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Section 1 — General information about SVQs

Introducing SVQs
The qualification you are undertaking is a Scottish Vocational Qualification (SVQ).

SVQs are work-based qualifications which assess the skills and knowledge people have and need to perform their job role effectively. The qualifications are designed using National Occupational Standards.

For each industry sector there is a Sector Skills Council (SSC)/Standards Setting Body (SSB) which is made up of representatives from the industry or profession and it is the SSC’s/SSB’s responsibility to develop the National Occupational Standards.

These standards define what employees, or potential employees, must be able to do, how well and in what circumstances to show they are competent in their work.

The Sector Skills Council/Standards Setting Body for Environmental Conservation level 2 is Lantra.
Access to SVQs is open to all and you can be assessed either against a particular Unit(s) or against the full SVQ. There are no entry requirements, no prescribed method of delivery, and no time constraints for completion or age limits.

SVQs are available at five levels of achievement which reflect the various technical and supervisory skills, knowledge, and experience which employees should have as they progress in their industry.

Who offers SVQs?
An organisation which offers SVQs is called a centre. This may be a school, college, university, employer, training provider or a combination of these. The centre has responsibility for the quality of the qualification and is required to work within an awarding body’s policies and guidelines. 

The Scottish Qualifications Authority (SQA) is your awarding body for this SVQ. This means that we are an organisation approved by government to design qualifications and awards. An awarding body endorses candidates’ certificates so that an employer can be sure the qualification has gone through a rigorous and effective assessment process. SQA provides qualifications throughout the world and was formed by the merger of the Scottish Examinations Board (SEB) and the Scottish Vocational Education Council (SCOTVEC).

What is the structure of an SVQ?

All SVQs have a common structure and consist of standards which can be broken down into various parts:

	Units and Elements
	Units define the broad functions carried out in your particular job and are made up of a number of Elements. Each Element describes a specific work activity which you have to perform and may relate to skills or to the demonstration of Knowledge and Understanding.

	Performance Criteria
	The level and quality of how you should carry out these activities is determined by a number of statements called Performance Criteria. Performance Criteria are used to judge your competence.

	Range/Scope Statements
	A Range Statement tells you in what circumstances you must be able to prove your competence and allows you to demonstrate that you can carry out tasks in different circumstances. Items included in the Range Statements must not be treated as optional. Range Statements are also called Scope in some National Occupational Standards.

	Evidence Requirements
	The Evidence Requirements specify the amount and type of evidence which you will need to provide to your assessor to show that you have met the standards specified in the Performance Criteria and in all the circumstances defined in the Range Statements.

	Knowledge and Understanding
	The section on Knowledge and Understanding states what you must know and understand and how this knowledge applies to your job.


If you are not yet clear about how we define standards — just remember that the standards have been developed by experts within your industry or profession and that all candidates aiming for this particular SVQ are being assessed against the same standards.

You will find an example of an SVQ Element overleaf.

An example of an SVQ Element

UNIT: (1)
Working safely in an engineering environment


Element 1
Comply with statutory regulations and organisational requirements


	Performance Criteria

You must ensure that you:

1
Describe your duties and obligations (as an individual) under the Health and Safety at Work Act 1974.

2
Comply with Statutory Regulations at all times.

3
Comply with organisational safety policies and procedures at all times.

Range

This means you need to cover:

1
Relevant sections of the Health and Safety at Work Act 1974 (eg with regard to your duties to work in a safe manner, not to interfere with remove or misuse equipment provided for the safety of yourself and others, not to endanger others by your acts or omissions).


	Evidence Requirements

The things you must prove that you can do:

You need to demonstrate that you understand your duties and obligations under both statutory regulations and organisational requirements and you can do this by:

1
Giving an adequate explanation of the duties and responsibilities of every individual as described in the Health and Safety at Work Act 1974.

2
Ensuring that whilst carrying out your work and/or visiting other areas of the working environment you are aware of the specific safety requirements and regulations governing your activities.

Knowledge and Understanding

You must prove that you know and understand:

1
The roles and responsibilities of yourself and others under the Health and Safety at Work Act 1974.

2
The general regulations that apply to you being at work.

3
The specific regulations which govern your work activities.




How are SVQs achieved?

When you consistently meet the standards described in the Elements and show that you have the required skills and knowledge across the Range, you can then claim that you are competent in each Unit. You can claim certification for single Units or whole awards. Your centre will register your claim to competence through the awarding body. The awarding body you are registered with for this SVQ is the Scottish Qualifications Authority (SQA).

The process of gaining an SVQ is flexible and depends on your needs. At the beginning of the process your assessor will review your existing competence in relation to the standards and identify the most suitable SVQ. The level you start at will depend on the type and breadth of your current job role together with your past experience, skills and any relevant prior learning.

To achieve an SVQ, or a Unit of an SVQ, you must:

· Demonstrate you meet the requirements of the Performance Criteria by collecting appropriate evidence as specified by the Evidence Requirements. This evidence is assessed against the national standards by a qualified assessor, who will be allocated to you by your centre. This will usually be someone who knows you, such as a manager or supervisor.

Evidence may come from:

· the accreditation of prior learning — where evidence relates to past experience or achievements

· current practice — where evidence is generated from a current job role

· a programme of development — where evidence comes from assessment opportunities built into a learning/training programme whether at or away from the workplace

· a combination of these

How are SVQs assessed?
Assessment is based on what you can do and involves you, your assessor, an internal verifier and an External Verifier — see ‘Who does what in SVQs’ on the following page.

You will be asked to prove you are competent by providing evidence which shows:

· you can perform all the specified tasks consistently to the required standard (Performance Criteria)

· you understand why you are doing things (Knowledge and Understanding)
· you can apply the required skills in different ways (Range)
Assessment is flexible and you can be certificated for each Unit you successfully achieve, even if you do not complete the full SVQ. There is no set period of time in which you need to complete a Unit. However, you and your assessor should still set target dates for completing each Unit; otherwise your qualification could go on forever. Be realistic though, as there are many factors such as your previous experience, demands within your workplace and an availability of resources which will affect how quickly you are able to achieve the qualification.

Who does what in SVQs?

A number of individuals and organisations have parts to play in SVQ assessment. Their roles have been designed to guarantee fair, accurate and consistent assessment.

	
	Who are they?
	What is their role?

	Candidates
	The person who wants to achieve the SVQ — in this case, you.
	Need to show they can perform to National Occupational Standards in order to be awarded an SVQ or Unit(s).

	Assessors*
	An experienced person in the same area of work as the candidate, eg supervisor.
	Judge the evidence of a candidate’s performance, knowledge and understanding against the National Occupational Standards. 

Decide whether the candidate has demonstrated competence. Provide guidance and support to the candidate. Assist with planning assessments, giving feedback and recording candidate progress.

	Internal verifiers
	Individuals appointed by an approved centre to ensure the quality of assessment within the centre.
	Advise assessors and maintain the quality of assessment in a centre.

Systematically sample assessments to confirm the quality and consistency of assessment decisions.

	Approved centres
	Organisations approved by awarding bodies to

co-ordinate assessment arrangements for SVQs.
	Manage assessment on a day-to-day basis.

Must have effective assessment practices and internal verification procedures.

Must meet criteria laid down by awarding bodies and be able to provide sufficiently competent assessors and internal verifiers.


	
	Who are they?
	What is their role?

	External Verifiers*
	Individuals appointed by the awarding body to ensure that standards are being applied uniformly and consistently across all centres offering the SVQ.
	Check the quality and consistency of assessments, both within and between centres, by systematic sampling.
Make regular visits to centres to ensure they still meet the criteria to deliver SVQs.


* Assessors and internal and External Verifiers are required to have occupational expertise in the SVQs which they are assessing/verifying. They must also have, or be working towards, an appropriate qualification in assessment and verification.
What is evidence?

To claim competence for an SVQ Unit you need to gather evidence which shows you have met the standards. It is important that your evidence is easily understood so that it can be checked against the standards, by your assessor, your centre and the awarding body. 

Evidence can take many forms including:

· direct observation of your performance by your assessor

· products of your work

· authenticated statement — witness testimony

· personal statement

· outcomes from questioning
· outcomes from simulation

· case studies

· assignments or projects

· Accreditation of Prior Learning (APL) — evidence from the past
It is important that your evidence is:

· valid — it relates to the SVQ standard you are trying to prove

· authentic — the evidence, or an identified part of it (eg a report) was produced by you
· consistent — achieved on more than one occasion

· current — usually not more than two years old

· sufficient — covers all the performance and knowledge requirements laid down in the standards

Your evidence may be collected through a range of sources, such as employment, voluntary work, training programmes and interests/activities which you perform outside your work. It can also be produced in various formats, eg your own reports; testimonies from colleagues, supervisors or members of the public; projects; models; audio tapes, photographs; videos.

