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Qualification Description
Managers at all levels need a common set of skills to undertake their leadership and management role, and these need to be developed and enhanced.  Just assuming that well qualified or professional people will be able to perform the management role on appointment does not necessarily help them become effective; moreover, understanding our approach and individual style are important.  Properly planned and structured management and leadership development can make a critical difference in building the capability of the individual and contributing to sustained organisational performance. 
Staff often progress to their management position with very little, if any, structured support and training.  Whether you are new to a management role, or you are committed to developing your skills to take on future career challenges, this ILM programme is specifically designed to ensure you have the knowledge and skills in leadership and management at a level that accurately reflects expertise and experience brought to it by the learners. 
The qualification will be delivered over a 12-month period, and will focus on developing your leadership and management skills in five key areas: 
· Understanding Leadership: develop the knowledge and understanding of different leadership behaviours found in the workplace, including an understanding of your own preferred leadership behaviours, and the impact that these different styles are likely to have on the behaviour of team members

· Becoming an Effective Leader: develop knowledge and understanding of how to establish an effective team in order for the team to perform effectively 

· Understanding how to motivate to improve performance:  develop knowledge of why motivation is important, what motivates people and how understanding this can be used to increase motivation in the workplace 

· Solving problems and making decisions: Know how to describe a problem, its nature, scope and impact and how to evaluate options to make the most appropriate decision, then monitor and communicate your decisions

· Workplace projects: expanding your understanding and ability to be able to manage projects as required by a practising or potential manager


Expectations
The qualification will be delivered through a blended approach of in-person full day or half day workshops, eLearning qualifications, online material and resources, recorded sessions, discussion boards and online activities for you to engage with throughout the qualification.  In order to achieve the overall aims and learning outcomes of the qualification, we expect you to: 
· Be available to engage with the online material and related activities over the next 12 months 
· Be active participants and contribute fully to all in-person and online sessions
· Be able to commit time for reflection, assignment writing and contributing to discussion boards 
· Submit the required activities (see below)
Aims
· Equip you with the leadership and management skills required to drive better results from your teams
· Encourage improved decision making to foster business improvement
· Provide clear, measurable benefits to career-minded professionals
· Help you improve your organisation’s performance

Learning Outcomes
Upon successful completion of this online qualification, you will be able to: 
· Demonstrate understanding your role as a leader based on leadership theories, models, and self-reflection on own organisation
· Understand different leadership styles and which leadership styles you naturally use and its impact on members of your team
· Review your own skills in key leadership areas such as delegation, motivation and empowerment and develop a leadership action plan to enhance your effectiveness
· Create personal development plans for yourself, showing how your leadership and management development will be measured and evaluated 
· Explore different problem solving and decision-making techniques, evidencing understanding of the importance of effectively communicating and implementing your decisions
· Develop understanding and ability of leading projects as required by a practising or potential manager

Timetable
Please see below the qualification schedule and assessment submission dates.
[bookmark: _Hlk218850333]
	Day & Date
	Session
	Time
	In-Person
	Online
	Experiential Learning

	Monday 21st September 2026
Both


	Induction   - 
half day in-person session
	10am –
12:30
	· 
	
	

	Monday 28th September 2026
Clare


	Unit 1 - Understanding Leadership - all day in-person session
	10am – 4pm
	· 
	
	· 

	Monday 16th November 2026
Clare


	Unit 1 - Assessment tutorial
	11am – 12am
	
	· 
	

	Thursday 21st January 2027
Caron
	Unit 2 - Belbin -
in-person session
	10am –
12:30
	· 
	
	· 

	Friday 15th January 2027
Both


	Unit 1 - Assignment due date
	Anytime on the day
	
	· 
	

	Wednesday 17th February 2027
Caron 
	Unit 2 - Effective Teams – 
all day in-person session
	10am – 4pm
	· 
	
	· 

	Monday 1st March 2027
Caron
	Unit 2 -  Assessment tutorial
	11am – 12am
	
	· 
	

	Friday 2nd April 2027
Both
	Unit 2 - Assignment due date
	Anytime on the day
	
	· 
	

	Tuesday 20th April 2027
Clare
	Unit 3 - Motivating People – 
all day in-person session
	10am – 4pm
	· 
	
