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Section 1: Levels 2, 3, 4 and 5 SVQs in Team
Leading and Team Leading and Management
(SCQF Levels 5, 7, 9 and 11)

Introduction

This document contains information that is specific to the Edexcel Levels 2, 3, 4 and
5 SVQs in Team Leading and Team Leading and Management. It should be read in
conjunction with the Edexcel SVQ guidance for centres and the relevant candidate
logbooks (see Section 5: Further information).

National Occupational Standards and SVQs

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

Edexcel Levels 2, 3, 4 and 5 SVQs in Team Leading and Team Leading and
Management give recognition of candidates’ skills, knowledge and understanding.
They allow candidates to gain a qualification in the workplace that relates to their
job area and promotes good working practice.

You can contact the Standard Setting Council (SSC) at:

CfA: Business Skills @ Work
6 Graphite Square
Vauxhall Walk

London SE11 5EE

Telephone: 020 7091 9620
Fax: 020 7091 7340
Email: info@cfa.uk.com

The NOS can be located on the SSC website: www.cfa.uk.com
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Section 2: About these SVQs

The Edexcel SVQs are designed to be assessed in the workplace

In a further education or training situation, assessment is occasionally achieved
through simulation. Simulation must be carried out in conditions resembling the
workplace. These conditions are described as being a ‘realistic working environment’
(RWE). Where simulation is allowed, it will be identified in the individual units within
the standards. For guidance on the use of simulation, see Section 3: Assessment
Strategy and Section 5 Further Information.

Which SVQs in Team Leading and Management are available?

Edexcel 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 the most appropriate level and route is selected for each
candidate.

Who are these SVQs for?

The Edexcel Levels 2, 3, 4 and 5 SVQs in Team Leading and Management

The Edexcel Level 2 SVQ in Team Leading and Edexcel Levels 3, 4 and 5 SVQs in
Management are cross-sector qualifications. This means that these Edexcel SVQs in
Team Leading and Management will be taken by team leaders and managers across a
wide variety of areas, including NHS trusts, educational institutions, government
departments and the private sector.

Level 2 candidates can expect to be working as team leaders. There are four
mandatory units at this level covering resource management, leadership, working
with colleagues and health and safety, together with a choice of option units.

Level 3 candidates can expect to be working as supervisors or first line managers.
Level 3 mandatory units cover topics including resource management, professional
development, health and safety, and monitoring of quality, together with a choice of
three option units from a wide range of units

Level 4 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.

Level 5 candidates can expect to be senior managers and hold a more strategic role
in an organisation. The three mandatory units develop skills in leadership,
innovation, improving organisational performance and health and safety.
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What progression do these SVQs offer?

These qualifications offer opportunities for progression to other Edexcel SVQs and
associated Edexcel BTEC qualifications. Some of these opportunities are detailed
below.

Level 2 candidates may progress within their own employment from supporting a
team of people to a supervisory role. They can also progress to:

¢ the Edexcel SVQ 3 in Management

o other Level 2 qualifications, such as the Edexcel BTEC Level 2 Award in Team
Leading (QCF)

e the Edexcel BTEC Level 3 Award/Certificate in Management (QCF)

o the Edexcel BTEC Level 3 Diploma/Extended Diploma in Business (Management)
(QCF)

Level 3 candidates may progress within their own employment, from a supervisory

role to line management. They can also progress to:

o the Edexcel BTEC Level 3 Award/Certificate in Management (QCF)

e the Edexcel SVQ 4 in Management

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

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

Level 4 candidates may progress within their own employment, for example, to
middle management. They can also progress to:

e 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)

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

e the Edexcel SVQ 5 in Management.

Level 5 candidates may progress within their own employment, for example, to
senior management. They can also progress to:

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

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

e the Edexcel Level 7 BTEC Award/Certificate/Diploma/Extended Diploma in
Strategic Management and Leadership (QCF)
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What is the structure of the SVQ 2 in Team Leading at SCQF Level 5

To achieve the whole qualification at Level 2, you must prove competence in four
mandatory units and two optional units. There is a minimum credit value of 39 and
a maximum credit value of 52.

