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Section 1: SVQ3 in Retail (Visual
Merchandising) at SCQF Level 6

Introduction

This document contains information specific to the SVQ3 in Retail (Visual
Merchandising) at SCQF Level 6.

National Occupational Standards and SVQs

The standards, Assessment Strategy and qualification structures for the SVQ3 in
Retail (Visual Merchandising) at SCQF Level 6 are owned by Skillsmart Retail, who
reviewed these National Occupational Standards. The SVQs have been developed
from the National Occupational Standards.

The Edexcel SVQ3 in Retail (Visual Merchandising) at SCQF Level 6 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:

Skillsmart Retail Limited
4™ Floor

93 Newman Street
London, W1T 3EZ

Telephone: 020 7462 5060

Fax: 020 7462 5061
Email: contactus@skillsmartretail.com
Website: www.skillsmartretail.com

SVQs are designed to be assessed in the workplace, or in conditions resembling the
workplace. However, simulation of real working practice might be 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 Retail Skills/Retail are available?

The SVQs in Retail Skills/Retail are available as follows:
Edexcel SVQ1 in Retail Skills at SCQF Level 4

Edexcel SVQ2 in Retail Skills at SCQF Level 5

Edexcel SVQ3 in Retail (Sales Professional) at SCQF Level 6
Edexcel SVQ3 in Retail (Visual Merchandising) at SCQF Level 6
Edexcel SVQ3 in Retail (Management) at SCQF Level 6

It is important that you select the most appropriate level related to your work role.
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Who is this SVQ for?

The SVQ3 in Retail at SCQF Level 6

The Edexcel SVQ3 in Retail Skills at SCQF Level 6 is based on the National
Occupational Standards (NOS) developed by Skillsmart Retail and is intended for
individuals who work in the retail sector. These individuals may be working as:

e supervisors
e first line managers
e department managers

(] owners/managers.
What progression opportunity does this SVQ offer me?

Candidates may progress within their own employment, from a supervisory role to
line management. They can also progress to:

e the Edexcel BTEC Level 3 Award, Certificate and Diploma in Retail Knowledge
(QCF)

¢ the SVQ3 in Management at SCQF Level 7
o the Edexcel BTEC Level 3 Award and Certificate in Management (QCF)

e the Edexcel BTEC Level 3 Diploma and Extended Diploma in Business
(Management) (QCF).

e the Edexcel BTEC Level 3 Award/Certificate in Management (QCF)
¢ the SVQ4 in Management at SCQF Level 9

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

e the Edexcel BTEC Level 5 Award/Certificate/Diploma in Management and
Leadership (QCF).
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What is the structure of the SVQ3 in Retail (Visual Merchandising) at SCQF
Level 6?

To achieve the whole qualification at Level 6, you must prove competence in six
units.

This comprises of:

e one mandatory unit

e four units from Groups A, B or C

¢ one further unit from Groups A, B, Cor D

The remaining six units can come from either Group A or B.

Mandatory unit for the SVQ3 in Retail (Visual Merchandising) at SCQF Level 6

You must achieve all of the units listed below:

s Unit code Title Umt. SCQF

number credit | level

1 E.O08 Work effectively in your retail 9 6
organisation

Optional units for the SVQ3 in Retail (Visual Merchandising) at SCQF Level 6

You must achieve:
e four units from Groups A, B or C

e one further unit from Groups A, B, Cor D

Group A - Stock management

s Unit code Title Umt. SCQF
number credit | level
2 B.14 Organise the receipt and storage of goods | 11 7

in a retail environment

Group B - Visual merchandising

Unit Unit code Title Umt' SCQF

number credit | level

3 C.24 Choose merchandising to feature in visual | 6 6
merchandising displays

4 C.25 Plan, monitor and control how graphics 8 6
are used in visual merchandising displays

5 C.26 Monitor the effect of visual 10 6
merchandising displays and layouts

6 C.27 Allocate, monitor and control visual 10 6
merchandising project resources against
budgets

SV030009 — Candidate Logbook — SVQ3 in Retail (Visual Merchandising) at SCQF Level 6 — 3

