ay3 eyl WILJUOD |

:91eQ :aJnjeusis ajepipue)

‘spJepuels jeuolyedndd( jeuotieN ay3 40 sjuawalinbal ay3 s39awW pue JoM UMO Aw SI JLUM SLYY UL P)LR1Sp 9JUSPIAS 33 Jey3 WLILIUOD |



7107 Pa1lwl] uolyesnp3 uosiead @ 7107 Atenuer — | anss)
— 619427 4DDS 3° UBWABRURY UL § DAS 199X3P3 — 400q507 338pPIpUR) — L9ZEZOAS 861

*s1aY30
10 SS220NS 3Y] pue SJUSWSASLYDR Y] 3SIUS0Da1 NOA 8

*2N3NJ 33 JO UOISIA pauLjap A)Iea)d e SpJemol }JoM oA  /

*]e0S UoWWOd e spJemol A5iaus s,a)doad
10941paJ pue ‘sallied ))e JO SMALA pue sgul93) ayl
98paIMou DR ‘S)D11JU0D dJe 919Y) USYM dZIUS0dal NOA 9

*Jjunodde 03 Wayl
PIOY pue sIaylo JO pa3dadxa Si Jeym 2ai5e A11ea)d NoA G

*s1330 1Joddns 03 a)qejleAe awiy ayew NOA

*guipueisiopun ajowoud eyl sAem ul pue
Ky@1eandoe ‘A1astouod ‘AjJea)d uorjewlojul Juasald noA €

*sJallieq aWo021aA0 03 sAem jediydeld puty noA 7

*KA18uLpJodoe saljlAloe pue sueld isnlpe
pue Aj3dwoud saduejswnolLd ulL sasueyd aSLUS0Ia) NOA |

-pJepue]s jeuolljeu o] oW O]

CRITENETE)Y| DUIDPIND CRITENETE)T] DDUDPIND
ajeq o1]0J310d Jo adA] | ?ajeq oljojyi0d Jo adA} sinoineyag

‘pJepue)s yoea 1oj 95ua32dwod IN0A 9)LIISUOWSP 03 SDUSPIAS JUSLDLLINS SALS ISNW NOA JLUN SIY) SASLYDR O

op 3Ishw NoA jJeym

a8ueyd juaws)dwi :(92) Z} 3un




661

ONINYVIT YOIdd 40 NOILINDOD3YH 40 ION3AIAT = 7Y
ANOWILS3L SSANLIM L¥3dXd = Md3
ANOWILS3L SSANLIM/SLINIWALVLS DILNIHLNVY = | M

S31ANLS 3SYD/133rodd ‘LNAWNDISSY =

NOISSNDSIA TVNOISS340dd = dd

7107 Pa1lwl] uoljesnp3 uosiead @ 710z Arenuer — | anss)
— 619497 4DDS 38 JuaWIBRURY UL § DAS 199%3P3 — 400q507 93ePIpURD) — L9Z6ZOAS

AD31VilS
AINIWSSISSY FHL A9 ILLIWYId FYIHM ‘NOILVINWIS WOY¥4 JWODLNO = §

SINNO0DJV JAILDTT43Y HO/ANY SINIWILYLS TYNOSYId = VY
YHOM S, ¥INYVI1 FHL 40 SLONAOYd = d AN
NWN10)

ONINOILSIND NILLINM ¥O TVHO WO¥4 SIWOILNO = YBD

YOSSIASSY
YIFHL A9 IDNVWHOAY3d S, ¥INYVIT JHL 40 NOILVAYISEO 1O = O

:(3)1qeoydde j1) 35USplAS JeUOLIPPY




7107 Pa)WL] uolednp3 uosiead @ 710z Atenuer — | anss|

— 619437 4DDS 38 JusWABRURW UL 1 DAS 199X3P3 — 400q307 33epLpUR) — LIZEZOAS 007
:91e( :(91qeondde j1) JaLiLIaA JRUIDIUL SULUSLSI9IUNOYD)
:9leq :9JNJeusLs JSLJLIDA Jeulalu|

“UOLIRDLJLIDA 1RUIIX3 10} pajuasald aq Aew pue jiun siy3 J0) patjioads spiepuels ay3y s39aWl YIom pajduwies s,a3epLpued ay3 Jeyy WILuod |

:91e(Q :(91qeondde j1) aunjeuslts Jossasse uLuslsIalunod)

:91e(Q :2Jnjeusis J0SSassy

"J1UN Sy} Jo syuawalinbal ay3 11e paAalyde sey ajepipued ay3 eyl WILJUOD |

:91eQ :aJnjeusis ajepipue)

‘spJepuels jeuolyedndd( jeuotieN ay3 40 sjuawalinbal ay3 s39awW pue JoM UMO Aw SI JLUM SLYY UL P)LR1Sp 9JUSPIAS 33 Jey3 WLILIUOD |



Unit 13 Recruit, select and keep

colleagues
Unit code: D3
Unit credit: 12
Unit level: 9

Introduction

What this unit is about?

This unit is mainly about recruiting and selecting people to undertake identified
activities or work roles within your area of responsibility. It involves taking a fair and
objective approach to recruitment and selection to ensure that individuals with the
required skills, knowledge and understanding, and who are likely to perform
effectively, are appointed.

As recruitment and selection can be expensive and time-consuming activities, the
unit also involves taking action to understand why colleagues are leaving and taking
action to keep colleagues.

Whilst you would be expected to draw on the expertise of personnel specialists, you
are not expected to be a personnel specialist yourself.

For the purposes of this unit, ‘colleagues’ means those people for whom you have
line management responsibility.

Who is the unit for?

The unit is recommended for first line managers and middle managers.

Links to other units

This unit is closely linked to unit D4: Plan the workforce, D7: Provide learning
opportunities for colleagues and D9: Build and manage teams in the overall suite of
National Occupational Standards for Management and Leadership.

If your organisation is a small firm, you should look at unit J4: Recruit staff, which
has been developed by the Small Firms Enterprise and Development Initiative (SFEDI)
specifically for small firms and which may be more suitable to your needs. You can
obtain information on the unit from SFEDI on tel. 0114 241 2155 or the SFEDI website
(www.sfedi.co.uk).
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Skills

Listed below are the main generic ‘skills’ that need to be applied in recruiting,
selecting and keeping colleagues. These skills are explicit/implicit in the detailed
content of the unit and are listed here as additional information.