	· 

	Tuesday 27th April 2027
Clare
	Unit 3 - Assessment tutorial
	11am – 12am
	
	· 
	

	Monday 24th May 2027
Both
	Unit 3 - Assignment due date
	Anytime on the day
	
	· 
	

	Wednesday 9th June 2027
Caron
	Unit 4 - Problem Solving – 
all day in-person session
	10am – 4pm
	· 
	
	· 

	Tuesday 22nd June 2027
Caron
	Unit 4 - Assessment tutorial
	11am – 12am
	
	· 
	

	Friday 30th July 2027
Both
	Unit 4 - Assignment due date
	Anytime on the day
	
	· 
	

	Wednesday 18th August 2027
Caron
	Unit 5 - Workplace Projects  - 
all day in-person session
	10am – 4pm
	· 
	
	· 

	Thursday 26th August 2027
Caron
	Unit 5 - Assessment tutorial
	11am – 12am
	
	· 
	

	Friday 24th September 2027
Both
	Unit 5 - Assignment due date
	Anytime on the day
	
	· 
	

	Monday 25th October 2027

	ILM 3 End of Course Celebration
	10am – 12am
	Library Room 1, 7th Floor 

	
	



Qualification Team
Qualification Co-ordinators/Assessors 
Clare Trembleau and Caron Foster will serve as the qualification coordinators. Clare and Caron are both experienced in the field of Leadership and Management and have delivered ILM qualifications both classroom based and online. 
The contact details of the qualification coordinator(s) are below so you can contact them with qualification queries at any time via telephone, MS Teams or email. Clare and Caron will also check-in with individual learners regularly. If you require any support throughout your qualification please do not hesitate to contact either Clare or Caron so they can provide the guidance and support you need.
Email: clare.trembleau@abdn.ac.uk
Tel: 01224 273159
Email: caron.foster@abdn.ac.uk 
Tel: 01224 273963

Background to the ILM 
ILM is part of the City & Guilds Group Business, the UK’s largest awarding organisation for qualifications in leadership, management and coaching.  It works in partnership with around 2,500 centres across the UK and Internationally to provide high quality development opportunities for leaders and managers at all levels in public, private and voluntary organisations from every employment sector.  
Further information on ILM can be found at:  http://www.i-l-m.com/default.aspx 
Upon completion of your ILM Level 5 you will receive a paper certificate but also a digital badge for use on social media and a post nominal membership to the City and Guilds in recognition of your achievement. 

Reflective Learning and Personal Development
One of the most important features of ILM assessments is that they are designed to enable you to reflect on your practice to enable you to effectively perform and continuously improve.  
A reflective cycle, like the one below developed by David Kolb, is a helpful framework to think about what you do and the impact this makes.  Kolb suggests that the most valuable learning occurs if people work their way through a cycle from learning about the theory (abstract conceptualisation), through planning how to apply what you have learnt (active experimentation), trying it out (experience), and then thinking about the experience and what you have learned from it (critical reflection). 
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Your ILM programme is designed to ensure that this happens.  You will learn about various topics on your qualification and then have a chance to plan how you can use these.  Your job will involve you in applying what you have learned and the assessment requires you to think about it and develop your learning further.
It’s important to see that the assessment tasks that you are required to do as part of your programme are not there just to test what you have learned.  They are actually designed to help you learn.  Use the assessment to think and reflect about what you have learned and on what you have done.

Outline of ILM Qualifications 
ILM qualifications are made up of units, each of which focuses on a specific aspect of the role for which the qualification is designed. 
Each unit has a credit value.  ‘Credit’ means that once you have completed a unit successfully, even if you haven’t completed the whole qualification, you can still have your achievement recorded.
The amount of credit is defined by credit value, and one credit is equal to approximately ten hours of ‘notional learning time’, in other words, it is assumed that you will have taken about ten hours’ work to have been awarded that one credit.  The work isn’t just time spent in a classroom or workshop, it also includes time spent reading and practising skills on your own, researching at work or on the internet, discussing what you are learning with managers and work colleagues and anything you do in preparation for and completion of assessment.