Issue 1 — February 2012 © Pearson Education Limited 2012



s Unit code Title Umt. SCQF
number credit | level
7 C.28 Contribute to developing and putting into | 10 6
practice the company’s visual
merchandising policy
8 C.29 Create plans, elevations and drawings to | 10 6
realise visual merchandising ideas
Group C - Management and leadership
Unit Unit code Title Unit SCQF
number credit | level
9 E.09 Help to manage a retail team 11 6
10 E.10 Contribute to the continuous 10 6
improvement of retail operations
Group D - Visual merchandising units at SCQF Level 5
Unit Unit code Title Unit SCQF
number credit | level
11 C.18 Follow guidelines for planning and 7 5
preparing visual merchandising displays
12 C.19 Follow guidelines for dressing visual 8 5
merchandising displays
13 C.20 Order graphic materials for visual 3 5
merchandising displays
14 C.21 Dismantles and store visual merchandising | 13 5
displays
15 C.22 Make props for visual merchandising 10 5
displays
16 C.23 Put visual merchandising displays 8 5
together
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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 SVQ3 in Retail (Visual Merchandising)
at SCQF Level 6.

The forms are:

Form 1: Portfolio title page

Form 2: Personal profile

Form 3: Contents checklist

Form 4: Index of evidence

Form 5: Unit assessment plan

Form 6: Unit sign-off record

Form 7: Work Log

Form 8: Observation record

Form 9: Witness testimony

Form 10: Expert witness evidence record

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.

SV030009 — Candidate Logbook — SVQ3 in Retail (Visual Merchandising) at SCQF Level 6 —
Issue 1 — February 2012 © Pearson Education Limited 2012



SV030009 — Candidate Logbook — SVQ3 in Retail (Visual Merchandising) at SCQF Level 6 —
Issue 1 — February 2012 © Pearson Education Limited 2012



Example form 1 — Portfolio title page

Name:

Job title:

Name of employer/training provider/college:

Their address:

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

SvQ:
Level:

Units submitted for assessment:

Mentor/Supervisor:

(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:

Telephone number (work):

Email address:

Type of business, if employer:

Number of staff:

Postcode:

Fax number:

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

SvQ 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
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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

SvaQ 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:
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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:

I can confirm the candidate’s performance was satisfactory.

Assessor’s signature: Date:
Candidate’s signature: Date:
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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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Section 3: Logbook

Page number
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environment 51
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merchandising displays 77
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Unit 6: Allocate, monitor and control visual merchandising project
resources against budgets 103
Unit 7: Contribute to developing and putting into practice the
company'’s visual merchandising policy 115
Unit 8: Create plans, elevations and drawings to realise visual
merchandising ideas 129
Unit 9: Help to manage a retail team 143
Unit 10: Contribute to the continuous improvement of retail
operations 153
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Mandatory
units
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Unit 1: Work effectively in your retail

organisation
Unit code: E.08
Unit credit: 9
Unit level: 6

Introduction

This unit is about being an effective member of your team, including taking some
responsibility for helping colleagues to learn. The unit involves supporting your
team’s efforts by sharing the workload fairly, making realistic commitments and
doing your best to keep them, and contributing to team morale and good working
relations. The unit is also about being an effective learner in the workplace. It
assumes that you receive some help and support in planning and carrying out your
learning plans. Your responsibilities are to contribute to the planning process, carry
out your plan and report on your progress.

Finally, the unit is about helping colleagues to gain the information and skills they
need to do their jobs. It involves passing on to colleagues your own knowledge and
skills as you go about your day-to-day work. This standard is not about being a
professional trainer and you are not expected to assess your colleagues’ performance
formally.
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Unit 2: Organise the receipt and storage
of goods in a retail environment

Unit code: B.14
Unit credit: 11
Unit level: 7
Introduction

This unit is firstly about organising staff to receive goods, for example when
preparing for seasonal intake of stock. Secondly, the unit involves organising storage
facilities and training and supervising staff in the use of the storage system.