When you first begin your SVQ, you and your assessor should identify all the Units and Elements where you can use integration of assessment. Further details about integration of assessment can be found on page 10.
Demonstrating knowledge, understanding and skills 
In order to meet the standards, you may also be required to prove Knowledge and Understanding. Each Unit contains a list summarising the knowledge, understanding and skills a candidate must possess. Evidence of how these have been achieved and applied could be included in the performance evidence as one or all of the following:

· descriptions of why a particular approach was used

· personal reports about the learning process

· reflective reports which include how a theory or principle was applied

· assessment interviews

· assessment tests

· responses to questioning

These should be included in your portfolio.
How will my assessor check I have the knowledge and understanding listed in the standards?

For some Units, it will be clear to your assessor that you have the required knowledge and understanding from how you carry out your work.  This is often referred to as knowledge and understanding apparent from performance. There will be other occasions though, when your assessor will be unsure if you know why, for example, it is important to give information to clients in certain situations. This could be because your assessor has not had the opportunity to observe all the Performance Criteria and Range during assessment. In these situations, your assessor may wish to assess your knowledge and understanding by asking you some questions. These questions can be given orally or in writing, but will be recorded in your portfolio as evidence.

Your assessor could also check you have the required level of knowledge and understanding by asking you to produce personal statements or to complete a project or assignment.
What if I have previous experience and knowledge and understanding from work and other qualifications?

If you have previous work experience, skills, and knowledge and understanding which you feel is relevant to your SVQ, you should tell your assessor about it. Your assessor may ask you for more proof in the form of letters from previous employers/training providers or details about any courses you have completed.

For example, you may have achieved an HNC in a relevant subject in which case your assessor may feel that you already have some of the knowledge and understanding required for the SVQ.

The process of matching your previous experience and learning is often referred to as the Accreditation of Prior Learning (APL). The purpose of this process is to try and give you some credit towards your SVQ for things you can already do to the national standard. Your assessor judges the evidence available and matches it against the requirements of the SVQ. This means that your assessor should not have to assess you for these things all over again.

However, the success of this process depends on you telling your assessor what previous work experience or knowledge and understanding you have and how you think it is relevant to your SVQ. The more information you can supply to support your claims, the easier it should be to convince your assessor that you are competent.

When can simulation be used?

Throughout your SVQ, the emphasis is on you being able to carry out real work activities so assessment will normally be carried out in the workplace itself. There may be times, however, when it might not be appropriate for you to be assessed while you are working. For example your SVQ might require you to carry out emergency or contingency procedures (for safety or confidentiality reasons) or your job role may not cover all aspects of the qualification. In such instances, when you have no other means of generating evidence, simulation might be appropriate.

Simulation is any structured exercise involving a specific task which reproduces real-life situations. Care must be taken though to ensure that the conditions in which you are assessed exactly mirror the work environment, ie it is a realistic working environment.
You and your assessor should check the assessment strategy for your SVQ carefully to find out the Sector Skills Council (SSC’s)/Standards Setting Body (SSB’s) view of what constitutes a realistic working environment. Some SSCs/SSBs stipulate the specific elements which are suitable for this approach.

Integration of assessment

It is not necessary for you to have each Element assessed separately — doing so could result in assessment which takes too long and places too great a burden on you and your assessor.
There will be instances when you will be able to use one piece of evidence to prove your competence across different Elements or Performance Criteria. You may even find that evidence is relevant for different Units — this is called integration of assessment.

When you first begin your SVQ, you and your assessor will spend time looking at the standards, planning how much time you are both able to devote to the qualification and drawing up an action plan. 

At this stage, you should identify any activities which relate to more than one Unit or Outcome and arrange for the best way to collect a single piece of evidence which satisfactorily covers all the Performance Criteria.

If you are going to integrate assessments, make sure that the evidence is cross-referenced to the relevant Units. Details of how to cross reference your evidence can be found in Section 2 ‘How to compile your portfolio’.

Section 2 — How to compile your portfolio (with worked examples)

General information

A portfolio, like a log book, is a way of recording evidence of your achievements. It is a collection of different items of evidence which indicates that you have the required skills, knowledge and understanding to support your claim to a qualification.

The production of a well organised, clearly labelled portfolio which relates each piece of evidence to the relevant Outcomes and Performance Criteria requires a careful methodical approach. When your assessor looks through your portfolio, they will find the task of making judgements about your competence much easier if the information in it is presented in a logical sequence.

You will need to present your evidence in a format that is easy to read and in which materials can be added or taken away. This section gives suggestions on how to lay out and present your evidence and includes worked examples. There are also forms and matrices which will assist you to chart your progress through the award. 

You do not have to lay out your evidence in the way suggested but you may find it helpful to do so. Each portfolio will be different in content but all should include information about you (the candidate), the organisation where you are undertaking your qualification, the assessor and so on.

Evidence collection process
	Assessment plan
	You and your assessor

	Collect evidence
	You and your assessor if observation/questioning is required

	Present evidence
	You and your assessor

	Reference acceptable evidence
	Assessor will judge evidence and give you feedback on which evidence meets the standards

	Record evidence in Element achievement record
	You

	Store evidence in portfolio
	You


Planning your portfolio

Start by carefully reading through the standards and, together with your assessor, decide which Units you might like to work on first. You do not have to do the Units in order. There may be some Units that relate to tasks which you carry out on a regular basis, therefore making it easier to collect evidence right away. Alternatively, there may be activities in other Units which you only undertake now and again, these can be left until the opportunity arises for you to collect evidence.

Before you start looking for different kinds of evidence and deciding if they should be included in your portfolio, you will find it helpful to plan how you will carry out the tasks and how long they are going to take.

The plan is usually referred to as an ‘assessment plan’. It should be produced in discussion with your assessor and will set out the different stages in developing your portfolio. You will probably want to produce a plan for each Unit.

It is unlikely that you will be able to complete all of the Units straightaway and you should therefore think about starting with those Units where you have a lot of experience and in which you work well. You should also remember to identify any opportunities for integration of assessment.
We have provided you with a ‘Unit progress record’ — see Example 2. Each time you complete a Unit; your assessor should sign and date the relevant section on the form. At this stage, it might be a good idea to check that all your evidence and recording documents have been completed correctly and can easily be located. You can then circle the reference number of that Unit in the checkboxes at the top of the form so that you can see at a glance what stage you are at in your SVQ.

Starting your portfolio

Make sure that you clearly label your portfolio (or disk if you are recording your evidence electronically) with your name together with the title and level of the award. 

Your portfolio will need a title page and a contents page. You should also complete a Personal Profile which records details about yourself and your job as well as providing information about your employer, training provider or college. Blank samples of these forms are provided in Section 4.

We recommend that you compile your portfolio in the following order:

	Title page



	Contents checklist



	Personal profile



	Unit progress record



	Completed Element achievement records

	Index of evidence



	Pieces of evidence



	Glossary of terms



	Standards




Contents checklist 

You might also find it useful to complete the following checklist as you work your way through your portfolio. This will help you to see if you have included all the relevant items. Once you have completed your portfolio, you will be able to use this checklist again as a contents page, by inserting the relevant page or section numbers in the right hand column.

	Section
	Completed
	Page/Section number

	Title page for the portfolio
	
	

	Personal profile
	
	

	Your own personal details
	
	

	A brief CV or career profile
	
	

	A description of your job
	
	

	Information about your employer/training provider/college
	
	

	Unit assessment plans
	
	

	Unit progress record
	
	

	Completed Element achievement records for each Unit 
	
	

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

	Evidence reference numbers included
	
	

	Index of evidence (with cross-referencing information completed)
	
	

	Evidence (with reference numbers)
	
	

	Observation records
	
	

	Details of witnesses (witness testimony sheets)
	
	

	Personal statements
	
	

	Products of performance
	
	


Collecting your evidence

All of the evidence which you collect and present for assessment must be relevant to your SVQ. Your assessor will help you choose which pieces of evidence you should include. 

We have provided blank forms in Section 4 of this document, which you can photocopy to help you record and present your evidence. Although we have provided you with sample forms, your centre may have their own recording documents which they would prefer you to use.

Some of these forms, eg observation records and the record of questions and answers will be completed by your assessor. Other forms (witness testimonies) will be used by people other than your assessor to testify that they have observed you doing your job, and there is one for you to complete called a personal statement.

Explanations are given below about how and when these forms should be used.
Observation record — Example 5
The observation record is used by your assessor to record what tasks you have performed and to what standard. There is also a section for your assessor to note which other Units or Outcomes are covered by this evidence (‘integration of assessment’).
The assessor will discuss with you which Performance Criteria and Range you have successfully achieved and give you feedback. This form should then be given a reference number and included in your portfolio as part of your evidence.
Witness testimony — Example 6
There may be occasions when your assessor is not available to observe you carrying out certain aspects of your job. In such instances, it may be appropriate for another person to comment about your performance by completing a statement called a ‘witness testimony’.