202

Communicating
Consulting
Decision-making
Information management
Interviewing
Negotiating
Obtaining feedback
Planning
Problem-solving
Reviewing
Team-building

Valuing and supporting others
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Unit 14: Allocate and monitor the progress
and quality of work in your area
of responsibility

Unit code: D6
Unit credit: 14
Unit level: 7
Introduction

What this unit is about

This unit is about ensuring that the work required in your area of responsibility is
effectively planned and fairly allocated to individuals and/or teams. It also involves
monitoring the progress and quality of the work of individuals and/or teams to
ensure that the required level or standard of performance is being met and reviewing
and updating plans of work in the light of developments.

The ‘area of responsibility’ may be, for example, a branch or department or
functional area or an operating site within an organisation.

Who is the unit for?

The unit is recommended for first line managers and middle managers.

Links to other units

This unit is linked to all other units in the overall suite of National Occupational
Standards for Management and Leadership where work must be allocated and
progress and quality must be monitored.

If your organisation is a small firm, you should look at unit K71: Make sure your staff
can do their work, which has been developed by the Small Firms Enterprise and
Development Initiative (SFEDI) specifically for small firms and which may be more
suitable to your needs. You can obtain information on the unit from SFEDI on tel.
0114 241 2155 or at the SFEDI website (www.sfedi.co.uk).
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Skills

Listed below are the main generic ‘skills’ that need to be applied in allocating and
monitoring the progress and quality of work in your area of responsibility. These
skills are explicit/implicit in the detailed content of the unit and are listed here as

add

216

itional information.

Communicating
Consulting
Decision-making
Delegating
Information management
Leadership
Managing conflict
Monitoring
Motivating
Planning
Problem-solving
Providing feedback
Prioritising
Reviewing

Setting objectives

Stress management

Valuing and supporting others
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Unit 15: Provide learning opportunities for

colleagues
Unit code: D7
Unit credit: 11
Unit level: 8

Introduction

What this unit is about

This unit is about supporting colleagues in identifying their learning needs and
helping to provide opportunities to address these needs.

Encouraging colleagues to take responsibility for their own learning is an aspect of
this unit as is your role in providing an ‘environment’, for example, in your team or
area of responsibility, in which learning is valued.

For the purposes of this unit, ‘colleagues’ means those people for whom you have
line management responsibility.

Who is the unit for?

The unit is recommended for team leaders, first line managers, middle managers and
senior managers.

Links to other units

This unit is linked to units D3: Recruit, select and keep colleagues, D5: Allocate
and check work in your team, D6: Allocate and monitor the progress and quality
of work in your area of responsibility and D13: Support individuals to develop and
maintain their performance in the overall suite of National Occupational Standards
for Management and Leadership.

If your organisation is a small firm, you should look at unit K71: Make sure your staff
can do their work, which has been developed by the Small Firms Enterprise and
Development Initiative (SFEDI) specifically for small firms and which may be more
suitable to your needs. You can obtain information on the unit from SFEDI on tel.
0114 241 2155 or at the SFEDI website (www.sfedi.co.uk).
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Skills

Listed below are the main generic ‘skills’ that need to be applied in providing
learning opportunities for colleagues. These skills are explicit/implicit in the
detailed content of the unit and are listed here as additional information.

232

Coaching
Communicating
Demonstrating
Empowering
Information management
Leadership
Mentoring
Motivating
Prioritising
Planning

Providing feedback
Reviewing

Setting objectives

Valuing and supporting others
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Unit 16 Build and manage teams

Unit code: D9
Unit credit: 8
Unit level: 7
Introduction

What this unit is about

This unit is about building a team and managing it through its various stages of
growth. It covers teams set up for a particular project or to carry out a specific task
and also teams that are ongoing. It is equally relevant to cases where the manager
has to set up the team from scratch and to those situations where the manager
inherits an existing team and needs to help it to function effectively.

Who is the unit for?

The unit is recommended for any manager who is required to lead a team.

Links to other units

This unit is linked to units B5: Provide leadership for your team, D1: Develop
productive working relationships with colleagues, D3: Recruit, select and keep
colleagues, D8: Help team members address problems affecting their
performance, D10: Reduce and manage conflict in your team and D13: Support
individuals to develop and maintain their performance in the overall suite of
National Occupational Standards for Management and Leadership.

Skills

Listed below are the main generic ‘skills’ that need to be applied in building and
managing teams. These skills are explicit/implicit in the detailed content of the unit
and are listed here as additional information.

e Acting assertively
¢ Communicating

¢ Decision-making
e Evaluating

¢ Involving others

e Leadership

¢ Monitoring

e Motivating
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Obtaining feedback
Problem-solving
Providing feedback
Setting objectives

Valuing and supporting others
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Unit 17: Reduce and manage conflict in

your team
Unit code: D10
Unit credit: 5
Unit level: 7

Introduction

What this unit is about

This unit is about managing conflicts between members of your team. It covers
taking pre-emptive action to avoid conflicts occurring and working with team
members to resolve problems when they emerge.

Who is the unit for?

The unit is recommended particularly for first line and middle managers.

Links to other units

This unit is linked to units B8: Ensure compliance with legal, regulatory, ethical
and social requirements, D1: Develop productive working relationships with
colleagues, D8: Help team members address problems affecting their
performance and D9: Build and manage teams in the overall suite of National
Occupational Standards for Management and Leadership.

Skills

Listed below are the main generic ‘skills’ that need to be applied in managing
conflict in your team. These skills are explicit/implicit in the detailed content of the
unit and are listed here as additional information.

e Communicating

e Empathising

e Evaluating

¢ Information management
¢ Managing conflict

e Monitoring

e Obtaining feedback

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 263
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¢ Problem-solving

e Providing feedback
e Questioning

e Reviewing

e Valuing and supporting others

264 SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 —
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Unit 18: Lead meetings

Unit code: D11
Unit credit: 4
Unit level: 7
Introduction

What this unit is about

This unit is about leading meetings in order to achieve their objectives, which may
be to solve problems, take decisions, consult with people or to exchange information
and knowledge.

