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Note: This qualification specification should always be read in conjunction with the “Supporting Notes for ILM VRQs” document which is downloadable from ILM website or it can be accessed via your Quality Manager/External Verifier or from the ILM Customer Services Team by emailing at customer@i-l-m.com
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QUALIFICATION OVERVIEW:
	ILM Level 3 Award in Working in Staff and Organisation Development

	Purpose of the qualification:
	This qualification provides an initial professional qualification for support staff working in a training and development function.

	Progression routes:
	The qualification provides opportunities for progression to other qualifications at higher levels such as the:

· ILM Level 5 Award in Staff and Organisation Development Practice.

	Credit Value:
	6 (minimum)

	Induction:
	2 Hours

	Tutorial Support:
	4 Hours

	Guided Learning Hours (GLH) – this range is based on the guide learning defined for each unit and excludes any additional time for induction and tutorial support:
	Minimum of 18 and Maximum of 18 hours.

	To be completed within:
	3 Years

	Structure:
	Mandatory Units – Learners need to achieve 6 credits from this group.
	Level
	Credits
	GLH

	
	M3.64 – Working in a staff and organisation development service
	3
	3
	9

	
	M3.65 – Developing practice as a staff and organisation development administrator
	3
	3
	9

	
	No Optional Units.


Occupational Competency Requirements for the Level 3 AWARD IN STAFF AND ORGANISATION DEVELOPMENT
It is the centres responsibility to ensure that they have competent and suitably qualified staff involved in delivering, quality assuring and/or assessing qualifications.

 The table below shows the occupational competence requirements of tutors, internal quality assurors and/or assessors. Given that occupational competence requirements will vary greatly between lower and higher level qualifications, this table will highlight if there is an additional requirement of any qualification specific occupational competency.

	Tutors Occupational Competence Requirements
	Evidence Indicators

	A thorough knowledge and understanding of the qualification(s).
	· Have a relevant qualification in the subject area that must be at equal or higher level or have an equivalent qualification.

· Show evidence of information or documents prepared for learners such as a learner journey plan (SoW), lesson plan, learner guidance notes, tutorial support plan etc. for the ILM qualification.

· Show evidence of participation in Continuing Professional Development (CPD) in relation to the relevant field and qualification requirements.

	Relevant and credible experience in the field of the relevant qualification.
	· Be able to prove that they have current experience of delivering training appropriate to the level and subject area of this qualification

	A qualification in support of assessment and internal quality assurance.
	· Ideally hold a valid and recognised teaching/training qualification.


	Internal Quality Assurors and/or Centre Assessors Occupational Competence Requirements
	Evidence Indicators

	A thorough knowledge and understanding of the relevant qualification(s).
	· Have a relevant qualification in the subject area that must be at equal or higher level or have an equivalent qualification.

· Show evidence of carrying out CPD in order to familiarise themselves with current standards for assessment/verification in the subject area of this qualification.

	Relevant and credible experience in the field of the relevant qualification.
	· Demonstrate clear evidence of current experience in quality assurance and/or assessment appropriate to the level and subject area of this qualification

	A qualification in support of assessment and/or internal quality assurance.
	· Ideally hold an assessment qualification (e.g. TAQA or equivalent)

	Experience and a working knowledge of the operational and assessment processes for the relevant qualification.
	· Demonstrate an understanding of the organisation’s management centric policies, procedures and practices.

· Demonstrate knowledge and understanding of ILM’s quality assurance policy, procedures and requirements.


ASSESSMENT GUIDANCE FOR THE Level 3 AWARD IN STAFF AND ORGANISATION DEVELOPMENT
A brief introduction on ILM’s Assessment Strategy can be found in Supporting notes for ILM VRQs. For detailed information, centres are encouraged to refer to the various assessment guides that are available from the ILM Customer Services Team at customer@i-l-m.com or refer to the Centre Manual (www.i-l-m.com/centres.aspx). This segment gives you specific guidance around assessments for the Level 3 Award in Staff and Organisation Development.
Appendix B in this document outlines the assessments and mark sheets for the units in this qualification. Centres should use the prescribed assessments. However some flexibility is permitted. In exceptional circumstances and to meet a specific need a centre may deviate from the prescribed assessment subject to prior written approval from ILM. Equal opportunities issues are relevant to all units of study and these aspects should be explicitly addressed in the delivery and assessment of this programme. The table below gives a brief overview of the units and assessments:
	Unit
	Assessment