Witness testimony should only be used as supporting evidence and should:

· be provided by a person, not related to you, who is in a position to make a valid comment about your performance, eg supervisor, line manager or possibly a client/customer

· contain comments which specifically relate your performance to the standards
· be authenticated by the inclusion of the witness’s signature, role, address, telephone number and the date

It is unlikely that your assessor would make an assessment decision based on witness testimony alone. They would normally supplement this type of evidence with questioning.
Record of questions and candidate’s answers — Example 7
This form is used to record any questions which your assessor may ask, to establish whether you have the required level of Knowledge and Understanding associated with each Unit. There is also space on the form for your answers to be noted.
Personal statement — Example 4
There will be times when you need to put a piece of your evidence in context for your assessor so that they can decide if it is relevant to your SVQ. You can complete personal statements to help you do this — these can relate either to the pieces of evidence or to each Outcome or Unit.

For example, you may refer to paperwork which is often used in your organisation to help you pass on information to a colleague. It may not be clear to an assessor why you are communicating to your colleague in this way and a brief explanation of the paperwork and why it is relevant to a particular part of your SVQ may be required.

A personal statement might also be used to record your experience of something, such as, how you handled a specific situation. This can be documented in your personal statement and should be a description of what you did, how you did it and why you did it. It will also allow you to include the people who were present and either assisted you or witnessed your actions. This, in turn, might identify who you should approach for ‘witness testimony’. In your personal statement you could also refer to product evidence that you have produced (eg reports, notes, completed forms), these can also be included as evidence in your portfolio.

The personal statement can be a piece of evidence in itself and should therefore be included in your portfolio.

Presenting your evidence

It is important to present all of your evidence in a clear, consistent and legible manner. Your assessor will then find it much easier to make appropriate judgements about the quality, sufficiency and currency of the materials you are putting forward for consideration.

It is not necessary to produce all of your evidence in typewritten format — some hand-written pieces of evidence, such as notes, will be perfectly acceptable.

There may also be items of evidence which you cannot physically include in your portfolio. This might be for confidentiality reasons or it could be that something which you have produced as part of your day-to-day work is normally kept in a filing cabinet or stored electronically in a PC.
In compiling your portfolio, we suggest that anything you produce as part of your day-to-day work is kept in its normal location, but those pieces of evidence which have been produced specifically for your SVQ, eg witness testimony statements or personal statements, are filed in your portfolio. 

However, assessors and verifiers should be able to locate and access your evidence at all times. It is, therefore, very important that you clearly reference every item of evidence. 

Referencing your evidence

Your assessor, as well as the internal and External Verifiers, will need to find their way around your portfolio, so you should give each piece of evidence a number.

Remember, that where you have used ‘integration of assessment’, you need to give details of all the Units and Elements which are linked to a specific piece of evidence. The links should be noted on the pieces of evidence themselves as well as on the index of evidence (cross-referencing). 

How to complete the Index of evidence — Example 1
You should complete an index of evidence sheet and file it immediately before the actual pieces of evidence in your portfolio. 

The index of evidence should be completed by:

· entering the evidence number in the first column

· giving a brief description of each piece of evidence in the second column

· explaining where the evidence can be found in the third column

You must make sure that the information contained in the evidence index is accurate when you give your portfolio to your assessor, particularly in relation to where the evidence can be located.
Completing the Element achievement records — Example 3
There is an Element achievement record for every Element within this portfolio. 
These records have been designed to allow you to record the evidence you have gathered for each Element. Each record has boxes across it which represents the Performance Criteria, Range Statement, Evidence Requirements and Knowledge and Understanding statement, these will differ from Element to Element so it is important to make sure you are using the right one. Whilst collecting your evidence you should use these grids to display the Performance Criteria, Range, Knowledge and Understanding and Evidence Requirement that piece of evidence relates to. In the first box write the evidence index number you have given to that piece of evidence. In the second box give a brief description of the evidence, then tick against the relevant Performance Criteria, Range, Evidence Requirements and Knowledge and Understanding. 

Worked examples

To give you a clearer picture of how to compile your portfolio, you will find worked examples of the various forms over the next few pages. You should ask your assessor for further advice and support if you are still unsure about how to use the forms and who should complete them.

Index of evidence — Example 1
	SVQ title and level 
	Using IT at level 3


	Evidence

number
	Description of evidence
	Included 

in portfolio 

(Yes/No)

If no, 

state location
	Sampled by the IV

(initials and date)

	1
	Action plan identifying customer requirements
	Yes
	

	2
	Personal statement
	Yes
	

	3
	Witness testimony
	Yes
	

	4
	Record of questions and answers
	Yes
	

	5
	Log of configuration details and errors
	Yes
	

	6
	Observation checklist
	Yes
	

	7
	Procedure for shutting down system
	Yes
	

	8
	Company media storage policy
	No. Can be found with General Manager.
	


Unit progress record — Example 2

	Qualification and level
	Using IT at level 3

	Candidate’s name
	Anne Thomas



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

Unit checklist — circle the reference number of each Unit as you complete it.


	Mandatory
	206
	301
	302
	303
	308
	
	
	
	

	Optional
	305
	306
	311
	312
	
	
	
	
	


Mandatory Units

	SQA 
Unit number
	SSC/SSB Unit number
	Title
	Assessor 
	Internal Verifier
	Date

	
	206
	Ensure your own actions reduce risks to H&S


	
	
	

	
	301
	Select and enable IT for use


	P.Jones
	
	28/4/2000

	
	302
	Maintain the Software Environment


	P.Jones
	
	28/4/2000

	
	303
	Develop and maintain the effectiveness of the IT working environment
	P.Jones
	
	8/4/2000

	
	308
	Develop your own effectiveness and professionalism


	
	
	


Optional Units

	
	305


	Design and produce documents using WP software
	
	
	

	
	306


	Design and produce spreadsheets
	
	
	

	
	311


	Design and use databases
	
	
	

	
	312


	Design and produce documents using graphics
	
	
	


Element achievement record — Example 3

Unit title:
Select & enable IT for use

Element:
301.1 Select and configure equipment for use

	Evidence

index no
	Description of evidence
	Performance Criteria


	Range
	Knowledge and Understanding

	
	
	a
	b
	c
	d
	e
	f
	g
	h
	1
	2
	3
	K1
	K2
	K3
	K4
	K5

	1
	Action Plan
	(
	(
	
	
	(
	
	
	
	(
	
	
	
	
	
	
	

	2
	Personal Statement
	(
	(
	
	
	(
	
	
	
	(
	
	
	
	
	
	
	

	3
	Copy of Legislation
	
	
	(
	(
	
	
	
	
	
	
	(
	
	
	
	
	

	5
	Record of Questions & Answers
	(
	(
	(
	
	(
	
	
	
	(
	(
	(
	
	
	
	
	

	6
	Log of Configuration Details
	
	
	
	
	
	(
	(
	(
	
	(
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	23
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Personal statement — Example 4
	Date
	Evidence 

index number
	Details of statement
	Links to other evidence 

(enter numbers)
	Units, Elements, PC and Range covered

	4/4/00


	1


	Statement that I know and understand customer requirements. Names of customer and software and hardware requirements in portfolio.

Statements that I understand how to set up, equipment, configure software that met customer requirements. Details of equipment and software with dates are listed in portfolio.
	1
	301.1.a,b,e

Range 1



	Candidate’s signature
	Anne Thomas
	Date
	2/4/2011


Observation record — Example 5
	Unit/Element(s)
	(301) Select and Enable IT for Use


	
	

	Candidate’s name 
	Anne Thomas


	
	

	Evidence index number 
	8


	
	

	Date of observation
	28/4/2011



	Skills/activities observed
	PC covered

	Saving and storing files


	Element 301.3 

PC: a-f

Range: materials (consumables, removable storage media), regulations (current legislation, manufacturer’s instructions, organisational procedures), system (application software, hardware, system software).


	Knowledge and understanding apparent from this observation

	Candidate can save and organise files. She can delete unwanted files and can shut down system according to organisation’s procedures and manufacturer’s instructions.




	Other Units/Elements to which this evidence may contribute

	302.1.b,c Range 1,3




	Assessor comments and feedback to candidate

	


I can confirm the candidate’s performance was satisfactory.

	Assessor’s signature 
	Peter Jones
	Date
	28/4/2011

	
	
	
	

	Candidate’s signature
	Anne Thomas
	Date
	28/4/2011


Witness testimony — Example 6
	SVQ title and level
	Using IT level 3

	Candidate’s name
	Anne Thomas

	Evidence index no
	4

	Where applicable, evidence 

number to which this testimony

relates
	

	Element(s)
	301.2

	Range
	1

	Date of evidence
	8/4/2000

	Witness name
	Ian Cummings

	Designation/relationship to candidate
	Line manager

	Details of testimony
	I can attest that I observed Anne Thomas following company and national regulations in the use of software. She understands and has knowledge of these regulations and I observed her following them when selecting and configuring software.




I can confirm the candidate’s performance was satisfactory.