Who is the unit for?

The unit is recommended for managers at all levels.

Links to other units

This unit is linked to units D12: Participate in meetings, E10: Take effective
decisions and E11: Communicate information and knowledge in the overall suite of
National Occupational Standards for Management and Leadership.

Skills

Listed below are the main generic ‘skills’ that need to be applied in leading
meetings. These skills are explicit/ implicit in the detailed content of the unit and
are listed here as additional information.

e Building consensus

e Communicating

e Consulting

e Decision-making

¢ Information management
e Involving others

e Leadership

e Obtaining feedback

¢ Planning

¢ Presenting information
e Providing feedback

e Setting objectives

e Time management

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 277
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Unit 19: Support individuals to develop
and maintain their performance

Unit code: D13
Unit credit: 5
Unit level: 7
Introduction

What this unit is about

This unit is about supporting individuals to develop and maintain their performance
at work. These may be people in your own team or individuals from another work
group to whom you are providing support.

This unit is based on a commonly-used coaching model where you and the individual
clearly agree the improvements in performance required and plan a step-by-step
process to achieve a desired standard. You will usually help the individual to develop
new skills and experiment with alternative behaviours in a safe environment before
applying these for real in the workplace. You will work with the individual to monitor
their progress over time, providing specific feedback to help them progress, until
they have achieved the desired standard or no longer need your support in
developing and/or maintaining their progress.

Who is the unit for?

The unit is recommended particularly for first line managers and middle managers.

Links to other units

This unit is linked to units D7: Provide learning opportunities for colleagues,

D8: Help team members address problems affecting their performance and

D9: Build and manage teams in the overall suite of National Occupational Standards
for Management and Leadership.

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 293
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Skills

Listed below are the main generic ‘skills’ that need to be applied in supporting
individuals to improve their performance. These skills are explicit/implicit in the
detailed content of the unit and are listed here as additional information.

294

Active listening
Analysing

Asking powerful questions
Assessing
Communicating
Empathising
Inspiring

Learning
Monitoring
Motivating
Planning

Providing feedback
Reviewing

Risk management
Self-assessment
Setting objectives

Valuing and supporting others

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 —
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Unit 20: Initiate and follow disciplinary

procedure
Unit code: D14
Unit credit: 6
Unit level: 6

Introduction

What this unit is about

This unit is about initiating and following your organisation’s disciplinary procedure
in response to misconduct or unsatisfactory performance of a member of your team.

All employing organisations are required to have disciplinary and grievance
procedures. As a minimum, these must meet the requirements laid down in relevant
employment legislation. However, many organisations have developed more detailed
and extensive disciplinary procedures and associated rules to reflect their specific
contexts and requirements.

This unit describes the minimum standard of performance expected of managers
when they are implementing disciplinary procedures in line with legal and
organisational requirements. To meet this standard, managers need both sound
technical knowledge of the procedures and well-developed cognitive and
interpersonal skills.

Who is the unit for?

The unit is for line managers who have to deal with misconduct or unsatisfactory
performance of members of their team. It is not designed for human resources
specialists who are required to develop disciplinary procedures and provide specialist
support to line managers who are implementing them.

Links to other units

This unit is linked to unit D15: Initiate and follow grievance procedure in the
overall suite of National Occupational Standards for Management and Leadership.

Skills

Listed below are the main generic ‘skills’ that need to be applied in implementing
disciplinary procedure. These skills are explicit/implicit in the detailed content of
the unit and are listed here as additional information.

e Acting assertively
¢ Analysing
¢ Communicating

e Decision-making
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Empathising
Interviewing
Monitoring

Presenting information
Questioning

Reporting

Researching
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Unit 21: Initiate and follow grievance

procedure
Unit code: D15
Unit credit: 6
Unit level: 6

Introduction

What this unit is about

This unit is about initiating and following your organisation’s grievance procedure in
response to a concern, problem or complaint raised by a member of your team.

All employing organisations are required to have disciplinary and grievance
procedures. As a minimum, these must meet the requirements laid down in relevant
employment legislation. However, many organisations have developed more detailed
and extensive grievance procedures to reflect their specific contexts and
requirements.

This unit describes the minimum standard of performance expected of managers
when they are implementing grievance procedures in line with legal and
organisational requirements. To meet this standard, managers need both sound
technical knowledge of the procedures and well-developed cognitive and
interpersonal skills.

Who is the unit for?

The unit is for line managers who have to deal with potential or actual grievances
raised by members of their team. It is not designed for human resources specialists
who are required to develop grievance procedures and provide specialist support to
line managers who are implementing them.

Links to other units

This unit is linked to unit D14: Initiate and follow disciplinary procedure in the
overall suite of National Occupational Standards for Management and Leadership.

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 323
Issue 1 — January 2012 © Pearson Education Limited 2012



Skills

Listed below are the main generic ‘skills’ that need to be applied in implementing
grievance procedure. These skills are explicit/implicit in the detailed content of the
unit and are listed here as additional information.

324

Acting assertively
Assessing
Communicating
Decision-making
Empathising

Managing conflict
Presenting information
Questioning

Reporting

Researching
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Unit 22: Manage redundancies in your area
of responsibility

Unit code: D16
Unit credit: 5
Unit level: 7
Introduction

What this unit is about

This unit is about managing situations when you are required to dismiss individuals
who report to you for reasons of redundancy.

Due to closure or reorganisation of a business or changes in technology, working
methods or trading patterns, it is sometimes necessary to make individuals
redundant. The strategic decision-making and change- management processes
leading to the redundancies are dealt with in other units.

This unit focuses on the sensitive and stressful function that line managers have to
perform of dismissing some or all of their team members because of redundancies.
This needs to be done fairly and strictly in line with your organisation’s policy and
relevant legislation. It also requires strong interpersonal skills to treat those made
redundant with consideration and compassion whilst ensuring that those remaining in
employment are reassured.

Who is the unit for?

The unit is for line managers who have to dismiss individuals in their team for reasons
of redundancy. It is not designed for senior managers who make the strategic
decisions about the number of redundancies and the selection criteria, nor is it
designed for human resources specialists who develop redundancy policies and plans
and provide specialist support to line managers who are implementing them.