Roles and Responsibilities 
· Learner: learners are expected to take an active part in and complete the programme for which they have enrolled.  They are also expected to complete all the assessment tasks on time and to a standard commensurate with the level of their programme.  
· Programme Leader: the role of the programme leader is to liaise with the ILM and to ensure the quality of service and training delivery.  
· Lead Tutor:  the role of the lead tutor is to co-ordinate the input of all trainers involved in delivery of the ILM programmes and to ensure that the whole indicative content is covered.  
· Tutors:  tutors are specialists in their field approved annually with the ILM to deliver to gold-level standard
· Assessor:  the assessor is responsible for the assessment of work. 
· Internal verifier:  Internal verifiers are drawn from suitably qualified and experienced University staff.
· ILM External Verifier:  the external verifier is appointed by ILM to monitor and ensure the quality of ILM activities within the Centre.

Plagiarism
Plagiarism is a specific form of cheating which applies to all assessments and/or examinations. There are many definitions but they all have in common the idea of taking someone else’s intellectual effort and presenting it as one’s own.  
ILM’s definition is that plagiarism is the unacknowledged incorporation into a learner’s work or materials derived from published or unpublished work by another person and presented as if it were the learner’s own work. A strict interpretation could include the original ideas, as well as the actual words, produced by another.  Unless the learner has submitted an extensive and unacknowledged paraphrase of another person’s writings ILM will not include paraphrasing under the definition of plagiarism. 
Published work includes books, articles and materials found on the internet.  Examples of unpublished work could be qualification notes, a piece of work previously submitted by another learner, or work about to be submitted by another learner, or perhaps copied from a work colleague or family member. 
Some assessments require learners to work together at the planning stage.  However group assessment is not allowed so the resulting assessments must be submitted individually and it is essential that each is then ratified as being the learner’s own work.
Examples of plagiarism include: 

· Extract or copying and pasting word for word from another person’s work, published or unpublished, without using quotation marks and acknowledgement of the source 
· Use of diagrams, images, qualification notes without acknowledgement of the source 
· Paraphrasing/summarising extensively the work of another or using their ideas without an acknowledgement of the source
· Copying or using the work of another learner (past or present) without that person’s knowledge or agreement 
· Purchasing essays to submit them as your own work 
· Downloading content including text, images, diagrams etc. from the internet without acknowledgement of the source.  
Learners are required to present their own work to demonstrate knowledge and understanding, therefore references to other sources should be limited.  As indicated above copying from other sources is deemed plagiarism

Plagiarism:  Acknowledging sources
In ILM work-based assessments, please use a bibliography to list the sources of ideas and any resources you used to prepare your work. You’ll find plenty of advice on preparing a bibliography on the Internet, or your tutor can help. 
If you want to use quotations you can add a simple footnote or acknowledge the source in a set of brackets within the text.
Where possible, avoid quoting word-for-word extracts from other sources such as textbooks, websites, academic papers, newspapers and journals. 
If you do use actual quotations though, here are some guidelines: 
· You may include brief quotations (up to 25 words or so) within your narrative, normally in inverted commas. If you use longer quotations make it clear that it is a quotation – perhaps with a different typeface, by indenting or with italics.  You must show the source in your bibliography or in a footnote or in brackets within the text.
· Do not over-use quotations or use very long quotations – ask your tutor if you are in any doubt at all. If you use more of another person’s copyright work than is fair in the circumstances and/or without their permission, you may infringe their legal rights. 
· There are different ways to write a bibliography, but whichever you choose use it consistently. One of the best way to acknowledge sources is the simple name/date Harvard system, and this is a simple format for referring to a book:  Hill, Peter, Concepts of Coaching: a guide for managers (London: ILM, 2004) 
The order is: 
· author's surname [comma] author's first name (or initials) [comma] 
· book title in italics, no comma 
· publication details in brackets - place of publication then a colon, then the publisher's name and a comma, and finally the date. 
· Guidance on Referencing and Citation is available from the Library – follow the below link for more information: https://www.abdn.ac.uk/library/documents/guides/qgcit001.pdf