	Witness’s signature
	Ian Cummings
	
	Date
	8/4/2011


Witness (please tick the appropriate box):

(
Holds L and D Unit 9D/9D1, A1/A2 or D32/D33 qualifications
 FORMCHECKBOX 

Is familiar with the SVQ standards to which the candidate is working
Record of questions and candidate’s answers — Example 7
	Unit
	301 Select and enable IT for use

	Element(s)
	1

	Evidence index number
	5

	Circumstances of assessment

	As part of the staff induction scheme IT staff are regularly interviewed and asked about their knowledge and skills. Anne Thomas was interviewed on the 21 March 2011 and below is a summary of the interview where it relates to her knowledge of resources and problem solving.



	List of questions and candidate’s responses

	Q
	If a member of staff asked you for a particular piece of equipment, what procedures would you follow?

	A
	I would ensure that a hardware requisition form has been filled out with the rational for needing such equipment, countersigned by their line and general managers. If approved, next step would be to ask the member of staff if they need specific training. Pc 301.1.a, b, e and Range 1, 2, 3.

	Q
	You discover that a member of staff has installed a piece of software on their workstation PC. What do you do?

	A
	If they installed it themselves then this is a serious breach of company regulations and I would inform the IT manager. I would then remove the software. Pc 301.1.c and Range 2, 3.


	Assessor’s signature
	Davinder Singh
	Date
	21/3/2011

	
	
	
	

	Candidate’s signature
	Anne Thomas
	Date
	21/3/2011


Section 3 — The Units and recording documents for your SVQ 

Unit progress record 

	Qualification and level
	Environmental Conservation level 3

	Candidate’s name
	


The Environmental Conservation SVQ level 3 can be achieved by successful completion of the three mandatory Units and five Units selected from the Optional Section. 
Please note the table below shows the SSC/SSB identification codes listed alongside the corresponding SQA Unit numbers. It is important that the SQA Unit numbers are used in all your recording documentation and when your results are communicated to SQA. SSC/SSB identification codes are not valid in these instances.
Unit checklist — circle the reference number of each Unit as you complete it.

	Mandatory
	MSCE6
	EnC2
	BAA312
	
	
	
	
	

	Optional
	EM15
	BAA152
	CS37
	EnC9
	EnC4
	EnC5
	CS42
	EnC29

	
	EnC30
	EnC31
	EnC27
	EnC28
	SKAPW7
	EnC26
	MSCD2
	MSCD1

	
	MSCB9
	MSCE8
	MSCD3
	MSCD7
	MSCD5
	MSCE10
	EnC24
	CS39

	
	CS40
	CS38
	CS41
	CS44
	CS43
	
	
	


Mandatory Units — all Units should be completed
	SQA

Unit Number
	SSC/SSB
Unit Number
	Title
	Assessor
	Internal Verifier
	Date

	DR52 04
	MSCE6
	Ensure Health and Safety Requirements are Met in Your Area of Responsibility
	
	
	

	H45F 04
	EnC2
	Consult and Work with the Local Community
	
	
	

	H46B 04
	BAA312
	Organise and

Co-ordinate Events
	
	
	


Optional Units — candidates must achieve five of the following Units
	SQA

Unit Number
	SSC/SSB
Unit Number
	Title
	Assessor
	Internal Verifier
	Date

	H45L 04
	EM15
	Develop an Awareness of Environmental Good Practice
	
	
	

	H46K 04
	BAA152
	Plan, Run and Evaluate Projects
	
	
	

	H46E 04
	CS37
	Plan and Oversee Habitat Management Work
	
	
	

	H467 04
	EnC9
	Monitor and Report on Environmental Change
	
	
	

	H46C 04
	EnC4
	Plan and Conduct Field Surveys
	
	
	

	H45V 04
	EnC5
	Interpret Survey Data and Report on Findings
	
	
	

	H46G 04
	CS42
	Plan, Monitor and Evaluate the Management of

Land-based and Environmental Sites
	
	
	

	H46S 04
	EnC29
	Research and Prepare Environmental Interpretations
	
	
	

	H45J 04
	EnC30
	Deliver Environmental Interpretations
	
	
	

	H46N 04
	EnC31
	Produce Interpretative Materials
	
	
	

	H469 04
	EnC27
	Negotiate to Improve or Protect the Conservation or Recreational Value of Land or Marine Areas
	
	
	

	H46R 04
	EnC28
	Protect the Environment through Legal Enforcement
	
	
	

	FT4P 04
	SKAPW7
	Develop and Maintain a Healthy, Safe and Secure Environment for Children
	
	
	


	SQA

Unit Number
	SSC/SSB
Unit Number
	Title
	Assessor
	Internal Verifier
	Date

	H459 04
	EnC26
	Advise on Environmental Information and Developments
	
	
	

	DK8D 04
	MSCD2
	Lead and Motivate Volunteers
	
	
	

	H46H 04
	MSWCD1
	Plan, Organise and Monitor Volunteering Activity
	
	
	

	DR4J 04
	MSCB9
	Develop the Culture of Your Organisation
	
	
	

	FM5F 04
	MSCE8
	Manage Physical Resources
	
	
	

	H0DX 04
	MSCD3
	Recruit, Select and Keep Colleagues
	
	
	

	FM53 04
	MSCD7
	Provide Learning Opportunities for Colleagues
	
	
	

	H0CC 04
	MSCD5
	Allocate and Check Work in Your Team
	
	
	

	H0E4 04
	MSCE10
	Take Effective Decisions
	
	
	

	H45H 04
	EnC24
	Deal with a Pollution Incident
	
	
	

	H45A 04
	CS39
	Assess the Characteristics of Land-based and Environmental Sites
	
	
	

	H45K 04
	CS40
	Determine Policies for the Development of Land-based and Environmental Sites
	
	
	

	H46F 04
	CS38
	Plan, Co-ordinate and Evaluate the Characteristics of Land-based and Environmental Sites
	
	
	

	H46J 04
	CS41
	Plan, Programme and Monitor the Development of

Land-based and Environmental Sites
	
	
	


	SQA

Unit Number
	SSC/SSB
Unit Number
	Title
	Assessor
	Internal Verifier
	Date

	H45B 04
	CS44
	Assess, Negotiate and Secure Sources of Funding
	
	
	

	H46D 04
	CS43
	Plan and Co-ordinate Fund Raising
	
	
	


Glossary of terms

	Advisor
	A person who carries out, either singly or in combination, the functions of advising a candidate, collecting evidence of his or her competence on behalf of the assessor and authenticating the work candidates have undertaken. A mentor might also provide witness testimony.


	Assessment
	The process of generating and collecting evidence of a candidate’s performance and judging that evidence against defined criteria.


	Authentication
	The process by which an advisor or assessor confirms that an assessment has been undertaken by a candidate and that all regulations governing the assessment have been observed.


	Candidate
	The person enrolling for an SQA qualification.


	Centre
	The college, training organisation or workplace where SQA qualifications are delivered and assessed.


	Element of competence
	Statements which define the products of learning. The statements describe the activities that the candidate needs to perform in order to achieve the Unit. They contain Performance Criteria and sometimes statements on Range and evidence (see Outcome).


	Evidence
	Materials the candidate has to provide as proof of his or her competence against specified Performance Criteria.


	Evidence Requirements
	Specify the evidence that must be gathered to show that the candidate has met the standards laid down in the Performance Criteria.


	External verifier
	The person appointed by the SQA who is responsible for the quality assurance of a centre’s provision. An External Verifier is often appointed on a subject area basis or for cognate groups of Units.


	Instrument of assessment

	A means of generating evidence of the candidate’s performance.


	Internal verifier
	The person appointed from within the centre who ensures that assessors apply the standards uniformly and consistently.


	Observation
	A means of assessment in which the candidate is observed carrying out tasks that reflect the Performance Criteria given in Outcomes.



	Outcome
	Statement which defines the products of learning. They describe the activities the candidate has to perform to achieve the Unit, and contain Performance Criteria and sometimes, statements on Range and evidence (see Elements of Competence).


	Performance Criteria
	Statements which describe the standard to which candidates must perform the activities which are stated in the Outcome.


	Portfolio
	A compilation of evidence which can form the basis for assessment. The portfolio is commonly used in SVQ awards and in alternative routes to assessment such as APL and credit transfer.


	Product evaluation
	A means of assessment which enables the quality of a product produced by the candidate, rather than the process of producing it, to be evaluated.


	Range/Scope
	A statement in the Unit which specifies the different contexts in which the activities described in the Outcome have to be demonstrated. Where they appear, Range/Scope Statements are mandatory.




Units for the SVQ in Environmental Conservation level 3
Unit MSCE6 (DR52 04) 
Ensure Health and Safety Requirements are Met in Your Area of Responsibility
Unit Summary

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

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

This standard is recommended for first-line managers and middle managers. 

Unit MSCE6 (DR52 04) 
Ensure Health and Safety Requirements are Met in Your Area of Responsibility

	Performance Criteria

What you must be able to do:


	

	P1
Identify your personal responsibilities and liabilities under Health and Safety legislation.