Links to other units

This unit is linked to unit B8: Ensure compliance with legal, regulatory, ethical and
social requirements in the overall suite of National Occupational Standards for
Management and Leadership. Human resource specialists should refer to the
Personnel Standards P11: Develop a strategy and plan for managing changes in
people resourcing and P33: Operate redundancy procedures, which describe their
responsibilities.
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Skills

Listed below are the main generic ‘skills’ that need to be applied in managing
redundancies in your area of responsibility. These skills are explicit/implicit in the
detailed content of the unit and are listed here as additional information.

336

Acting assertively
Communicating
Empathising
Motivating
Reporting

Stress management

Valuing and supporting others
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Unit 23: Manage finance for your area of

responsibility
Unit code: E2
Unit credit: 14
Unit level: 8

Introduction

What this unit is about

This unit is about managing finance in order to achieve the stated objectives for your
area of responsibility. It involves developing and agreeing a master budget for your
area and using this to monitor, evaluate and control performance and take action to
deal with identified variances. Delegating responsibility for budgets for clearly
defined activities is a key aspect of this unit.

The ‘area of responsibility’ may be, for example, a branch or department or
functional area or an operating site within an organisation.

Who is the unit for?

The unit is recommended for middle managers.

Links to other units

This unit is linked to units B1: Develop and implement operational plans for your
area of responsibility, E1: Manage a budget, and E8: Manage physical resources in
the overall suite of National Occupational Standards for Management and Leadership.

Skills

Listed below are the main generic ‘skills’ that need to be applied in managing
finance for your area of responsibility. These skills are explicit/implicit in the
detailed content of the unit and are listed here as additional information.

e Communicating

e Decision-making
e Questioning

e Consulting

e Monitoring

e Assessing

e Delegating

e Acting assertively

e Valuing and supporting others

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 349
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Negotiating
Contingency-planning
Information management
Problem-solving

Thinking systematically
Leadership

Motivating

Planning

Prioritising
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Unit 24: Obtain additional finance for the

organisation
Unit code: E3
Unit credit: 18
Unit level: 10

Introduction

What this unit is about

This unit is about identifying the need for and obtaining additional finance to fund the
organisation’s proposed activities. The organisation may already be generating some surplus
income through the ongoing supply of its products and/or services. This may be insufficient,
however, to fund activities such as investment in new equipment or proposed changes to
products and/or services and it is in instances such as these where additional finance might be
required.

A key aspect of this unit is identifying types of finance and funding providers which are
appropriate to the particular needs of the organisation.

Whilst you would be expected to draw on the expertise of financial specialists, you are not
expected to be a financial specialist yourself.

For the purposes of this unit, an ‘organisation’ can mean a self-contained entity such as a
private sector company, a charity or a local authority, or a significant operating unit, with a
relative degree of autonomy, within a larger organisation.

Who is the unit for?

The unit is recommended for senior managers.

Links to other units

This unit is linked to units B3: Develop a strategic business plan for your organisation and
B4: Put the strategic business plan into action in the overall suite of National Occupational
Standards for Management and Leadership.

If your organisation is a small firm, you should look at unit G3: Get finance for the business,
which has been developed by the Small Firms Enterprise and Development Initiative (SFEDI)
specifically for small firms and which may be more suitable to your needs. You can obtain
information on the unit from SFEDI on tel. 0114 241 2155 or at the SFEDI website
(www.sfedi.co.uk).
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Skills

Listed below are the main generic ‘skills’ that need to be applied in obtaining additional
finance for the organisation. These skills are explicit/implicit in the detailed content of the
unit and are listed here as additional information.

366

Thinking strategically
Questioning

Information management
Evaluating

Presenting information
Communicating
Decision-making

Risk management
Prioritising
Contingency-planning
Monitoring

Involving others

Planning

Forecasting

Influencing and persuading
Problem-solving
Leadership

Reviewing

Negotiating
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Unit 25: Ensure health and safety
requirements are met in your
area of responsibility

Unit code: E6
Unit credit: 11
Unit level: 7
Introduction

What this unit is about

This unit is concerned with managing the overall health and safety process in your area of
responsibility. It is intended to go beyond meeting health and safety legislation and move
towards a situation where health and safety considerations are firmly embedded in the
planning and decision-making processes and the ‘culture’ of your area of responsibility.

The ‘area of responsibility’ may be, for example, a branch or department or functional area or
an operating site within an organisation.

Who is the unit for?

The unit is recommended for first-line managers and middle managers.

Links to other units

This unit is linked to units D6: Allocate and monitor the progress and quality of work in your
area of responsibility, E5: Ensure your own actions reduce risks to health and safety, E7:
Ensure an effective organisational approach to health and safety and E8: Manage physical
resources in the overall suite of National Occupational Standards for Management and
Leadership.

Skills

Listed below are the main generic ‘skills’ that need to be applied in ensuring health and
safety requirements are met in your area of responsibility. These skills are explicit/ implicit in
the detailed content of the unit and are listed here as additional information.

o Consulting

¢ Information management
e Decision-making

¢ Involving others

¢ Questioning

e Thinking systematically
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Monitoring

Leadership
Communicating
Reviewing

Presenting information
Prioritising

Reporting

Planning
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Unit 26: Manage physical resources
Unit code: E8

Unit credit: 9
Unit level: 8
Introduction

What this unit is about

This unit is about ensuring the availability of the physical resources (equipment,
materials, premises, services and energy supplies) required to carry out planned
activities in your area of responsibility. It involves identifying the resources required,
making the business case to obtain these resources, planning how they will be used
effectively, efficiently, sustainably, safely and securely, monitoring resource use and
taking corrective action, if required.

Who is the unit for?

The unit is recommended particularly for first line managers and middle managers.

Links to other units

This unit is linked to units E1: Manage a budget, E2: Manage finance for your area
of responsibility, E6: Ensure health and safety requirements are met in your area
of responsibility and E9: Manage the environmental impact of your work in the
overall suite of National Occupational Standards for Management and Leadership.