This comprises of:

¢ all of the mandatory units

e at least two units from the Optional unit group

Mandatory units for the SVQ 2 in Team Leading at SCQF Level 5

You must achieve all of the units listed below:

Unit Unit code Title Unit. SCQF
number credit level
1 A1 Manage your own resources 7 6
2 D1 Develop productive working relationships | 9 6
with colleagues
3 D5 Allocate and check work in your team 12 5
4 E5 Ensure your own actions reduce risks to 4 5
health and safety
Optional units for the SVQ 2 in Team Leading at SCQF Level 5
You must achieve two of the units listed below:
Unit Unit code Title Unit. SCQF
number credit level
5 B5 Provide leadership for your team 9 7
6 C1 Encourage innovation in your team 11 6
7 D8 Help team members address problems 5 6
affecting their performance
8 D12 Participate in meetings 2 5
9 D14 Initiate and follow disciplinary procedure | 6 6
10 D15 Initiate and follow grievance procedure 6 6
11 F5 Resolve customer service problems 6 5
12 Fé6 Monitor and solve customer service 6 6
problems
13 F7 Support customer service improvements 5 5
14 F8 Work with others to improve customer 8 6
service
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What is the structure of the SVQ 3 in Management at SCQF Level 7

To achieve the whole qualification at Level 3, you must prove competence in four

mandatory units and three optional units. There is no minimum and maximum

credit value allocated.

This comprises of:

¢ all of the mandatory units

e at least three units from the Optional unit group

Mandatory units for the SVQ 3 in Management at SCQF Level 7

You must achieve all of the units listed below:

Unit Unit code Title Unit. SCQF

number credit level

1 A2 Manage your own resources and 8 7
professional development

2 B5 Provide leadership for your team 9 7

3 D6 Allocate and monitor the progress and 14 7
quality of work in your area of
responsibility

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

6
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Optional units for the SVQ 3 in Management at SCQF Level 7

You must achieve three of the units listed below:

— Unit code Title Unit. SCQF

number credit level

5 B1 Develop and implement operational plans | 11 8
for your area of responsibility

6 B11 Promote equality of opportunity, 10 8
diversity and inclusion in your area of
responsibility

7 C1 Encourage innovation in your team 11 6

8 c5 Plan change 15 9

9 Cé Implement change 11 8

10 D1 Develop productive working relationships | 9 6
with colleagues

11 D3 Recruit, select and keep colleagues 12 9

12 D7 Provide learning opportunities for 11 8
colleagues

13 D8 Help team members address problems 5 6
affecting their performance

14 D9 Build and manage teams 8 7

15 D10 Reduce and manage conflict in your team |5 7

16 D11 Lead meetings 4 7

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

18 D14 Initiate and follow disciplinary procedure |6 6

19 D15 Initiate and follow grievance procedure 6 6

20 E1 Manage a budget 11 7

21 E2 Manage finance for your area of 14 8
responsibility

22 E8 Manage physical resources 9 8

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

24 E10 Take effective decisions 4 8

25 E11 Communicate information and knowledge | 3 7

26 F1 Manage a project 11 8

27 Fé6 Monitor and solve customer service 6 6
problems
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— Unit code Title Unit' SCQF

number credit level

28 F8 Work with others to improve customer 8 6
service

29 F14 Prepare for and participate in quality 6 8
audits

30 F17 Manage the delivery of customer service |9 6
in your area of responsibility

31 F18 Prepare sales proposals and deliver sales | N/A N/A
presentations®

32 F19 Sell products/services to customers* N/A N/A

*Sales units not SCQF rated
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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. There is no minimum or maximum credit
value allocated.

This comprises of:

¢ all of the mandatory units

e at least four units from the Optional unit group

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

You must achieve all of the units listed below:

Sl Unit code Title Unit. Seloe

number credit level

1 B1 Develop and implement operational plans | 11 8
for your area of responsibility

2 B6 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

SV029858 — Sector guidance for centres — SVQs in Team Leading and Management Levels 2, 3, 4 and 5 9

(SCQF Levels 5, 7, 9 and 11) — Issue 1 — January 2012 © Pearson Education Limited 2012




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

You must achieve four of the units listed below:

— 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 9

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 Cc4 Lead change 15 9

11 c5 Plan change 15 9

12 Ccé 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

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
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— Unit code Title Unit' SCQF

number credit level

26 E8 Manage physical resources 9 8

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

28 E10 Take effective decisions 4 8

29 E12 Manage knowledge in your area of 4 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 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

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

*Sales units not SCQF rated
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What is the structure of the SVQ 5 in Management at SCQF Level 11

To achieve the whole qualification at Level 5, you must prove competence in three
mandatory units and four optional units. There is a minimum credit value of 52 and
a maximum credit value of 68.

This comprises of:
e all of the mandatory units

e at least four units from Group A.