	M3.64 – Working in a staff and organisation development service
	Work-Based Assignment

	M3.65 – Developing practice as a staff and organisation development administrator
	Work-Based Assignment


Learners are likely to come from a variety of backgrounds, in that they will have had different training and work experiences, differing ambitions and opportunities, centres therefore can encourage learners to select topics for assessment in their own organisation and/or area of work, (or within another organisation if they are currently unemployed or self employed). They should ensure learners are able to present their work as simple and clearly as possible. Where applicable, an approximate word count is given for each assessment. This should be seen as a guide to help achieve a balanced piece of work.
Centres must ensure that learners adequately complete all sections of the assessment. To ensure all learning outcomes are assessed, section passes have been provided in the assessments. To assist this practice, ILM normally applies a pass mark of 50% in each section as reflecting a minimum pass. Centres must note that compensation between learning outcomes is not allowed in any QCF unit.
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A P P E N D I X - A

UNIT SPECIFICATIONS For THE level 3 AWARD IN WORKING IN STAFF AND ORGANISATION DEVELOPMENT
	Title:
	Working in a staff and organisation development service (M3.64)

	Level:
	3

	Credit value:
	3

	Learning outcomes (the learner will)
	Assessment criteria (the learner can)

	1 Understand how their role contributes to the organisation’s mission and development strategies
	1.1

1.2


	Summarise the organisation’s overall mission and development strategies
Explain how own role supports the organisation’s mission and strategies


	2 Be able to review own practice
	2.1
2.2

2.3

	Review own practice in a development capacity when managing programmes or events
Benchmark own performance against sector expectations
Provide evidence of working ethically


	3 Be able to use interpersonal, personal organisation and management skills within a development capacity

	3.1

	Evidence the use of interpersonal, personal management and organisation skills through development work


	4 Understand how people learn

	4.1
4.2


	Explain differing learning styles
Explain how differing learning media are used with differing learning styles


	5 Be able to provide development solutions

	5.1


	Identify development solutions which exemplify how people learn in different contexts


	Additional information about the unit
	

	Unit purpose and aim(s)
	The aim of this unit is to enable support and professional staff to better understand how their work contributes to the development service, the organisation as a whole and to produce workable development solutions.

	Unit review date
	31/12/2013

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to LLUK NOS

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	Portfolio based evidence along with Work-Based Assignment and Reflective Review.

	Support for the unit from a sector skills council or other appropriate body (if required)
	LLUK

	Location of the unit within the subject/sector classification system
	13.1 – Teaching and Lecturing

15.3 – Business Management

	Name of the organisation submitting the unit
	Institute of Leadership & Management

	Availability for use
	Shared

	Units available from
	18/05/2011

	Unit guided learning hours
	9

	Additional Guidance about the Unit

	Indicative Content:

	1
	· The world of learning and higher education

· Their role in supporting the organisation’s mission

· Own organisation’s strategies including quality


	2
	· Working ethically

· Event and programme management
· Sector benchmarks


	3
	· Interpersonal skills
· Personal organisation and management skills


	4
	· Learning styles
· Learning styles and the range and use of learning media



	5
	· Appropriate design for developmental interventions




	Title:
	Developing practice as a staff and organisation development administrator (M3.65)

	Level:
	3

	Credit value:
	3

	Learning outcomes (the learner will)
	Assessment criteria (the learner can)

	1 Understand own professional development goals and priorities
	1.1

1.2


	Analyse own professional development needs

Identify own development priorities


	2 Understand methodologies used to assess skills
	2.1
2.2


	Summarise techniques used to assess own and others’ skills gaps

Evaluate techniques to review practice and improve performance


	3 Understand accredited interventions for development

	3.1
3.2

3.3


	Summarise available interventions for development purposes

Explain how to evidence engagement in development activities

Evaluate accreditation options suitable for development purposes


	4 Be able to recognise skills gaps in the performance of others

	4.1
4.2


	Identify existing skills gaps in others

Provide potential solutions to fill skills and knowledge gaps


	5 Be able to evaluate own development to improve practice

	5.1


	Assess how own development has impacted on practice


	Additional information about the unit
	

	Unit purpose and aim(s)
	The aim of this unit is to enable learners to review, identify and plan for their own professional development needs and to meet the skills gaps of others.

	Unit review date
	31/12/2013

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to LLUK NOS

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	Portfolio based evidence along with Work-Based Assignment and Reflective Review.