Skills

Listed below are the main generic ‘skills’ that need to be applied in managing
physical resources. These skills are explicit/implicit in the detailed content of the
unit and are listed here as additional information.

e Analysing

¢ Communicating

¢ Contingency-planning
¢ Decision-making

e Evaluating

e Forecasting

¢ Influencing
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¢ Involving others
e Monitoring

o Negotiating

e Persuading

e Planning

e Presenting information
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Unit 27: Manage the environmental impact
of your work

Unit code: E9
Unit credit: 4
Unit level: 8
Introduction

What this unit is about

This unit is about managing work activities and resources in your area of
responsibility in order to minimise the negative impact - and maximise the positive
impact - they may have on the environment.

It involves organising work activities and the use of resources efficiently,
understanding their impact on the environment and finding ways to reduce their
negative and increase their positive impact. You may need to seek advice from
environmental specialists when carrying out this function.

Who is the unit for?

The unit is recommended particularly for first line managers and middle managers.

Links to other units

This unit is linked to units B8: Ensure compliance with legal, regulatory, ethical
and social requirements, B10: Manage risk, D6: Allocate and monitor the progress
and quality of work in your area of responsibility and E8: Manage physical
resources in the overall suite of National Occupational Standards for Management
and Leadership.

Skills

Listed below are the main generic ‘skills’ that need to be applied in managing
environmental performance in your area of responsibility. These skills are
explicit/implicit in the detailed content of the unit and are listed here as additional
information.

e Assessing

e Communicating
e Consulting

e Decision-making
e Evaluating

¢ Involving others
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Monitoring

Planning

Presenting information
Reporting

Risk management
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Unit 28: Take effective decisions

Unit code: E10
Unit credit: 4
Unit level: 8
Introduction

What this unit is about

This unit is about taking sound decisions based upon a valid analysis of the best
available information. Managers at all levels need to take decisions within their area
of responsibility and authority. This unit provides a structure for taking decisions that
meet defined objectives and are consistent with a broader framework of values,
policies and guidelines.

Who is the unit for?

The unit is recommended for managers at all levels.

Links to other units

This unit is linked to all other units in the overall suite of National Occupational
Standards for Management and Leadership where it is necessary to take effective
decisions.

Skills

Listed below are the main generic ‘skills’ that need to be applied in using
information to take decisions. These skills are explicit/implicit in the detailed
content of the unit and are listed here as additional information.

e Acting assertively
e Analysing

e Assessing

e Communicating

e Decision-making

e Evaluating

¢ Information management
¢ Involving others

e Prioritising

e Problem-solving

e Researching

e Setting objectives
e Time management

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 423
Issue 1 — January 2012 © Pearson Education Limited 2012
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Unit 29: Manage knowledge in your area of

responsibility
Unit code: E12
Unit credit: 4
Unit level: 9

Introduction

What this unit is about

This unit is about managing knowledge - salient information and expertise - in your
area of responsibility in line with agreed standards and processes. It involves being
clear about how knowledge is created, developed and shared and encouraging people
to use knowledge management standards, systems, tools and processes so that
knowledge is effectively captured and shared with those who may benefit from it. It
also involves protecting intellectual property from unauthorised use.

Who is the unit for?

The unit is recommended for middle managers who have responsibility for managing
knowledge in their area of responsibility.

Links to other units

This unit is loosely based on four units from the Knowledge Management standards
developed by Lifelong Learning UK for specialists in the field of knowledge
management: D2: Diagnose knowledge needs, assets, use and flows, D4: Support
collaboration, knowledge sharing and re-use, D5: Facilitate knowledge capture and
Dé: Enable the transfer of knowledge into information.

It is linked to units E10: Take effective decisions, E11: Communicate information
and knowledge, and E13: Promote knowledge management in your organisation in
the overall suite of National Occupational Standards for Management and Leadership.
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Skills

Listed below are the main generic ‘skills’ that need to be applied in communicating
information and knowledge. These skills are explicit/implicit in the detailed content
of the unit and are listed here as additional information.

438

Analysing

Assessing
Communicating
Decision-making
Evaluating

Information management
Involving others
Monitoring

Obtaining feedback
Planning

Presenting information
Providing feedback

Reviewing
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Unit 30: Support team and virtual working
Unit code: E14

Unit credit: N/A
Unit level: N/A
Introduction

What this unit is about

Team working within organisations and across organisational boundaries is now a
common working practice. People may work on a number of teams and may be
located in different places geographically or in different parts of the organisation.

Virtual working, with people moving between locations, is also becoming
commonplace. Effective team and virtual working requires that individuals and teams
have access to tools that enable them to communicate effectively. This standard is
about providing, managing or supporting these tools and processes.

Who is the unit for?

This standard is applicable to people in management and practitioner roles who are
responsible for supporting teams and staff working remotely. It is also applicable to
people in operational roles responsible for identifying, developing and managing tools
and processes to support teams and remote workers.

Links to other units and competency frameworks:

This unit is linked to units D2: Develop productive working relationships with
colleagues and stakeholders and F12: Improve organisational performance in the
overall suite of National Occupational Standards for Management and Leadership.
This unit also has links with unit HI12 Promote and facilitate the use of information
and knowledge from the NOS for Health Informatics, developed by Skills for Health.
See www.skillsforhealth.org or www.ukstandards.org.
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Unit 31: Procure supplies

Unit code: E15
Unit credit: 5
Unit level: 8
Introduction

What this unit is about

This unit is about procuring supplies - either products or services - from external
suppliers.

In larger organisations there are often specialist departments which handle the
supply-chain management and procurement functions across the organisation,
working to specialist supply-chain management standards.

However, in many smaller organisations, non-specialist managers are required to
procure the products and services necessary for the activities for which they are
responsible - the function described in this unit. To do so effectively, managers need
a good understanding of their organisation’s procurement policy and procedures
(where these exist) and the relevant statutory and sector-specific requirements.

They also need the cognitive skills to be able to assess which supplies and suppliers
are likely to provide the best value for money and the interpersonal skills to
negotiate with suppliers and maintain effective working relationships with them over
time.

Who is the unit for?

The unit is for non-specialist managers who are required to procure supplies from
external suppliers. It is not intended for purchasing and supply-chain management
specialists, for whom specialist supply-chain management standards are available.