P2
Ensure that the organisation's written Health and Safety policy statement is clearly communicated to all people in your area of responsibility and other relevant parties.

P3
Ensure that the Health and Safety policy statement is put into practice in your area of responsibility and is subject to review as situations change and at regular intervals and the findings passed to the appropriate people for consideration.

P4
Ensure regular consultation with people in your area of responsibility or their representatives on Health and Safety issues.

P5
Seek and make use of specialist expertise in relation to Health and Safety issues.

P6
Ensure that a system is in place for identifying hazards and assessing risks in your area of responsibility and that prompt and effective action is taken to eliminate or control identified hazards and risks.

P7
Ensure that systems are in place for effective monitoring, measuring and reporting of Health and Safety performance in your area of responsibility.

P8
Show continuous improvement in your area of responsibility in relation to Health and Safety performance.

P9
Make Health and Safety a priority area in terms of informing planning and decision-making in your area of responsibility.
	P10
Demonstrate that your own actions reinforce the messages in the organisation's Health and Safety policy statement.

P11
Ensure that sufficient resources are allocated across your area of responsibility to deal with Health and Safety issues.

P12
Develop a culture within your area of responsibility which puts Health and Safety first.


Unit MSCE6 (DR52 04) 
Ensure Health and Safety Requirements are Met in Your Area of Responsibility

	Additional Information


	

	Behaviours
· You respond quickly to crises and problems with a proposed course of action.

· You identify people's information needs.

· You comply with, and ensure others comply with, legal requirements, industry regulations, organisational policies and professional codes.

· You are vigilant for possible risks and hazards.

· You take personal responsibility for making things happen.

· You identify the implications or consequences of a situation.

· You act within the limits of your authority.

· You constantly seek to improve performance.

· You treat individuals with respect and act to uphold their rights.


	Skills

· Consulting 

· Information management 

· Decision-making 

· Involving others 

· Questioning 

· Thinking systematically 

· Monitoring 

· Leadership 

· Communicating 

· Reviewing 

· Presenting information 

· Prioritising 

· Reporting 

· Planning


Unit MSCE6 (DR52 04) 
Ensure Health and Safety Requirements are Met in Your Area of Responsibility

	Knowledge and Understanding

What you must know and understand:


	

	General knowledge and understanding 

K1
Why Health and Safety in the workplace is important.

K2
How and where to identify your personal responsibilities and liabilities under Health and Safety legislation.

K3
How to keep up with legislative and other developments relating to Health and Safety.

K4
The requirement for organisations to have a written Health and Safety policy statement.

K5
How to communicate the written Health and Safety policy statement to people who work in your area of responsibility and other relevant parties.

K6
How and when to review the application of the written Health and Safety policy statement in your area of responsibility and produce/provide findings to inform development.

K7
How and when to consult with people in your area of responsibility or their representatives on Health and Safety issues.

K8
Sources of specialist expertise in relation to Health and Safety.

K9
Ways of developing a culture in your area of responsibility which puts Health and Safety first.

K10
The type of hazards and risks that may arise in relation to Health and Safety – how to establish and use systems for identifying hazards and assessing risks and the type of actions that should be taken to control or eliminate them.


	K11
How to establish systems for monitoring, measuring and reporting on Health and Safety performance in your area of responsibility.

K12
Why and how Health and Safety should inform planning and decision-making.

K13
The importance of setting a good example to others in relation to Health and Safety.
K14
The type of resources required to deal with Health and Safety issues.

Industry/sector specific knowledge and understanding

K15
Sector-specific legislation, regulations, guidelines and codes of practice relating to Health and Safety.

K16
Health and Safety risks, issues and developments which are particular to the industry or sector.

Context specific knowledge and understanding

K17
Other relevant parties with an interest in Health and Safety in your area of responsibility.

K18
The organisation's written Health and Safety policy statement and how it is communicated to people who work for the organisation, people in your area and to other relevant parties.

K19
Sources of specialist Health and Safety expertise used in your area of responsibility.


Unit MSCE6 (DR52 04) 
Ensure Health and Safety Requirements are Met in Your Area of Responsibility

	Knowledge and Understanding (continued)
What you must know and understand:


	

	Context specific knowledge and understanding (continued)
K20
The operational plans for your area of responsibility.

K21
The resources allocated to and across your area of responsibility for Health and Safety.

K22
Allocated responsibilities for Health and Safety in your area and the organisation in general.

K23
Systems in place in your area of responsibility for identifying hazards and assessing risks and taking action.

K24
Systems in place for the monitoring, measuring and reporting of Health and Safety performance in your area of responsibility.
	


Unit MSCE6 (DR52 04) 
Ensure Health and Safety Requirements are Met in Your Area of Responsibility

	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	24

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit MSCE6 (DR52 04) 
Ensure Health and Safety Requirements are Met in Your Area of Responsibility

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit EnC2 (H45F 04) 
Consult and Work with the Local Community
Unit Summary
This standard is about consulting and working with the local community. The emphasis is on building a relationship with local people — farmers, landowners, local parish councils, local schools, local community groups and so on — through consultation and co-operation.

Community groups and local residents can exert a great influence over the success, or otherwise, of environmental conservation which is influenced by effective communication.

This standard is relevant to all those who need to work closely with the local community.
Unit EnC2 (H45F 04) 
Consult and Work with the Local Community
	Performance Criteria

What you must be able to do:


	Knowledge and Understanding

What you must know and understand:



	P1
Identify opportunities for consultation and collaboration with the local community in accordance with organisational policy.
P2
Establish and maintain contacts with relevant sections of the local community.
P3
Work with the local community to encourage an understanding and awareness of environmental objectives.
P4
Actively seek reactions and opinions where the work of the organisation is likely to affect individuals and groups from the local community.
P5
Gather and evaluate all relevant information where conflicts of interest arise and seek specialist advice where necessary.
P6
Develop recommendations for action and obtain organisational agreement.

P7
Keep relevant people within the organisation informed of the outcomes of work and consultations with the local community.
P8
Communicate effectively with others throughout your work using appropriate methods.

	K1
Types of opportunities available for consultation and collaboration with the local community.
K2
Ways in which contact with the local community can be maintained.
K3
The reasons for, and importance of, contact and consultation with the local community.
K4
The likely impact of the work of the organisation on the local community.
K5
The importance of encouraging understanding and awareness as part of the consultation and collaborative working.
K6
Methods of facilitating effective community consultation.
K7
Potential and actual conflicting interests: between different community groups, and/or between the organisation and community groups.
K8
Methods for resolving conflicts of interest.
K9
The limits of your responsibility in consulting and working with the local community.
K10
Different methods of communicating and keeping others informed.


Unit EnC2 (H45F 04) 
Consult and Work with the Local Community
Glossary

Opportunities for consultation and collaboration:

· Formal

· Informal

Conflicts of interest:

· Between the needs of the organisation and the needs of the local community

· Between the needs of different individuals and groups within the local community

Unit EnC2 (H45F 04) 
Consult and Work with the Local Community
	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EnC2 (H45F 04) 
Consult and Work with the Local Community
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit BAA312 (H46B 04) 
Organise and Co-ordinate Events
Unit Summary

Agree a brief and budget for organising an event and decide the operational activities and technical requirements to deliver the event.

Links: 
· Events and meetings

· Communications

Specific skills:

· Checking
· Communicating
· Decision making
· Evaluating
· Interpersonal skills
· Leading
· Managing time
· Negotiating
· Managing resources
· Planning
· Monitoring
· Problem solving

· Organising
Unit BAA312 (H46B 04) 
Organise and Co-ordinate Events
	Performance Criteria

What you must be able to do:


	

	Before the event

P1
Agree the event brief and budget.
P2
Agree a plan for the event which will meet agreed objectives and address identified risks and contingencies.
P3
Identify and agree the resources and support needed for the event.
P4
Identify and cost suitable venues.
P5
Make sure all relevant legal and contractual requirements are correctly addressed.
P6
Make sure the event complies with relevant health, safety and security requirements.
P7
Liaise with the venue to confirm event requirements.
P8
Make sure invitations are sent out to delegates.
P9
Manage resources and the production of event materials.
P10
Manage delegate responses.
P11
Prepare joining instructions and event materials to be sent to delegates.
P12
Make arrangements for rehearsals, if required, to make sure that the event runs smoothly.
P13
Make sure all those involved are briefed and trained to fulfil their roles.
P14
Delegate functions to the events team as appropriate.

	At the event

P15
Prepare the venue and make sure all necessary resources are in place.

P16
Co-ordinate activities and resources during the event, in line with agreed plans.

P17
Help delegates to feel welcome.

P18
Respond to delegates’ needs throughout the event.

P19
Resolve problems in a timely manner.

P20
Oversee the work of key staff during the event.

P21
Monitor compliance with relevant health, safety and security requirements.

P22
Liaise with venue management to make sure facility resources are in place.

After the event

P23
Clear and vacate the venue, in accordance with the terms of the contract.

P24
Prepare and circulate papers or conduct other follow-up activities, if necessary.