University of Aberdeen Plagiarism Policy: 
· Learners will be informed about what plagiarism is, both in this handbook (see above) and also at the ILM Induction session.   
· The Programme Leader is the person responsible for dealing with incidents of plagiarism in the centre – including keeping the suspected learner updated with progress, and informing them of the final ruling, and explaining their right to appeal 
· If plagiarism is suspected, an investigation will take place.  The learner will be informed of the suspicion/investigation at a meeting with the Programme Leader where evidence of the alleged plagiarism will be submitted to the learner, who will be asked to respond to the allegation.  The learner may be accompanied by another person at this meeting, if they wish.
· A report will be submitted to the ILM Regulation within 20 days
· A lead investigator will be appointed by the ILM. In the case of the University of Aberdeen, this will usually be the centre’s external verifier. 
· An investigation will be undertaken and returned with evidence to the ILM Regulation by a set deadline. This report will contain input from the learner 
· This investigation report will be reviewed and an outcome provided. The learner will be informed in writing of the outcome of the investigation within 5 working days of the result of the report being made available to the Centre.
· If plagiarism is found to be present, the learner will be required to resubmit this assessment. The highest mark that will be awarded is the minimum pass mark for that assessment component.
· When the External Verifier is informed of suspected or proven major plagiarism, s/he records this on the centre file and sends copies to the ILM Quality Manager and the ILM Head of Quality & Administration. 
· Records of meetings and the outcome of the investigation will be kept on the learner’s file. 
· The Centre will be required to undertake action to mitigate any further instances and ensure compliance with the ILM’s plagiarism policy. Quality and Compliance Manager will review and sign off on all completed actions.
The use of Generative AI (Generative Artificial Intelligence 
Please see the guidance related to this on MyAberdeen. 

Reasonable adjustments and special consideration 
Reasonable adjustments and special consideration remove barriers that would otherwise disadvantage learners with special needs or in special circumstances. So they level the playing field – they do not give the learner in question any advantage over other learners. 
Our aim is to provide the same access to assessment for all learners, including those who need reasonable adjustments or special considerations. Therefore, although we do not change the standards or criteria for assessment we do take a positive approach to flexible and responsive assessment strategies and methods. 
There is no list that defines what merits reasonable adjustments or special consideration. Some learners may need help because, for example, they’re hearing or visually impaired, or in hospital and in need of special arrangements for their assessment. Some may merit extra time on an assessment because of learning difficulties. Others may have practical difficulties.
The University must gain approval from ILM in order to be able to adjust the assessment situation, so it is vitally important that if you are facing difficulties and feel that you require special consideration that you inform the Programme Leader as soon as possible.  

Submission of Assessments 
Learners are made aware of the work-based assessments for each of the modules from the start of the programme:  they are printed as part of this handbook and are discussed at the ILM induction and tutorial sessions that will be conducted.  Dates for submission of each assessment are clearly marked on the calendar on MyAberdeen.  Submission dates are also discussed at the induction and tutorial session and will coincide with the end of a programme unit. 
Work-based assessments should be submitted electronically on MyAberdeen no later than 5pm on the agreed date. You will receive email acknowledgement of your submission. 
Unless you have previously negotiated an extension to the deadline with the Programme Leader due to special circumstances (see above), penalties will be applied for late submission. 
Marking and Return of Assessments 
All assessments will be marked by the qualification tutor and a sample will be verified internally.  A sampling plan will be compiled in advance and submitted to the ILM as part of the quality control process.  From this sampling plan, the ILM’s external verifier will select a certain number of assessments for external review.  This process ensures that all assessments are marked fairly and impartially.  
[bookmark: _Toc316893749]All assessments will be marked and returned within 14 working days. Please note that late submissions will not be marked in accordance with these guidelines.