Links to other units

This unit is linked to unit E16: Select suppliers through a tendering process and
E17: Outsource business processes in the overall suite of National Occupational
Standards for Management and Leadership.
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Listed below are the main generic ‘skills’ that need to be applied in procuring
supplies. These skills are explicit/implicit in the detailed content of the unit and are
listed here as additional information.

464

Assessing
Communicating
Consulting
Decision-making
Evaluating
Influencing
Monitoring
Negotiating
Problem-solving

Thinking strategically
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Unit 32: Select suppliers through a
tendering process

Unit code: E16
Unit credit: 6
Unit level: 9
Introduction

What this unit is about

This unit is about selecting suppliers to supply products and/or services through a
formal tendering process against a specification.

In larger organisations there are often specialist departments which handle the
supply-chain management and procurement functions across the organisation,
working to specialist supply-chain management standards.

However, in many smaller organisations, non-specialist managers are required to
draw up specifications for products and services, invite tenders and evaluate these
against clear and fair criteria - the function described in this unit. To do so
effectively, managers need a good understanding of their organisation’s procurement
policy and procedures (where these exist) and the relevant statutory and sector-
specific requirements. They also need the cognitive skills to be able to make fair
assessments against established criteria and the interpersonal skills to maintain
effective working relationships with suppliers.

Who is the unit for?

The unit is for non-specialist managers who are required to select suppliers through a
formal tendering process.

It is not intended for purchasing and supply-chain management specialists, for whom
specialist supply-chain management standards are available.

Links to other units

This unit is linked to unit E15: Procure supplies and E17: Outsource business
processes in the overall suite of National Occupational Standards for Management
and Leadership.
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Skills

Listed below are the main generic ‘skills’ that need to be applied in inviting tenders
to supply products/services to specifications. These skills are explicit/implicit in the
detailed content of the unit and are listed here as additional information.

478

Assessing
Communicating
Decision-making
Evaluating
Presenting information
Problem-solving
Providing feedback
Questioning
Researching
Reviewing

Setting objectives

Time management
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Unit 33: Outsource business processes
Unit code: E17

Unit credit: 9
Unit level: 9
Introduction

What this unit is about

This unit is about outsourcing business processes which are not part of your
organisation’s core competencies.

It covers the outsourcing of discrete functions - such as payroll management,
cleaning or security - as well as more complex processes, such as helpline provision,
manufacturing or product assembly. It covers outsourced processes delivered on your
premises (e.g. catering) and processes carried out at the vendor’s premises (which
may be in your country or in another country to take advantage of time zone
differences, specialist expertise, tax concessions or low labour costs).

Who is the unit for?

The unit is for those managers who have strategic responsibility for outsourcing non-
core business processes for their organisation, or their part of the organisation.

Links to other units

This unit is linked to units E15: Procure supplies, E16: Select suppliers through a
tendering process, F3: Manage business processes, F12: Improve organisational
performance and F13: Manage quality systems in the overall suite of National

Occupational Standards for Management and Leadership.

Skills

Listed below are the main generic ‘skills’ that need to be applied in outsourcing
business processes. These skills are explicit/implicit in the detailed content of the
unit and are listed here as additional information.

e Analysing

e Assessing

¢ Communicating
e Decision-making
e Evaluating

e Monitoring

¢ Negotiating

e Persuading

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 491
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e Presenting information
e Questioning

e Researching

e Reviewing

e Risk management

¢ Thinking strategically

492 SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 —
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Unit 34: Manage a project

Unit code: F1
Unit credit: 11
Unit level: 8
Introduction

What this unit is about

This unit is about managing a project for which you have been given responsibility.
This involves developing and agreeing a plan for the project and monitoring and
controlling implementation of and changes to the plan.

It also involves ensuring that the project achieves its key objectives and is completed
to the satisfaction of the project sponsor(s) and any key stakeholders.

Who is the unit for?

The unit is recommended for first line managers and middle managers.

Links to other units

This unit is linked to F2: Manage a programme of complementary projects in the
overall suite of National Occupational Standards for Management and Leadership.

There is also a suite of National Occupational Standards for project management
which is aimed at those in full-time Project Management roles or whose roles have a
significant Project Management component.

You can obtain further information from the Engineering Construction Industry
Training Board (ECITB) on tel. 01923 260 000 or at the ECITB website (www.ecitb.
org.uk) or from the Association for Project Management (APM) on tel. 0845 458 1944
or at the APM website (www.apm.org.uk).

Skills

Listed below are the main generic ‘skills’ that need to be applied in managing
projects. These skills are explicit/ implicit in the detailed content of the unit and are
listed here as additional information.

e Evaluating

e Delegating

e Communicating

e Setting objectives

e Decision-making
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e Leadership

e Motivating

o Negotiating

¢ Planning

e Problem-solving

¢ Information management
¢ Contingency-planning
¢ Risk management

e Reviewing

e Consulting

e Monitoring

e Thinking systematically
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Unit 35: Manage a programme of
complementary projects

Unit code: F2
Unit credit: 12
Unit level: 10
Introduction

What this unit is about

This unit is about managing a specific programme of different projects which are
independent but still depend on each other. Taken together, these projects will
contribute to achieving a bigger strategic aim.

Who is the unit for?

The unit is recommended for middle managers and senior managers.

Links to other units

This unit is linked to unit F1: Manage a project in the overall suite of National
Occupational Standards for Management and Leadership.

Skills

Listed below are the main generic ‘skills’ that need to be applied in managing a
programme of complementary projects. These skills are explicit/implicit in the
detailed content of the unit and are listed here as additional information.

e Acting assertively
e Analysing

e Communicating

e Managing conflict
e Delegating

e Decision-making

¢ Influencing

e Leadership

e Motivating

o Negotiating

e Planning
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¢ Problem-solving

e Questioning

e Stress management
e Time management

e Team-building
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Unit 36: Develop and implement
marketing plans for your area of

responsibility
Unit code: F4
Unit credit: 5
Unit level: 9

Introduction

What this unit is about

This unit is about developing and implementing marketing plans for your area of
responsibility.

This unit describes the classic model of marketing planning, implementation and
control, which can be adopted by managers who do not have specialist marketing
expertise.

Who is the unit for?