	Support for the unit from a sector skills council or other appropriate body (if required)
	LLUK

	Location of the unit within the subject/sector classification system
	13.1 – Teaching and Lecturing

15.3 – Business Management

	Name of the organisation submitting the unit
	Institute of Leadership & Management

	Availability for use
	Shared

	Units available from
	18/05/2011

	Unit guided learning hours
	9

	Additional Guidance about the Unit

	Indicative Content:

	1
	· Personal development planning

· Self assessment
· Learning styles



	2
	· Accreditation and qualifications
· Scoping development opportunities

· Performance management


	3
	· Engaging learners

· Network and learning support

· Evaluating development options


	4
	· Skills and knowledge gaps

· Ethical practice

· Performance monitoring



	5
	· Monitoring and evaluation techniques
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A P P E N D I X - B
ASSESSMENTS FOR THE level 3 AWARD IN WORKING IN STAFF AND ORGANISATION DEVELOPMENT
WORK-BASED ASSIGNMENT: M3.64
	Centre Number:
	Centre Name:

	Learner Registration No:
	Learner Name:

	TASK

This task requires you to consider how your work contributes to the development service and the organisation as a whole. The assignment should be 2000-2500 words, with appropriate supporting evidence (documents, testimonials etc) included in the portfolio.

	Please use the headings shown below when writing up your assignment
	Assessment Criteria

	Understanding your role in the organisation

Summarise the organisations overall mission and development strategy and explain how your role supports these aims.

(min 10 marks required from 20 available)
	· The organisation’s overall mission and development strategies are summarised (10 marks)
· How own role supports the organisation’s mission and strategies is explained (10 marks)

	Reviewing own practice

· Review your own practice when managing programmes or events by benchmarking your performance against sector expectations.

· Provide evidence of working ethically.

(min 10 marks required from 20 available)
	· Own practice in a development capacity when managing programmes or events is reviewed (10 marks)
· Own performance against sector expectations is benchmarked (5 marks)
· Evidence of working ethically is provided (5 marks)


	Personal, interpersonal and management skills

Provide evidence of how you use interpersonal, personal management and organisation skills in your work.

(min 10 marks required from 20 available)
	· The use of interpersonal, personal management and organisation skills through development work is evidenced (20 marks)

	Understand how people learn

Explain what is meant by different learning styles and how different media affect learning.

(min 10 marks required from 20 available)
	· Differing learning styles is explained 

(10 marks)
· How differing learning media are used with differing styles is explained (10 marks)

	Provide development solutions

Identify a range of development solutions which exemplify how people learn in different contexts.

(min 10 marks required from 20 available)
	· Development solutions which exemplify how people learn in different contexts are identified (20 marks)

	By submitting I confirm that this assessment is my own work


MARK SHEET: M3.64
	Centre Number:


	Centre Name:

	Learner Registration No:


	1. Learner named below confirms authenticity of submission

2. ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation. By submitting, I agree that ILM may use this script on condition that all information which may identify me is removed.

However, if you are unwilling to allow ILM use your script, please refuse by ticking the box: (


	Criteria
	Strengths
	Areas for Improvement
	Assr

mark
	QA mark

	Understanding your role in the organisation

· The organisation’s overall mission and development strategies are summarised (10 marks)
· How own role supports the organisation’s mission and strategies is explained (10 marks)
	
	
	/20 marks

(min 10)
	

	Reviewing own practice
· Own practice in a development capacity when managing programmes or events is reviewed (10 marks)
· Own performance against sector expectations is benchmarked (5 marks)
· Evidence of working ethically is provided (5 marks)
	
	
	/20 marks

(min 10)
	

	Personal, interpersonal and management skills

· The use of interpersonal, personal management and organisation skills through development work is evidenced (20 marks)
	
	
	/20 marks

(min 10)
	

	Understand how people learn
· Differing learning styles is explained (10 marks)
· How differing learning media are used with differing styles is explained (10 marks)
	
	
	/20 marks

(min 10)
	

	Provide development solutions
· Development solutions which exemplify how people learn in different contexts are identified (20 marks)
	
	
	/20 marks

(min 10)
	

	Assessor’s decision
	Quality assurance use

	Total marks
	Outcome

(circle as applicable)
	Total marks
	Outcome

(circle as applicable)

	Total 50 + overall, AND minimum in each section
	PASS/referral
	Total 50 + overall, AND minimum in each section
	PASS/referral

	Section referral if applicable:


	Date of IQA check:



	Name of assessor:


	Name of IQA:



	Assessor signature and date:


	IQA signature:



	ILM EV signature:


	Date externally verified (where applicable):




WORK-BASED ASSIGNMENT: M3.65

	Centre Number:
	Centre Name:

	Learner Registration No:
	Learner Name:

	TASK

This task requires you to analyse your own professional development needs and address the skills gap of others*. The assignment should be between 2000-2500 words, with supporting evidence (e.g. reports, testimonials, questionnaires) included in the portfolio.