SV030009 — Candidate Logbook — SVQ3 in Retail (Visual Merchandising) at SCQF Level 6 — 51
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Unit 3: Choose merchandise to feature in
visual merchandising displays

Unit code: C.24
Unit credit: 6
Unit level: 6
Introduction

This unit is for visual merchandising specialists and involves using design information
to identify what you need for displays and choosing merchandise to feature in
displays.

SV030009 — Candidate Logbook — SVQ3 in Retail (Visual Merchandising) at SCQF Level 6 — 65
Issue 1 — February 2012 © Pearson Education Limited 2012
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Unit 4: Plan, Monitor and control how
graphics are used in visual
merchandising displays

Unit code: C.25
Unit credit: 8
Unit level: 6
Introduction

This unit is for visual merchandising specialists and is all about ensuring that graphics
are used effectively in displays. There are three aspects to this unit. Firstly, it is
about choosing graphics, signs and tickets to make displays more attractive and
informative to customers. Secondly, it involves organising the distribution of
graphics, signs and tickets and their use in displays.Thirdly, you need to check that
graphics, signs and tickets are being used consistently with the purpose of the display
and any relevant company and legal requirements.
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Unit 5: Monitor the effect of visual
merchandising displays and

layouts
Unit code: C.26
Unit credit: 10
Unit level: 6

Introduction

This unit is for visual merchandising specialists and is all about finding out whether
displays and layouts are having the desired effect on customers and encouraging
them to purchase the items being promoted. This involves two activities. Firstly, you
need to gather the right kinds of information about customers’ responses to displays
and layouts. Secondly, you need to assess the effect of displays and layouts on
customer behaviour and business performance and report your findings to decision-
makers.
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Unit 6: Allocate, monitor and control
visual merchandising project
resources against budgets

Unit code: Cc.27
Unit credit: 10
Unit level: 6
Introduction

This unit is for visual merchandising specialists and is all about your responsibility for
putting together project budgets and making sure project costs stay within budget as
the project progresses. Putting a budget together involves estimating the likely costs
of the project, working out ways of achieving best value for money, and justifying
your recommendations to decision-makers. Keeping within budget involves recording
and monitoring project spending, identifying any unacceptable spending and taking
prompt action to sort it out.
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Unit 7: Contribute to developing and
putting into practice the
company’s visual merchandising

policy
Unit code: C.28
Unit credit: 10
Unit level: 6

Introduction

This standard is for visual merchandising specialists and is about your contribution to
developing the company’s visual merchandising policy and making sure that staff
follow it. The unit involves making suggestions for improving your company’s visual-
design policy, including gathering information and analysing it to arrive at your
recommendations. It also involves explaining the policy to staff and motivating them
to follow it, as well as making checks to make sure the policy is followed. Your
company’s visual merchandising policy could be a written policy, but need not be.
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Unit 8: Create plans, elevations and
drawings to realise visual
merchandising ideas

Unit code: C.29
Unit credit: 10
Unit level: 6
Introduction

This unit is for visual merchandising specialists and is all about designing layouts and
producing diagrams and instructions that will enable staff to realise your designs. The
unit is firstly about developing creative solutions for layout designs within the limits
of time, budget and any guidelines you must follow. This involves testing that ideas
are realistic, as well as asking for and using the suggestions of decision-makers. The
second aspect of the unit is about producing guidance that will allow staff to put
layouts together. This involves working out what is involved in putting layouts
together and giving instructions using schematic drawings and detailed written
specifications.
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Unit 9: Help to manage a retail team
Unit code: E.09