The unit is recommended particularly for middle managers who, as part of their role,
are required to develop marketing plans for their area of responsibility.

It is not aimed at specialist marketing managers who should refer to the Marketing
National Occupational Standards.

Links to other units

This unit is linked to units B6: Provide leadership in your area of responsibility, D1:
Develop productive working relationships with colleagues, E1: Manage a budget,
E10: Take effective decisions, F9: Build you organisation’s understanding of its
market and customers and F16: Manage the development and marketing of
products/services in your area of responsibility in the overall suite of National
Occupational Standards for Management and Leadership.

It is based on two specialist units from the Marketing National Occupational
Standards, developed by the Marketing and Sales Standards Setting Body: 3.1.1

Develop marketing strategies and plans for products/ services and 6.1.2 Implement
marketing strategies and plans for products/services.
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Skills

Listed below are the main generic ‘skills’ that need to be applied in developing and
implementing marketing plans for your area of responsibility. These skills are
explicit/ implicit in the detailed content of the unit and are listed here as additional
information.

534

Analysing
Communicating
Decision-making
Evaluating
Forecasting
Monitoring
Obtaining feedback
Planning
Prioritising
Questioning
Reporting
Researching
Setting objectives
Thinking creatively

Time management
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Unit 37: Build your organisation’s
understanding of its market and

customers
Unit code: F9
Unit credit: 12
Unit level: 9

Introduction

What this unit is about

This unit is about making sure that relevant and reliable information about the
organisation’s market and customers is constantly available and shared.

The term ‘customer’ includes internal and external customers of the organisation or
part of the organisation that the manager is responsible for.

Who is the unit for?

The unit is recommended for middle managers and senior managers.

Links to other units

This unit is linked to units F4: Develop and implement marketing plans for your
area of responsibility, F10: Develop a customer-focused organisation and F16:
Manage the development and marketing of products/services in your area of
responsibility in the overall suite of National Occupational Standards for
Management and Leadership.

If your organisation is a small firm, you should look at unit B1: Improve your sales
and marketing, which has been developed by the Small Firms Enterprise and
Development Initiative (SFEDI) specifically for small firms and which may be more
suitable to your needs. You can obtain information on the unit from SFEDI on tel.
0114 241 2155 or at the SFEDI website (www.sfedi.co.uk).

Skills

Listed below are the main generic ‘skills’ that need to be applied in building your
organisation’s understanding of its market and customers. These skills are
explicit/implicit in the detailed content of the unit and are listed here as additional
information.

¢ Information management
e Communicating

e Analysing

e Assessing

¢ Thinking strategically

e Forecasting

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 547
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e Innovating

e Networking

e Presenting information
e Decision-making

¢ Thinking with a focus on customers

548 SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 —
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Unit 38: Manage the achievement of
customer satisfaction

Unit code: F11
Unit credit: 9
Unit level: 9
Introduction

What this unit is about

This unit covers a broad range of general, operational management responsibilities,
all aimed at satisfying customers with the processes, products and/or services being
delivered.

The term ‘customer’ includes internal and external customers of the organisation.

Who is the unit for?

The unit is recommended for middle managers.

Links to other units

This unit is closely linked to unit F8: Work with others to improve customer service
and F17: Manage the delivery of customer service in your area of responsibility in
the overall suite of National Occupational Standards for Management and Leadership.

There is also a suite of National Occupational Standards for Customer Service which
is aimed at those in customer service roles or whose roles have a significant customer
service component. You can obtain further information from the Institute of
Customer Service (ICS) on tel. 01206 571 716 or at the ICS website
(www.instituteofcustomerservice.com).

If your organisation is a small firm, you should look at unit C1: Look after your
customers, which has been developed by the Small Firms Enterprise and
Development Initiative (SFEDI) specifically for small firms and which may be more
suitable to your needs. You can obtain information on the unit from SFEDI on tel.
0114 241 2155 or at the SFEDI website (www.sfedi.co.uk).
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Skills

Listed below are the main generic ‘skills’ that need to be applied in managing the
achievement of customer satisfaction. These skills are explicit/implicit in the
detailed content of the unit and are listed here as additional information.

562

Problem-solving

Valuing and supporting others
Planning

Communicating

Monitoring

Reporting

Coaching

Mentoring

Empowering

Motivating

Thinking with a focus on customers
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Unit 39: Manage quality systems

Unit code: F13
Unit credit: 5
Unit level: 9
Introduction

What this unit is about

This unit is about managing quality systems to ensure that business processes
consistently deliver products/ services that meet customers’ and other stakeholders’
quality expectations and legal and regulatory requirements.

1SO09001:2000, EFQM Excellence Model, Total Quality Management, Six Sigma, Lean
Manufacturing, PQASSO and Investors in People are some of the common generic
quality assurance systems and standards in use in the UK, although almost every
sector has specific quality standards and requirements. Managers responsible for
assuring quality in their organisation, or their part of the organisation, need to make
sure systems are in place and people are competent to manage processes and deliver
products and/or services whose quality meets the expected standards.

Whereas unit F3 is about managing individual business processes, this unit, F13, is
broader, ensuring that the outputs of all processes meet required standards and are
continuously improved.

Who is the unit for?

The unit is for managers who have specific responsibility for managing quality
systems to assure quality of products and/or services in their organisation, or their
part of the organisation.

Links to other units

This unit is linked to units E17: Outsource business processes, F14: Prepare for
and participate in quality audits and F15: Carry out quality audits in the overall
suite of National Occupational Standards for Management and Leadership.
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Skills

Listed below are the main generic ‘skills’ that need to be applied in assuring quality.
These skills are explicit/ implicit in the detailed content of the unit and are listed
here as additional information.

e Assessing

¢ Communicating

¢ Decision-making

e Evaluating

e Influencing

e Information management
¢ Involving others

e Monitoring

e Motivating

e Obtaining feedback

e Planning

e Presenting information
e Providing feedback

e Questioning

e Reporting

e Setting objectives
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Unit 40: Prepare for and participate in
quality audits

Unit code: F14
Unit credit: 6
Unit level: 8
Introduction

What this unit is about

This unit is about preparing for, and participating in, quality audits of your area of
responsibility as part of a formal quality management system, such as 1S09001:2000
or sector-specific systems.