Mandatory units for the SVQ 5 in Team Leading and Management at SCQF Level 11

You must achieve all of the units listed below:

number | Unitcode | Titl crecit | level
1 B7 Provide leadership for your organisation 13 11
2 C3 Encourage innovation in your organisation | 16 11
3 F12 Improve organisational performance 11 11
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Optional units for the SVQ 5 in Management at SCQF Level 11

You must achieve four of the units listed below:

— Unit code Title Unit. SCQF

number credit level

4 A3 Develop your personal networks 10 9

5 B2 Map the environment in which your 14 11
organisation operates

6 B3 Develop a strategic business plan for your | 14 11
organisation

7 B4 Put the strategic business plan into action | 9 10

8 B8 Ensure compliance with legal, regulatory, | 12 9
ethical and social requirements

9 B9 Develop the culture of your organisation 13 11

10 B10 Manage risk 12 11

11 B12 Promote equality of opportunity, 12 11
diversity and inclusion in your
organisation

12 Cc4 Lead change 15 9

13 c5 Plan change 15 9

14 Cé Implement change 11 8

15 D2 Develop productive working relationships | 12 9
with colleagues and stakeholders

16 D4 Plan the workforce 12 11

17 D17 Build and sustain collaborative 6 11
relationships with other organisations

18 E3 Obtain additional finance for the 18 10
organisation

19 E4 Promote the use of technology within 12 11
your organisation

20 E7 Ensure an effective organisational 12 11
approach to health and safety

21 E13 Promote knowledge management in your |7 11
organisation

22 E17 Outsource business processes 9 9

23 F2 Manage a programme of complementary 12 10
projects
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— Unit code Title Unit' SCQF
number credit level
24 F9 Build your organisation’s understanding of | 12 9
its market and customers
25 F10 Develop a customer focussed organisation | 12 11
26 F15 Carry out quality audits 6 10
27 F16 Manage the development and marketing 9 10
of products/services in your area of
responsibility
14
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Section 3: Assessment Strategy

Introduction

The Assessment Strategy for Team Leading and Management for this SVQ has been
established by the SSB in agreement with awarding bodies.

This Assessment Strategy sets out recommendations and specifications for the
assessment and quality control of the Management and Leadership suite of National
Occupational Standards (NOS) across the UK. This strategy should be read in
conjunction with the following documents:

e Edexcel SVQ guidance for centres
e Edexcel SVQs in Team Leading and Management Candidate Logbooks (Levels 2-5).

The NOS referred to underpin the Scottish Vocational Qualifications (SVQs) at Levels
2-5. This includes the following SVQs:

e SVQ2in Team Leading at SCQF 5
e 5VQ 3 in Management at SCQF 7
¢ 5VQ 4 in Management at SCQF 9
¢ SVQ 5 in Management at SCQF 11

The following sections outline the principles that underpin the assessment of the
above standards and qualifications with regard to:

e external quality control

e workplace assessment

e the use and characteristics of simulation

e the required occupational expertise of assessors and verifiers.

These principles are in addition to the generic criteria that awarding bodies must
meet for the delivery of SVQs, as required by SQA accreditation and Ofqual.

Management and Leadership Assessment Strategy (2011)

1 Introduction

1.1 The Management & Leadership Assessment Strategy is designed to provide
awarding organisations with a robust and flexible approach to deliver
assessment for Management & Team Leading NVQs / SVQs and competence-
based qualifications.

2 External quality control

2.1 Awarding organisations will provide qualifications and quality assurance that
support their delivery to all Management & Team Leading NVQs / SVQs and
competence-based qualification assessment centres in line with regulatory
requirements in England, Scotland, Wales and Northern Ireland.
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2.2

2.3

2.4

3.1

3.2

4.1

5.1

-_
.
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Awarding organisations will regularly carry out standard risk assessments in
each Management & Team Leading NVQ / SVQ and competence-based
qualification assessment centre and manage all identified risks appropriately.
Awarding organisations will consistently apply external verification processes
at all Management & Team Leading NVQ / SVQ and competence-based
qualification assessment centres, underpinned by standard risk assessment
and risk management processes.

Awarding organisations will supply the CfA: Business Skills @ Work (CfA) with
quarterly reports on:

e Registration and achievement data at qualification level, and unit level
where available

Assessing performance

Assessment of all units at any level of Management & Team Leading NVQs/
SVQs and competence-based qualifications may be based on either candidate
performance at work or through simulation, as necessary (See Section 4
below).

Units which have been imported by the CfA in their Management & Team
Leading NVQs / SVQs and competence-based qualifications will be assessed in
compliance with the imported assessment strategies.