Unit credit: 11
Unit level: 6
Introduction

This unit is about managing a team when you are not a full-time team leader. For
example, you might lead a team responsible for a special event, sales preparation,
stock-taking or emergency situations. You are expected to manage the smooth
running of the team’s work. You need to understand and act within the limits of your
responsibility when acting as team leader, and to ask your manager for advice
whenever you need it. The unit does not require you to take responsibility for
formally developing or disciplining team members.
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Unit 10: Contribute to the continuous
improvement of retail operations

Unit code: E.10
Unit credit: 10
Unit level: 6
Introduction

This unit is about helping your store to improve the way it operates, so that you or they
can achieve or improve on sales targets and standards of service. You will need to have a
thorough knowledge of day-to-day operations in your area of responsibility and be able to
spot things that could be improved and suggest practical and cost-effective ways of
improving them.

The unit is also about presenting your recommendations persuasively to management.
Finally, you need to put improvements into practice. This involves working with other
people and sometimes experiencing their resistance to new ways of doing things. As a
result, you need to communicate your plans persuasively, support staff through the change
and demonstrate your own commitment to the change.
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Unit 11: Follow guidelines for planning
and preparing visual
merchandising displays

Unit code: C.18
Unit credit: 7
Unit level: 5
Introduction

This unit is for visual merchandising specialists and is about planning and preparing
visual merchandising displays within the guidelines provided by your manager. It
involves interpreting design briefs and getting hold of the merchandise and props you
will need for the display.
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Unit 12: Follow guidelines for dressing
visual merchandising displays

Unit code: C.19
Unit credit: 8
Unit level: 5
Introduction

This unit is for visual merchandising specialists. It is about following guidelines for
dressing in-store and window displays in ways that promote sales. It involves making
judgements about how best to achieve the visual effect you need, while working
within your company’s policy for visual design. It is also about evaluating finished
displays and sorting out any problems you identify.

SV030009 — Candidate Logbook — SVQ3 in Retail (Visual Merchandising) at SCQF Level 6 — 175
Issue 1 — February 2012 © Pearson Education Limited 2012
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Unit 13: Order graphic materials for visual
merchandising displays

Unit code: C.20
Unit credit: 3
Unit level: 5
Introduction

This unit is for visual merchandising specialists and is about ordering graphic
materials and positioning them in displays. Firstly, it is about ordering the right
quantity and quality of graphics, signs and tickets within the available budget and
checking the progress of orders to ensure that requirements are met. Secondly, it is
about positioning graphics, signs and tickets so that they support the purpose of the
display and meet all relevant requirements.
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Unit 14: Dismantle and store visual
merchandising displays

Unit code: C.21
Unit credit: 13
Unit level: 5
Introduction

This unit is for visual merchandising specialists. It is about dismantling displays and
deciding what to do with the display parts. This involves returning borrowed
merchandise, disposing of unwanted materials and cleaning the display sites and
parts. It also involves storing equipment, props and graphics carefully so that they
remain in good condition and can easily be found again when needed.
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Unit 15: Make props for visual
merchandising displays

Unit code: C.22
Unit credit: 10
Unit level: 5
Introduction

This standard is for visual merchandising specialists and is all about making props for
displays. Firstly, it is about using design information to identify the props and
prototypes you need and working out how you will get hold of these items. It also
covers making life-size replicas and scale models as well as decorating fixtures and
panels for using in displays in stores.

SV030009 — Candidate Logbook — SVQ3 in Retail (Visual Merchandising) at SCQF Level 6 — 207
Issue 1 — February 2012 © Pearson Education Limited 2012
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Unit 16: Put visual merchandising displays

together
Unit code: C.23
Unit credit: 8
Unit level: 5

Introduction

This standard is for visual merchandising specialists and is all about assembling
displays. Firstly, it involves interpreting diagrams of layouts for displays. As well as
identifying the features of layouts, such as where to put them and what you need to
create them, you need to be able to work out what you need to do to put layouts
together. The second aspect of the unit is about putting layouts together accurately
within the guidelines provided and introducing creative effects when appropriate.
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