The key to a successful audit outcome is to ensure that work consistently meets
quality standards and complies with relevant procedures. Preparation for the audit
involves checking all relevant documentation is up to date and readily available for
the audit, whilst active participation in the audit can ensure that any non
conformances are addressed and potential improvements to business processes,
quality standards and/or procedures are identified.

Who is the unit for?

The unit is for managers working in environments with formal quality management
systems who are required to participate in quality audits.

Links to other units

This unit is linked to units F1: Manage quality systems and F15: Carry out quality
audits in the overall suite of National Occupational Standards for Management and
Leadership.

Skills

Listed below are the main generic ‘skills’ that need to be applied in carrying out
quality audits. These skills are explicit/implicit in the detailed content of the unit
and are listed here as additional information.

e Communicating

e Monitoring

¢ Planning

e Presenting information
e Reporting

e Researching

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 591
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Unit 41: Carry out quality audits

Unit code: F15
Unit credit: 6
Unit level: 10
Introduction

What this unit is about

This unit is about carrying out quality audits as part of a formal quality management
system, such as 1S09001:2000 or sector-specific systems.

Quality auditors require technical knowledge of the quality system and standards
with which they are working and a good understanding of the processes and
procedures they are auditing. They need to carry out quality audits professionally
and rigorously in order to reveal any nonconformances. They also need interpersonal
skills to carry out audits in such a way that auditees (i.e. those being audited) do not
feel threatened, but rather feel empowered to continuously improve the quality of
their work.

Who is the unit for?

The unit is for quality auditors - those carrying out formal audits of compliance with
quality systems.

Links to other units

This unit is linked to units F13: Manage quality systems and F14: Prepare for and
participate in quality audits in the overall suite of National Occupational Standards
for Management and Leadership

Skills

Listed below are the main generic ‘skills’ that need to be applied in carrying out
quality audits. These skills are explicit/implicit in the detailed content of the unit
and are listed here as additional information.

Assessing

e Benchmarking

¢ Communicating
e Decision-making

e Evaluating

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 603
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e Interviewing

¢ Involving others
e Monitoring

¢ Planning

e Questioning

e Reporting

e Researching

e Reviewing

e Setting objectives
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Unit 42: Manage the development and
marketing of products/services in
your area of responsibility

Unit code: F16
Unit credit: 9
Unit level: 10
Introduction

What this unit is about

This unit is about managing the development and marketing of products and/or
services for which you are responsible.

This unit describes how a manager without specialist marketing expertise can
identify customer requirements and develop new or enhanced products or services
better to meet these requirements. Issues such as competition, fitting with the
organisation’s strategic objectives and return on investment need to be taken into
account when considering the business case for developing or enhancing products or
services. Within a cycle of continuous improvement, it is important to monitor
demand and take note of customer feedback in order to adapt products or services
and how they are marketed.

Who is the unit for?

The unit is for middle managers with responsibility to provide products or services for
identified groups of customers.

It is not aimed at specialist marketing managers who should refer to the Marketing
National Occupational Standards.

Links to other units

This unit is linked to units F4: Develop and implement marketing plans for your
area of responsibility and F9: Build your organisation’s understanding of its
market and customers in the overall suite of National Occupational Standards for
Management and Leadership. It is based on two specialist units from the Marketing
National Occupational Standards, developed by the Marketing and Sales Standards
Setting Body: 3.2.2 Develop new products/services, and 6.1.3 Develop and maintain
a portfolio of products/services.

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 — 619
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Skills

Listed below are the main generic ‘skills’ that need to be applied in managing
environmental performance in your area of responsibility. These skills are
explicit/implicit in the detailed content of the unit and are listed here as additional
information.

620

Analysing

Assessing
Communicating
Decision-making
Evaluating
Influencing
Monitoring

Planning

Prioritising
Questioning
Researching
Reviewing

Setting objectives
Thinking strategically
Thinking with a focus on customers

Time management

SV029861 — Candidate Logbook — Edexcel SVQ 4 in Management at SCQF Level 9 —
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Unit 43: Prepare sales proposals and
deliver sales presentations

Unit code: F18
Unit credit: N/A
Unit level: N/A
Introduction

What this unit is about

This unit is about preparing for sales opportunities, and includes developing proposals
and sales quotations, and also the preparation of both formal and informal sales
presentations. It includes identifying customer requirements, matching these with
your organisation’s objectives and the features and benefits of your
products/services, and presenting a planned sales pitch.

Who is the unit for?

This unit is recommended for those involved in preparing proposals and in preparing
and delivering sales presentations, but who are not necessarily sales specialists. For
example, such individuals might be ‘general’ managers within larger organisations, or
managers and/or proprietors within small to medium-sized organisations.

Related specialist units

Those seeking specialist standards offering greater depth regarding this area are
referred to the following related MSSSB marketing units: Sales units 5.1: Develop
sales proposals and quotations, 5.3: Develop and deliver a professional sales
presentation, and 6.4: Undertake sales demonstrations. Details of these units can be
accessed via www.msssb.org.
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Unit 44: Sell products/services to

customers
Unit code: F19
Unit credit: N/A
Unit level: N/A

Introduction

What this unit is about

This unit is about the activities involved within the sales cycle in matching
products/services to customers’ needs. It focuses upon face-to-face selling activity,
and also applies to telephone contact. It includes generating sales leads, identifying
customers’ buying needs, promoting the features and benefits of relevant
products/services, addressing queries/objections and closing sales with mutually
beneficial terms and conditions.

Who is the unit for?

This unit is recommended for those involved in the selling of their organisation’s
products/services, but are not necessarily sales specialists. For example, such
individuals might be ‘general’ managers within larger organisations, or managers
and/or proprietors within small to medium-sized organisations.

Related specialist units

Those seeking specialist standards offering greater depth regarding this area are
referred to the following related MSSSB units: Sales units 7.1: Generate and follow
up sales leads, 7.2: Sell products and services face-to-face, 7.5: Manage and
facilitate case negotiations, 7.6: Handle objections and close sales, and 7.8:
Demonstrate compliance with legal, regulatory and ethical requirements. Details of
these units can be accessed via www.msssb.org.
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