Simulation of NVQ / SVQ units

Simulation is only permitted in exceptional circumstances where natural work
evidence is unlikely to occur, with agreement from awarding organisations. It
should be used sparingly and should only form a small part of the evidence for
the qualification. It should not be used for any part of the leadership and
management role that involves the direct supervision of others.

Occupational expertise to assess performance, and moderate and verify
assessments

Candidates work achievements must be assessed, moderated or verified at
work by:
Assessors, moderators or verifiers who have achieved, or are working
towards achievement of, the appropriate regulatory body approved
qualifications for assessment, moderation or verification;

OR
A trainer, supervisor or manager, elected by an employer, who must either:
Have achieved, or be working towards achieving, appropriate regulatory body
approved unit qualifications for assessment, moderation or verification;

OR
Seek guidance and approval from their awarding organisation to demonstrate
that the;

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

e Trainer, supervisor or manager is able to map their assessment,
moderation or verification skills and knowledge 100% to the National
Occupational Standards upon which the qualifications above are based.
This is known as the employer direct model in Scotland.

SV029858 — Sector guidance for centres — SVQs in Team Leading and Management Levels 2, 3, 4 and 5
(SCQF Levels 5, 7, 9 and 11) — Issue 1 — January 2012 © Pearson Education Limited 2012



5.2

5.3

5.4

5.5

Assessors must be occupationally competent to make Management & Team
Leading assessment judgements about the level and scope of individual
candidate performance at work; and occupationally competent to make
assessment judgements about the quality of assessment and the assessment
process.

External Moderators / Verifiers or Internal Moderators / Verifiers must be
occupationally competent to make Management & Team Leading moderation
and verification judgements about the quality of assessment and the
assessment process.

Awarding organisations will supply information on the requirements for
internal and external moderation / verification activities to Management &
Team Leading assessment centres.

The CfA and awarding organisations requires all assessors, moderators and
verifiers to maintain current Management & Team Leading competence to
deliver these functions. The CfA recognises this can be achieved in many ways
but must be recorded in individual continual professional development (CPD)
records that are maintained in Management & Team Leading assessment
centres.
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Section 4: Recording forms

Introduction

This section contains the following exemplar forms for use in the Team Leading and
Management SVQs.

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 progress and sign-off record
e Form 7: Element achievement record

e Form 8: Knowledge evidence record

e Form 9: Personal statement

e Form 10: Observation record

e Form 11: Witness testimony

e Form 12: Expert witness evidence record

e Form 13: Record of questions and candidate’s answers.
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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:

continued overleaf...
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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

SvQ title:
Candidate:

Completed? Page/section

number

Title page for the portfolio

Personal profile

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

information about your employer/training
provider/college

Summary of the units

Completed units

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

reference numbers included

unit assessment plans

Unit progress records

Index of evidence (with cross-referencing information
completed)

Evidence (with reference numbers)

observation records
details of witnesses (witness testimony sheets)

personal statements

SV029858 — Sector guidance for centres — SVQs in Team Leading and Management Levels 2, 3, 4 and 5
(SCQF Levels 5, 7, 9 and 11) — Issue 1 — January 2012 © Pearson Education Limited 2012

25



26

SV029858 — Sector guidance for centres — SVQs in Team Leading and Management Levels 2, 3, 4 and 5
(SCQF Levels 5, 7, 9 and 11) — Issue 1 — January 2012 © Pearson Education Limited 2012



Example form 4 — Index of evidence

|SVQ title and level:
|Candidate:
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Example form 5 — Unit assessment plan

| SVQ title:

| Candidate: Assessor:

| Normal working activities performed

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

| 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 overledf...
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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 nhumber:

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 nhumber 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

SV029858 — Sector guidance for centres — SVQs in Team Leading and Management Levels 2, 3, 4 and 5
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Example form 10 — Expert witness evidence record

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

Where applicable, evidence nhumber 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 5: Further information

Simulation Guidance

In Edexcel SVQs, the emphasis is on the candidate being able to carry out real
work activities so assessment will normally be carried out in the workplace itself.
Indeed in the Assessment Strategy simulation is only permitted in exceptional
circumstances where natural work evidence is unlikely to occur, with agreement
from awarding organisations. It should be used sparingly and should only form a small
part of the evidence for the qualification. It should not be used for any part of the
leadership and management role that involves the direct supervision of others.