P25
Reconcile accounts to budget.

P26
Seek and collect feedback from those involved in the event.

P27
Analyse the feedback and share the analysis with relevant people.

P28
Agree key learning points and use these to improve the running of future events.


Unit BAA312 (H46B 04) 
Organise and Co-ordinate Events
	Knowledge and Understanding

What you must know and understand:


	

	K1
The role of an event organiser.
K2
How to plan and manage events to meet the objectives of the brief.
K3
The different types of events and their main features.
K4
The purpose and value of agreeing a brief and budget for the event.
K5
The types of risks associated with events and how to minimise these.
K6
How to develop a contingency plan for an event.
K7
The types of information that delegates will need.
K8
How to identify suitable venues for different types of events.
K9
The types of resources needed for different types of events.
K10
The special requirements that delegates may have and how to meet these.
K11
Health, safety and security requirements when organising events.
K12
The relevant legal and organisational requirements for contracts.
K13
The types of activities and resources that may need to be co-ordinated during an event.
K14
The types of problems that may occur during events and how to solve them.
K15
What points to observe when clearing and vacating an event.
	K16
The purpose and value of evaluating an event and the methods you can use.

K17
The types of papers that may need to be circulated after an event.

K18
Budgetary responsibilities and procedures.


Unit BAA312 (H46B 04) 
Organise and Co-ordinate Events
	
	
	Performance Criteria

	 No
	Description of Evidence
	1
	2
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	7
	8
	9
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	17
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	19
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Unit BAA312 (H46B 04) 
Organise and Co-ordinate Events
	
	
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit BAA312 (H46B 04) 
Organise and Co-ordinate Events
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit EM15 (H45L 04) 
Develop an Awareness of Environmental Good Practice
Unit Summary

This standard describes the skill and knowledge requirements for individuals to develop an awareness of the impact of their activities on the environment and the importance of improving environmental performance within the work area or other activities. These impacts could include any of the following:

· Pollution (land, air, water)

· Climate change

· Resource depletion

· Biodiversity depletion

· Damage to ecosystems
It covers the understanding of environmental practices and policies that affect you, and your ability to identify where improvements could be made. It also covers knowing if activities are in line with environmental practices and encourages the development of environmental awareness in others.

This standard would be appropriate for:

· Team leaders, first line managers and workers to support the awareness and improvement of the environmental performance of the organisation

· An individual with a need to understand the impact of their activities on the environment
Unit EM15 (H45L 04) 
Develop an Awareness of Environmental Good Practice
	Performance Criteria

What you must be able to do:


	Knowledge and Understanding

What you must know and understand:



	Review the impact of your activities on the environment

P1
Identify how your practices impact on the environment.
P2
Identify the environmental policies and practices that are relevant to your activities.
P3
Review the positive and negative impact of your activities on the environment.
P4
Report any potential negative impact.
P5
Encourage others to develop and maintain environmental awareness.
Develop activities that support environmental good practice

P6
Undertake activities and use resources that promote environmental good practice.
P7
Identify opportunities to reduce the negative and improve the positive impact on the environment.
P8
Communicate the benefits of implementing and maintaining good environmental practice.
P9
Encourage feedback from others on environmental practice.

	K1
The key issues facing the environment.
K2
The impact of your work or other activities on the environment.
K3
The term ‘positive and negative impact’.
K4
Your role, responsibility and limits of authority relating to environmental practice.
K5
Environmental legal requirements affecting your activities.
K6
Existing workplace or other environmental policies.
K7
Your social responsibilities in relation to environmental practice.
K8
External and internal sources of information and guidance on environmental performance.
K9
How to recognise areas where environmental practice can be improved.
K 10
The importance of organising activities that meet environmental policies.
K11
The importance of selecting resources which minimise environmental impact.
K12
How to communicate good environmental practices to others.


Unit EM15 (H45L 04) 
Develop an Awareness of Environmental Good Practice
	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EM15 (H45L 04) 
Develop an Awareness of Environmental Good Practice
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit BAA152 (H46K 04) 
Plan, Run and Evaluate Projects
Unit Summary

Plan, run and evaluate projects to achieve planned outcomes.

Links: 
· Project management

· Work responsibilities

Specific skills:

· Application of number
· Analysing
· Communicating
· Evaluating
· Managing time
· Monitoring
· Organising
· Managing resources
· Prioritising
· Problem solving

· Planning
Unit BAA152 (H46K 04) 
Plan, Run and Evaluate Projects
	Performance Criteria

What you must be able to do:


	

	Prepare and plan the project

P1
Identify all stakeholders involved in the project.

P2
Agree the purpose of the project with all relevant stakeholders.

P3
Identify and agree the project scope, timescale, aims and objectives.

P4
Prepare a project specification.

P5
Agree a budget for the project.

P6
Confirm all types of resources needed for the project.

P7
Plan the project and timed use of all types of resources.
P8
Identify risks and develop contingency plans for the project.

P9
Sign off the project plan with the appropriate level of authority and with the relevant stakeholders.

P10
Prepare a project communication plan.

Run the project

P11
Establish the project team.

P12
Implement and monitor the project plan.

P13
Communicate with all those involved in or affected by the project.

P14
Adapt project plans to respond to unexpected events.

P15
Provide interim reports on project progress.

P16
Achieve required outcomes on time and to budget.


	Evaluate the project

P17
Evaluate all aspects of the project.

P18
Report on the degree to which the project met its aims and objectives.

P19
Report on project strengths and areas for improvement.


Unit BAA152 (H46K 04) 
Plan, Run and Evaluate Projects
	Knowledge and Understanding

What you must know and understand:


	

	Prepare and plan the project

K1
The purpose of identifying the stakeholders involved in the project.

K2
The difference between managing operations and managing projects.

K3
The advantages and disadvantages of using projects.

K4
How to decide when a project is the appropriate way of achieving outcomes.

K5
How to define a project’s purpose, scope, timescale, costs, aims and objectives.

K6
The benefits and value of defining a project’s purpose, scope, timescale, costs, aims and objectives.

K7
How to agree a budget for the project.

K8
How to estimate the types and quantity of resources required to run the project.

K9
How to identify project risks and develop contingency plans.

K10
The tools that can be used to assist project planning and control.

K11
How to develop contingency plans for a project.

K12
How to establish a communication plan for a project.

	Run the project

K13
How to establish a project team.

K14
How to monitor projects and the methods that can be used.

K15
Methods of communication and how to use them to make sure the project runs smoothly.

K16
The purpose and value of being flexible and adapting project plans when necessary.
K17
How to estimate and control resources during a project.

K18
The purpose of interim reporting.

K19
The purpose and value of achieving projects within agreed timescales.
Evaluate the project

K20
How to evaluate projects and learn lessons for the future.


Unit BAA152 (H46K 04) 
Plan, Run and Evaluate Projects
	
	
	Performance Criteria

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit BAA152 (H46K 04) 
Plan, Run and Evaluate Projects
	
	
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit BAA152 (H46K 04) 
Plan, Run and Evaluate Projects
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit CS37 (H46E 04) 
Plan and Oversee Habitat Management Work
Unit Summary

This standard is about the skills you need to identify, plan and oversee habitat management work. This involves identifying the need for work to be carried out and planning the necessary work. It also involves the selection and briefing of a suitable workforce and evaluating that the habitat management work achieves its objectives.

This standard is applicable to the management of all types of habitats and covers the full range of appropriate management techniques from the coppicing of native woodlands, through the management of grazing regimes to the cutting of reed beds and the control of erosion. It also covers the management of habitats for a variety of reasons.

You must carry out your work in line with appropriate permissions and licences.

Permissions and licences may relate to work on designated sites (sites of scientific interest, nature reserves, conservation areas, etc) to specific types of work (tree felling, etc) or to the presence of protected species within that site.

This standard is designed for countryside staff supervising habitat management work.
Unit CS37 (H46E 04) 
Plan and Oversee Habitat Management Work
	Performance Criteria

What you must be able to do:


	

	P1
Use information to identify the need for, and objectives of, habitat management.

P2
Recognise the environmental value of sites and take account of this in your planning.

P3
Select appropriate habitat management methods and identify the resources required to achieve the objectives.

P4
Carry out Risk Assessments and ensure Health and Safety requirements are met in your area of responsibility.
P5
Establish measures for the recycling or disposal of waste and superfluous materials in accordance with legal and other requirements.

P6
Identify the most appropriate workforce for the planned habitat management work.

P7
Seek agreement from all relevant interested parties and ensure all necessary permissions are in place.

P8
Produce work plans and specifications for the identified work in a suitable format.

P9
Brief those carrying out the work and check their understanding.

P10
Oversee habitat management work as it is taking place.

P11
Take required corrective actions without delay and inform the appropriate people of any changes that may affect them.

P12
Maintain effective communications with those involved in the work.

P13
Ensure records are completed in line with organisational and legislative requirements.
	P14
Ensure the habitat management work has been completed in accordance with work plans and specifications.