Assessment Appeals Procedure
If you are unhappy with the qualification tutor’s decision regarding any part of your assessments then you can appeal following the guidelines below:
1. Firstly, speak to your qualification tutor and register your disagreement with the decision that has been made.  The tutor will then explain to you why the decision was made and the criteria, if any, you failed to meet.  You should speak to the tutor within 15 days of receiving your marked assessment. 
2. If you still disagree with the qualification tutor’s decision, you can appeal to the internal verifier, within 15 days of receiving feedback from the tutor.  You will need to provide a copy of your work and the internal verifier will then assess the work independently.  The internal verifier will notify you of their decision within 30 days.  
3. If you are still unhappy with the decision, you are entitled to escalate the matter to the ILM. The process for doing this is as follows:
You should submit your appeal in writing to the Head of Quality Services, ILM, giving your name and address and that of the University, full details of the action with which you are dissatisfied and copies of any relevant evidence.
Your appeal must be received by ILM within 30 working days of the date on which you were formally notified of the result of the University’s internal appeals process.
On receipt of the appeal, the ILM will:
· Acknowledge receipt of it to you in writing within 5 working days, with a copy to the University.
· Check your registration details and obtain a copy of the appeals file from the University.
· Check that the internal appeals process has been exhausted and appoint a member of ILM staff to adjudicate the appeal.
· The outcome of the appeal will be notified to you in writing by the ILM, normally within 30 working days of receipt of the appeals file.  
· If the appeal is considered justified, the notification will set out any remedial action that is being undertaken.

[bookmark: _Toc316893745][bookmark: _Toc316893748]Equal Opportunities
The University of Aberdeen is fully committed to equality.  All members of staff are provided with equal opportunities in terms of training, personal development and promotion.  It is intended that a harmonious and productive environment will be created in which diversity will add value to the work of the University.  A full copy of the equal opportunities policy statement is available at: 
https://www.abdn.ac.uk/staffnet/working-here/edi/governance-and-policy/ 

Data Protection
The University is required to comply with the provisions of the General Data Protection Regulation (2018) in relation to how any personal data obtained from you is handled.  Further information on this can be obtained from the Programme Leader, Clare Trembleau.
Information on how the ILM use your data can be found by following this link:
https://www.i-l-m.com/privacy/learnerpersonaldata 

Confidentiality
Assessments will be marked by the qualification tutor, and internal verified sample assessments will be marked under your ILM enrolment number only. 
All assessments will be kept digitally on a secure and will be accessed by those staff responsible for administration of the ILM Programme, including the external verifier, should an assessment be selected for external verification. 

Assessment Notes for Candidates
The Level 5 Certificate in Leadership and Management requires a work-based assessment to be completed for each unit and based on an actual situation in the workplace.  Your assessment questions have been spread across each unit to support you in managing your learning time. 

· Where possible, select topics in your own area of work, you may wish to discuss your choice of topics with your line manager and/or tutor prior to writing up your assessments.  
· Structure your work by using the headings shown in bold when writing up your assessment.
· For each unit you will be awarded a PASS or REFERRAL.
· Study the assessment criteria shown for the unit carefully to ensure that your work complies before submitting the assessment.
· Remember that your tutor is there to support and guide you; don’t hesitate to ask if there is anything you are unsure about.
· Ensure that you do your own work and do not plagiarise work from others.  This will be covered during the induction session, but if you are still not sure what is meant by plagiarism speak to your tutor who will clarify this.
All material will be kept confidential and secure as far as is reasonably possible
On MyAberdeen you will find a list of assessment terminology issues by the ILM which will support you in your writing of assessments. Your qualification tutor will also discuss expectations in the tutorials conducted for each session. 
REFERRAL REQUIREMENTS	
If you are unsuccessful in an area of assessment, you will be required to rewrite and resubmit that section only. Your qualification tutor will provide clear feedback on how to develop your answer to meet set criteria. Remediated work should be written in bold in the relevant section so it is easily to identify. 

____________________________________________________


On the pages that follow you will find your five assessments in full. These will be discussed both in your ILM induction and in each assessment tutorial scheduled. The below assessments are for information only and you should not attempt to complete these until instructed to do so.