On some occasions, however, it might not be appropriate for you to assess a
candidate while they are working. For example: where the Edexcel SVQ requires
candidates to carry out emergency or contingency procedures, for safety or
confidentiality reasons and/or where a candidate’s current job role does not cover
all aspects of the qualification. In these circumstances, and if the candidate has no
other means of generating evidence, simulation might be appropriate, but this must
be approved in advance by Edexcel who will inform centres how simulation should
be planned and organised to ensure that demands on learners are neither more nor
less than they would encounter in a real work situation. In particular that

e acentre’s overall strategy for simulation is examined and approved by the
external verifier

¢ all simulations are planned, developed and documented by the centre in a way
that ensures the simulation correctly reflects what the unit seeks to assess

e where possible, there is a range of simulations to cover the same aspect
of the standard the physical environment for the simulation, and the nature of
the contingency, is realistic

e learners carry out the simulation in a professional manner
e the learner is given no indication as to what the simulation will present.

Simulation is any structured exercise involving a specific task that reproduces real-
life situations. If simulation is used, particular care must be taken to ensure that:

¢ the conditions in which you are assessing the candidate exactly mirror the work
environment, ie it is a realistic working environment (RWE)

¢ the simulation allows candidates to demonstrate competence across the full
range specified in the outcomes

¢ the evidence generated is sufficient to convince you that the candidate has
achieved the required standard of competence and that he/she is capable of
sustaining that performance.

For further details refer to assessment strategy (Section 3)
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What else should you read?

The following publications provide additional information directly relevant to the
provision of SVQs.

Publications Publication code
Edexcel SVQ Centre Guidance N029042

SVQ2 in Team Leading at SCQF Level 5 - Candidate SV029859
Logbook

S$VQ3 in Management at SCQF Level 7 - Candidate SV029860
Logbook
SVQ4 in Management at SCQF Level 9 - Candidate SV029861
Logbook
S$VQ5 in Management at SCQF Level 11 - Candidate SV029862
Logbook

How do you contact us?

For further information about SVQs and our other qualifications, please contact
Customer Services. Our Customer Services numbers are:

BTEC and NVQ: 0844 576 0026
GCSE: 0844 576 0027
GCE: 0844 756 0025
The Diploma: 0844 576 0028

DIDA and other qualifications: 0844 576 0031
Calls may be recorded for training purposes.

You can also contact us through Ask Edexcel at www.edexcel.com/ask.
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List of annexes

Annexe A: Qualification codes
Annexe B: Mapping to core skills
Annexe C: Evidence requirements
Annexe D: Glossary of terms
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Annexe A: Qualification codes

SVQ 2 in Team Leading at SCQF 5 - GD5C 22
SVQ 3 in Management at SCQF 7 - GD5A 23
SVQ 4 in Management at SCQF 9 - GD5D 24

SVQ 5 in Management at SCQF 11 - GD5E 25
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Annexe C: Evidence requirements

Introduction

The following guidance applies to the evidence requirements of each unit and should
be read in conjunction with the unit specification.

In order to achieve any unit you must demonstrate that you meet all its
requirements. This means all of the stated outcomes and behaviours and every item
of knowledge and understanding. Your assessor must be able to observe you in the
workplace and/or you must provide tangible evidence to your assessor — you should
agree with your assessor the balance between observation and other ways of
evidencing performance. Please note that simulation is not allowed for any unit (ie
all your evidence must relate to real work activities) unless, in exceptional cases, the
external verifier agrees.

To help you identify relevant, tangible, evidence, the evidence requirements of each
unit list a wide range of possible items of evidence, and show which Outcomes,
Behaviours and Knowledge and understanding these items might be used to
evidence.

Please note, you are not expected to produce each item of evidence listed — the
evidence requirements identify examples of the evidence that you might be able to
produce. Similarly, the references to Behaviours and to Knowledge and
understanding suggest what the evidence may demonstrate. It is your responsibility
to collect appropriate evidence, make sure that it demonstrates the Outcomes
required, and show which Behaviours and Knowledge and understanding are also
apparent.

A personal statement may accompany the evidence for each Unit. The evidence
requirements identify certain Outcomes where this is more likely to be of value. A
personal statement is not real work evidence, but it can be useful in explaining and
reflecting on your behaviour in achieving certain outcomes and why you behaved as
you did, thus helping to link evidence of Outcomes to Behaviours and Knowledge and
understanding. Witness statements should be made both by those who report to you
and those to whom you report (except if you do not report to anyone — for example,
if you own the organisation).

Your assessor must be given sufficient time to become familiar with the evidence.
The physical evidence will provide the basis for a dialogue between you and your
assessor. This discussion will provide you with an opportunity to show how the
physical evidence you have presented covers the outcomes, behaviours and items of
knowledge and understanding.

You must appreciate that your assessor may feel that further evidence is required
and the discussion could be used to identify the type of further evidence required
and where this can be obtained.
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