P15
Monitor and evaluate the effectiveness of habitat management in creating desired conditions over appropriate timescales.

P16
Use the outcomes of your monitoring to inform the planning of future habitat management work.


Unit CS37 (H46E 04) 
Plan and Oversee Habitat Management Work
	Knowledge and Understanding

What you must know and understand:


	

	K1
How to identify the need for habitat management.

K2
How to identify the objectives of required habitat management.

K3
How to recognise the environmental value of sites and how this affects the planning of work.

K4
How your planned work fits into local organisational objectives, site management plans and biodiversity action plans.

K5
How to identify hazards, assess risks and develop safe working procedures.

K6
Correct methods of disposing of waste and excess material.

K7
How to select a workforce that is appropriate for the planned work.

K8
How to determine the resources required to carry out the work.

K9
How and when to seek agreement for your plans.

K10
The circumstances where permissions or licences are required and how to go about obtaining them.

K11
The importance of producing work plans and specifications and how to do this.

K12
The importance of how to schedule and oversee habitat management work that is being carried out.

K13
The importance of briefing the workforce and how to do this.

K14
How to identify and minimise the effect of problems or disruptions including an awareness of possible corrective actions.
	K15
How to establish and maintain systems to monitor work and how to identify potential improvements.

K16
Methods of communication that are likely to promote understanding and goodwill.

K17
The importance of maintaining complete and accurate records that comply with organisational procedures.
K18
How to evaluate the success of habitat management work following completion.

K19
The importance of longer-term monitoring to determine whether habitat management has been effective and the appropriate methods for doing so.

K20
How to use the outcomes of monitoring to inform future habitat management work.


Unit CS37 (H46E 04) 
Plan and Oversee Habitat Management Work
Glossary

Habitat-specific work:

· Opening up of woodland canopy or coppicing to promote woodland wildflowers
· Management to encourage the growth of food plants for specific insects

· Improving native species through re-introductions
· Control of invasive, non-native plant and animal species
· Manipulation of water levels
· Erosion control
· Scrub control in reed beds, grasslands or heathlands

· Site amelioration and habitat creation in urban or post-industrial sites
· Creation of open areas in woodland through selective felling
· Management of marine habitats improving marsh, wetland, seagrass or riparian communities through re-vegetation and natural re-contouring of landscapes

· Improving shellfish beds through seeding juvenile shellfish, creating adult spawner sanctuaries, introducing appropriate substrates, etc
· Working with coastal and marine authorities to develop ecologically compatible dredging, shoreline protection and recreational activities

· Control of grazing animals
Information:

· Site monitoring
· Reports from others
· Site management plan
· Biodiversity action plan
Unit CS37 (H46E 04) 
Plan and Oversee Habitat Management Work
Objectives:

· To create or maintain suitable conditions for particular species

· To create or maintain a desired mix of habitats for access and recreation
· To conserve desirable physical or archaeological features
· To reduce the pressures of human activity on habitats
· To promote site safety
Environmental value:

· Ecological
· Archaeological
· Recreational
Resources:

· Natural
· Physical
· Human
· Financial
Work plans and specifications:

· Schedule
· Methods and procedures
· Legal requirements
· Standard of outcome required
Brief:

· Work specification

· Environmental value of the site and its implications for the planned work
Unit CS37 (H46E 04) 
Plan and Oversee Habitat Management Work
	
	
	Performance Criteria

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit CS37 (H46E 04) 
Plan and Oversee Habitat Management Work
	
	
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
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Unit CS37 (H46E 04) 
Plan and Oversee Habitat Management Work
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit EnC9 (H467 04) 
Monitor and Report on Environmental Change
Unit Summary

This standard is about developing and using systems to monitor environmental change, and interpreting and reporting on the results of such monitoring so that future action can be taken. The term ‘monitor' is given a wide interpretation as it extends from the informal monitoring which takes place during day-to-day operations to the more formal monitoring of specific aspects of the environment.

You are likely to be monitoring indicators which may relate to changes in the condition of the environment, for example, the width or depth of eroding footpaths, the growth of vegetation in a newly enclosed area, the rate of erosion of a specific coastal feature, the decline in birdsong at set sampling times or changes in the invertebrate population of a stream as a result of pollution. Indicators may also relate to the efficiency and effectiveness of policies, plans and their implementation.

This standard is designed for those employees and volunteers who are responsible for overseeing the monitoring and reporting on environmental change.
Unit EnC9 (H467 04) 
Monitor and Report on Environmental Change
	Performance Criteria

What you must be able to do:


	

	Monitor environmental change

P1
The importance of developing and using systems to monitor environmental change.

P2
Methods of identifying relevant indicators for monitoring environmental change.

P3
Principles of monitoring against indicators.

P4
Sources of research data and information to monitor environmental change.

P5
Where and how to obtain relevant additional data and information.

P6
Which individuals and organisations to consult when selecting and agreeing indicators.

P7
Types of systems to monitor environmental change and their use.

P8
Organisational requirements in relation to the monitoring systems adopted.

P9
Methods of communicating guidelines clearly and in a format suitable for users.

P10
The types of changes which may take place in the environment and the causes of these changes.

P11
The need to review the monitoring systems and how this can be best achieved.

P12
Your responsibilities under current environmental legislation, Health and Safety legislation and codes of practice.
	Report on environmental change

P13
Techniques for recording data on environmental change.

P14
Ways in which records may vary according to the nature and objectives of the monitoring activity.

P15
Sources of information relevant to the interpretation of monitoring data.

P16
Types of supporting evidence which may be used.

P17
Effective ways of presenting and reporting results from monitoring activities.

P18
Ways in which the form, style and language of a report should vary according to the different recipients.

P19
Reasons for selecting particular ways of presenting data.

P20
Means of obtaining and handling feedback from the recipients of a report.

P21
The importance of reporting on environmental change.




Unit EnC9 (H467 04) 
Monitor and Report on Environmental Change
	Knowledge and Understanding

What you must know and understand:


	

	Monitor environmental change

K1
The importance of developing and using systems to monitor environmental change.

K2
Methods of identifying relevant indicators for monitoring environmental change.

K3
Principles of monitoring against indicators.

K4
Sources of research data and information to monitor environmental change.

K5
Where and how to obtain relevant additional data and information.

K6
Which individuals and organisations to consult when selecting and agreeing indicators.

K7
Types of systems to monitor environmental change and their use.

K8
Organisational requirements in relation to the monitoring systems adopted.

K9
Methods of communicating guidelines clearly and in a format suitable for users.

K10
The types of changes which may take place in the environment and the causes of these changes.

K11
The need to review the monitoring systems and how this can be best achieved.

K12
Your responsibilities under current environmental and health and safety legislation and codes of practice.


	Report on environmental change

K13
Techniques for recording data on environmental change.

K14
Ways in which records may vary according to the nature and objectives of the monitoring activity.

K15
Sources of information relevant to the interpretation of monitoring data.

K16
Types of supporting evidence which may be used.

K17
Effective ways of presenting and reporting results from monitoring activities.

K18
Ways in which the form, style and language of a report should vary according to the different recipients.

K19
Reasons for selecting particular ways of presenting data.

K20
Means of obtaining and handling feedback from the recipients of a report.

K21
The importance of reporting on environmental change.


Unit EnC9 (H467 04) 
Monitor and Report on Environmental Change
Glossary

Monitor and report on:

· Terrestrial, freshwater and marine environments

· Wildlife and wildlife habitats

· Effectiveness of habitat management

· The impact of visitors and others on landscapes and wildlife

· Features of historical, archaeological and cultural importance

· Access network

· Water levels/flow

· Environmental conditions
Unit EnC9 (H467 04) 
Monitor and Report on Environmental Change
	
	
	Performance Criteria

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
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	19
	20
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Unit EnC9 (H467 04) 
Monitor and Report on Environmental Change
	
	
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
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	6
	7
	8
	9
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	11
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	15
	16
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	20
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Unit EnC9 (H467 04) 
Monitor and Report on Environmental Change
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit EnC4 (H46C 04) 
Plan and Conduct Field Surveys
Unit Summary

This standard is about planning and conducting survey work. The term ‘survey' is open to broad interpretation because of the wide range of surveys that may be carried out in different contexts using a range of survey techniques. The survey will be related to the natural environment (on land or at sea) including biodiversity and public access.

For this standard, the surveys are likely to be of equivalent complexity to National Vegetation Classification (NVC), Phase Two Habitat Survey, British Trust for Ornithology Breeding Bird Census, Monkswood Butterfly transects, Environment Agency River Corridor or Joint Nature Conservancy Committee Intertidal surveys. Surveyors are expected to be competent in species identification.

Surveys may be of the following subjects: landscape features, flora and fauna, different habitat types, public access site and networks, historical and archaeological features, and human impact on the environment. Survey techniques include counting, sampling and mapping, and are increasingly likely to involve electronic recording and data analysis. In most surveys you will be expected to use both primary and secondary sources of data, for example using existing (secondary) data to plan your survey to collect new (primary) data.