Assignment Task for Unit: Understanding leadership
	TASK
The purpose of this unit is to develop the knowledge and understanding of different leadership styles or behaviours to be found in the workplace, including an understanding of your own preferred leadership behaviours, and the impact that these different styles are likely to have on behaviour of team members. 
The task requires you to demonstrate this understanding in the context of an organisation with which you are familiar. It also requires you to use feedback to assess and reflect on your own preferred leadership style in order to identify how you could modify behaviours or build upon existing strengths to become more effective in a leadership role.
NOTE:
If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.
Check your assignment carefully prior to submission using the assessment criteria.

	Learning Objectives
	Assessment Criteria

	Understand leadership styles

Provide responses to cover these assessment criteria.

	· Describe the factors that will influence the choice of leadership styles or behaviours in workplace situations 
· Explain why these leadership styles or behaviours are likely to have a positive or negative effect on individual and group behaviour 

	Understand leadership qualities and review own leadership qualities and potential
For this section you need to gather information about you own leadership style using feedback from others such as line manager, team members. You may also chose to use some leadership styles self - assessment technique. 
The information gathered should be used, in conjunction with a recognised leadership model, to assess your preferred patterns of leadership behaviour and how effective these are within the working practices and culture of the organisation.
Once this has been completed you need to identify any actions you should take in order to enhance your leadership behaviour.
	
· Assess own leadership behaviours and potential in the context of a particular leadership model and own organisation’s working practices and culture, using feedback from others 
· Describe appropriate actions to enhance own leadership behaviour in the context of the particular leadership model 



	By submitting I confirm that this assignment is my own work





Assignment Task for Unit: Understand how to establish an effective team
	TASK
The purpose of this unit is to develop knowledge and understanding of how to establish an effective team
In order for a team to perform effectively the members need to work together in a positive and constructive manner. Many things such as listening to others, treating each other with respect, empathy and acceptance of differences can all contribute to achieving effective working relationships within the team.
In order for a team to perform effectively the manager also needs to know how a team develops and that members have a preference for particular behaviours when working with others.
In order to demonstrate your knowledge and understanding of the importance of this and how it can be applied you need to complete the tasks below. 
NOTE:
You may want to relate your answers to an organisation that you work in and use examples from that organisation to illustrate your responses. 
Check your assignment carefully prior to submission using the assessment criteria.

	Learning Objectives
	Assessment Criteria

	Understand how to develop and maintain effective working relationships
You should provide your own understanding of how to develop and maintain effective working relationships by providing responses to the assessment criteria using, whenever appropriate, examples from a team situation with which you are familiar. 
	· Explain the benefits of effective working relationships in developing and maintaining the team 
· Describe behaviours which could develop and maintain trust at work 
· Explain the role of communication in developing effective team working 

	Understand how to build the team
In order for a team to perform effectively the manager also needs to know how a team develops and how members have a preference for particular behaviours when working with others. Making reference to a team situation with which you are familiar, provide responses to the assessment criteria.
	· Explain the differences between a group and a team 
· Describe the stages of an established model of group formation 
· Explain how a manager could benefit from knowing team members’ preferred roles as defined in an established team role model 

	By submitting I confirm that this assignment is my own work





Assignment Task for Unit: Understanding how to motivate to improve performance 
	TASK
The purpose of this unit is to develop knowledge of why motivation is important, what motivates people and how understanding this can be used to increase motivation in the workplace with resulting improvements in performance.
The first section of this task asks you to describe and reflect on what factors influence motivation levels. The second section requires you to show how knowledge of motivation theory can enable you to improve motivation levels within the workplace. 
NOTE:
You may want to relate your answers to an organisation that you work in and use examples from that organisation to illustrate your responses. 
Check your assignment carefully prior to submission using the assessment criteria.