	Please use the headings shown below when writing up your assignment
	Assessment Criteria

	Understand own development goals and priorities
Provide an analysis of your development needs indicating where your priorities should lie.

(min 10 marks required from 20 available)
	· Own professional development needs are analysed (10 marks)

· Own development priorities are identified (10 marks)



	Understand methodologies used to assess skills

Provide a summary of techniques used to assess skills gaps and consider how effective these are in evaluating practice and improving performance.

(min 10 marks required from 20 available)
	· Techniques used to assess own and others’ skills gaps are summarised (10 marks)

· Techniques to review practice and improve performance is evaluated (10 marks)



	Understand accredited interventions for development

· Provide a synopsis of accredited interventions appropriate to the organisation’s needs and evaluate their fit for purpose.

· Briefly explain how to evidence learners’ engagement in development activities.

*NB: Learners may choose to select a particular functional group or grade of staff in order to provide focus for their analysis.

(min 10 marks required from 20 available)
	· Available interventions for development purpose are summarised (10 marks)

· How to evidence engagement in development activities is explained (5 marks)

· Accreditation options suitable for development purposes are evaluated (5 marks)



	Be able to recognise skills gaps in the performance of others

Identify skills gaps and provide potential solutions for others.

(min 10 marks required from 20 available)
	· Existing skills gaps in others is identified (10 marks)

· Potential solutions to fill skills and knowledge gaps is provided (10 marks)



	Be able to evaluate own development to improve practice

Evaluate how your own development has led to improvements in your own professional practice in a development role.

(min 10 marks required from 20 available)
	· How own development has impacted on practice is assessed (20 marks)



	By submitting I confirm that this assessment is my own work


MARK SHEET: M3.65
	Centre Number:


	Centre Name: 

	Learner Registration No:


	1. Learner named below confirms authenticity of submission

2. ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation. By submitting, I agree that ILM may use this script on condition that all information which may identify me is removed.

However, if you are unwilling to allow ILM use your script, please refuse by ticking the box: (


	Criteria
	Strengths
	Areas for Improvement
	Assr

mark
	QA mark

	Understand own development goals and priorities
· Own professional development needs are analysed (10 marks)
· Own development priorities are identified (10 marks)
	
	
	/20 marks

(min 10)
	

	Understand methodologies used to assess skills

· Techniques used to assess own and others’ skills gaps are summarised (10 marks)
· Techniques to review practice and improve performance is evaluated (10 marks)
	
	
	/20 marks

(min 10)
	

	Understand accredited interventions for development

· Available interventions for development purpose are summarised (10 marks)
· How to evidence engagement in development activities is explained (5 marks)
· Accreditation options suitable for development purposes are evaluated (5 marks)
	
	
	/20 marks

(min 10)
	

	Be able to recognise skills gaps in the performance of others

· Existing skills gaps in others is identified (10 marks)
· Potential solutions to fill skills and knowledge gaps is provided (10 marks)
	
	
	/20 marks

(min 10)
	

	Be able to evaluate own development to improve practice

· How own development has impacted on practice is assessed (20 marks)
	
	
	/20 marks

(min 10)
	

	Assessor’s decision
	Quality assurance use

	Total marks
	Outcome

(circle as applicable)
	Total marks
	Outcome

(circle as applicable)

	Total 50 + overall, AND minimum in each section
	PASS/referral
	Total 50 + overall, AND minimum in each section
	PASS/referral

	Section referral if applicable:


	Date of IQA check:



	Name of assessor:


	Name of IQA:



	Assessor signature and date:


	IQA signature:



	ILM EV signature:


	Date externally verified (where applicable):




	ILM Level 3 Award in Working in Staff and Organisation Development Qualification Specification
	© Institute of Leadership & Management
	Version: October 2011