	Learning Objectives
	Assessment Criteria

	Understand the factors that influence motivation levels in the workplace
Describe the factors that affect motivation levels in the workplace and how different people appear to be motivated by different things. You should also consider what motivates you. 
Your responses should cover the assessment criteria shown
	· Define the term motivation 
· Describe the factors that may affect motivation levels in the workplace 
· Explain how individual differences affect levels of motivation in the workplace 
· Explain the potential impact on organisational performance if employee motivation levels are low 

	Understand how a theory of motivation can be used to improve performance levels
Show your understanding of how to motivate by describing and showing how to apply a simple motivation theory.
Your responses should cover the assessment criteria shown.
	· Describe a recognised theory of motivation 
· Describe ways in which knowledge of a theory of motivation can be used to improve performance in the workplace 
· Explain how to use employee engagement to increase motivation levels 

	By submitting I confirm that this assignment is my own work





Assignment Task for Unit: Solving problems and making decisions
	TASK
Identify a workplace problem facing you or your team and examine ways to resolve it.  
For the purposes of this assignment, ‘problem’ may be interpreted as ‘a deviation from the norm’ OR ‘an improvement opportunity’ OR ‘a potential or anticipated problem’.
NOTE:
Check your assignment carefully prior to submission using the assessment criteria.

	Learning Objectives
	Assessment Criteria

	Background
Briefly describe your organisation, what it does, and your role within it.
	· This aspect is not assessed, but is designed to help the assessor understand the context of the information you provide throughout the remainder of this assignment

	Present situation (Analysis of the problem)
Describe:
· What the problem is and what may have caused it.
· Its scope (e.g. how widespread, how often, how much etc).
· Who, how and what it affects in the workplace/team.
· What you are trying to achieve by solving the problem.
· What the result would be if no action is taken.
	
· Describe a problem, its nature scope and impact 



	Investigation and identification of possible solutions to the problem 
Briefly describe possible solutions to the problem. To do this you must gather and interpret information to identify possible solutions.
The evidence you gather should be fact supported by evidence and not just your opinion.
	
· Gather and interpret information to identify possible solutions to a problem 
· Prepare a summary of the options providing facts and evidence 


	Evaluation of possible solutions
Evaluate the possible solutions using a simple decision making technique to arrive at the best solution. Your evaluation should include human, material and financial resources.
State your chosen solution clearly and concisely.
	
· Apply a simple decision making technique to evaluate options to arrive at the best solution 


	Recommend implementation plan to solve the problem
Provide an action plan for the implementation and communication of the solution. Your action plan should include actions, timescales and required resources including people.
Briefly describe the monitoring and review techniques you could use to evaluate the effectiveness of your chosen solution.
	
· Plan the implementation and communication of the decision 
· Describe which monitoring and review techniques could be used to evaluate outcomes 


	By submitting I confirm that this assignment is my own work




Assignment Task for Unit: Managing workplace projects
	TASK
The purpose of this unit is to develop knowledge and understanding of managing workplace projects. The task requires you to manage a simple workplace project and to understand the costs and benefits resulting from the project.

NOTE:
You will need to relate your answers to an organisation that you work in.

Check your assignment carefully prior to submission using the assessment criteria.

	Learning Objectives
	Assessment Criteria

	Know how to manage a simple workplace project
Identify a simple workplace project including the agreeing and setting of SMART project objectives. You should provide a brief context statement to explain the background to and objectives of the project. The following tasks should be completed and presented in a logical manner with supporting explanations and copies of the documentation, such as GANTT charts, you have produced:
· Identify the tasks and resources needed to complete your project.
· Use a simple tool to determine the financial viability of your project.
· Plan the project using an appropriate project planning technique.
· Set objectives and targets /milestones targets to monitor performance against plan and to review plans.
· Explain which technique you will use to evaluate your project and how you will use it.
	
· Identify a simple workplace project 
· Use a simple tool for determining the financial viability of the project 
· Produce a project plan using an appropriate project planning technique 
· Set objectives and targets/milestones to monitor performance and review plans within the project 
· Use a project evaluation technique to evaluate the project 

	Understand the financial and non-financial implications of a workplace project
Look at the implications of your project and prepare a reflective summary that covers these assessment criteria.
	
· List areas where net savings can be achieved as a result of the workplace project 
· Identify wider non-financial implications that can result from the workplace project 

	By submitting I confirm that this assignment is my own work
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