You must ensure that you seek appropriate permissions, consents and licences prior to carrying out surveys. Permissions may relate to access to sites or access to information. Consents and licences include those under the Wildlife and Countryside Act, and under other relevant legislation. You are also expected to understand the differences between the terms ‘monitoring', ‘surveillance' and ‘survey'.

This standard is for all environmental conservation staff who are closely involved with survey work and have responsibility for planning, conducting and reporting on surveys.
Unit EnC4 (H46C 04) 
Plan and Conduct Field Surveys

	Performance Criteria

What you must be able to do:


	

	Prepare for field surveys

P1
Identify survey objectives, specifications, legislative and access requirements and appropriate methodologies.

P2
Identify any existing data relevant to the survey site and potential sources of data in accordance with the survey specifications.

P3
Select and justify appropriate survey techniques in accordance with the survey objectives.

P4
Ensure that your selected survey techniques are legal, safe and within the time and resource constraints.

P5
Identify and obtain any necessary permissions, consents and licences.

P6
Identify and establish the availability of required survey equipment.

P7
Recognise the levels of your own competence and identify the need for expert advice and assistance.

P8
Define the extent of the survey site and provide opportunities for clarification of the survey brief.

P9
Ensure that your survey design provides for the effective storage of information.


	Collect and record data from field surveys

P10
Ensure data is collected by applying the appropriate survey techniques and is accurate to the level required in the survey specifications.

P11
Take prompt and appropriate action in cases where data cannot be obtained in accordance with the specifications.

P12
Take note of any data not covered by the specifications, but potentially relevant to the survey and report it.

P13
Carry out all work in accordance with relevant environmental legislation, Health and Safety legislation, Risk Assessment requirements, codes of practice and company policies, including wildlife and access legislation.

P14
Ensure that the effects of your work and access do not adversely affect the condition of survey sites.

P15
Encourage any interested persons to ask questions or seek explanations and provide them with appropriate information.

P16
Produce proof of authority to conduct surveys on request.

P17
Ensure all data is recorded fully and in the format specified.




Unit EnC4 (H46C 04) 
Plan and Conduct Field Surveys

	Knowledge and Understanding

What you must know and understand:


	

	Prepare for field surveys

K1
Types of data that will be relevant to the survey.

K2
Potential sources of data, their advantages and disadvantages and principles of use.

K3
Where and how to obtain additional data relevant to the survey.

K4
Organisational requirements concerning the types of survey adopted and your responsibilities under current environmental and Health and Safety legislation.
K5
Legislation, codes of practice and company policies, including wildlife and access legislation.

K6
Range of survey techniques available, their advantages and disadvantages and principles of use.

K7
Circumstances in which permission, consent or licences are required for survey activities and the means of obtaining them.

K8
Types and correct use of survey equipment.

K9
The importance of ensuring that the required levels of competence are available to undertake the survey.


	Collect and record data from field surveys

K10
Recognition of landscape features, flora and fauna, different habitat types, historical features, and the impact of humans on the environment (in accordance with the nature and objectives of the survey undertaken).

K11
The importance of providing proof of authority when conducting a field survey.

K12
Ways in which people can be encouraged to ask questions.

K13
The type of data which is relevant to the survey but not covered by the design.

K14
Action in cases where the required data cannot be collected.

K15
Actions to take in case of incidental damage or disturbance to habitat, wildlife or landscape.

K16
Ways in which survey recording requirements vary according to the nature and objectives of the survey.

K17
The importance of seeking validation and verification of species identification.

K18
Effective techniques for recording and storing survey data.

K19
Data protection legislation for the storage of confidential information.

K20
Your responsibilities under relevant environmental legislation, Health and Safety legislation, codes of practice and company policies.


Unit EnC4 (H46C 04) 
Plan and Conduct Field Surveys

	
	
	Performance Criteria

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EnC4 (H46C 04) 
Plan and Conduct Field Surveys

	
	
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EnC4 (H46C 04) 
Plan and Conduct Field Surveys

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit EnC5 (H45V 04) 
Interpret Survey Data and Report on Findings
Unit Summary

This standard is about analysing and reporting on the findings of field surveys and is increasingly likely to involve electronic data analysis, eg GIS.

For this standard, the surveys are likely to be of equivalent complexity to National Vegetation Classification, Phase Two Habitat Survey, British Trust for Ornithology Breeding Bird census, Monkswood Butterfly transects, Environment Agency.

This standard is for all environmental conservation staff who are closely involved with the analysis and interpretation of data from field survey work.
Unit EnC5 (H45V 04) 
Interpret Survey Data and Report on Findings
	Performance Criteria

What you must be able to do:


	Knowledge and Understanding

What you must know and understand:



	P1
Ensure that your evaluation is appropriate to the objectives of the survey and meets operational requirements.

P2
Interpret survey data using all available, relevant and current information.

P3
Note any failure in the analysis to obtain useful results and inform the appropriate person promptly.

P4
Justify your interpretation of survey data using rational argument and supporting evidence.

P5
Seek feedback on survey interpretations prior to a final report being produced.

P6
Produce a report, evaluating survey data and making appropriate recommendations.

P7
Ensure that your report is accurate, complete and in a format that conforms to the survey specifications.

P8
Ensure that your report contains the required supporting data in accordance with the survey specifications.

P9
Ensure that your report presents information and conclusions in a manner which is accessible and of use to others.

P10
Make the report available to the appropriate people within the required timescale.

P11
Reply to requests for further clarification and explanation of the report clearly and accurately within the specified timescale.

P12
Maintain confidentiality of information in accordance with the survey specifications.
	K1
Techniques for data evaluation and their application in different circumstances.

K2
Awareness of the limitations of different data sources.

K3
Awareness of the limitations of different interpretation and evaluation methods.

K4
Actions to be taken in cases where useful survey results are not obtained.

K5
Legal implications of the report findings.

K6
Means of obtaining feedback on the interpretation of survey data.

K7
Appropriate people to receive copies of the report.

K8
Ways of reporting information clearly and in a manner appropriate to the intended user.

K9
How to present data to support the report.

K10
Timescales within which reporting must take place and reasons for this.

K11
Means of obtaining and handling feedback from the recipients of the report.

K12
Awareness of the confidentiality and sensitivity of information.


Unit EnC5 (H45V 04) 
Interpret Survey Data and Report on Findings
Glossary

Sources of data:

· Primary

· Secondary

Types of data:

· Qualitative

· Quantitative

Unit EnC5 (H45V 04) 
Interpret Survey Data and Report on Findings

	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
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	2
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	4
	5
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	12

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EnC5 (H45V 04) 
Interpret Survey Data and Report on Findings

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit CS42 (H46G 04) 
Plan, Monitor and Evaluate the Management of Land-based and Environmental Sites
Unit Summary

This standard is designed for those whose work role is at the strategic level with overall responsibility for the management of land-based or environmental sites.

Sites may be large land-based sites or marine areas with multiple uses or smaller sites with specific management needs, such as those where it is necessary to balance production or amenity and conservation uses.

You should have technical knowledge, understanding and skills in relation to optimising the balance between organisational objectives, site characteristics, sustainable business practice, available resources and economic issues.

An understanding of intensive and extensive management strategies will also be necessary.
Unit CS42 (H46G 04) 
Plan, Monitor and Evaluate the Management of Land-based and Environmental Sites

	Performance Criteria

What you must be able to do:


	

	P1
Confirm the purpose and use of the site.
P2
Review alternative suitable management strategies.
P3
Identify and evaluate opportunities and constraints in managing the site.
P4
Develop plans which achieve a balance between the purpose and use of the site, and opportunities and constraints.
P5
Specify criteria which the management plan has to meet.
P6
Use a plan which contains sufficient information for the site to be managed effectively.
P7
Identify the resources required to achieve the plan.
P8
Write specifications to achieve the plan's objectives.
P9
Specify arrangements for monitoring the implementation of the plan.
P10
Include details as to when and how the plan should be reviewed.
P11
Present the plan and specifications in a way which is suitable for those who are to use it.
P12
Ensure that work is carried out in accordance with the plan, relevant legislation and codes of practice.
P13
Monitor and evaluate the implementation of the plan, taking appropriate action and making changes to the plan where required.
P14
Ensure that appropriate records are maintained.

	


Unit CS42 (H46G 04) 
Plan, Monitor and Evaluate the Management of Land-based and Environmental Sites

	Knowledge and Understanding

What you must know and understand:


	

	K1
The different purposes of site management plans and how the specific purpose concerned may be classified.

K2
The different site management strategies, from intensive management to extensive management of sites.

K3
The different criteria which site management plans have to meet and how to detail these for the effective management of sites.

K4
How to develop management plans which optimise the balance between organisational objectives, site characteristics, sustainable business practice, available resources and economic issues.

K5
How to develop flexible plans which are still sufficiently tight to achieve their purpose.

K6
How to detail the objectives of the site, the outcomes which the management is to meet and the parameters in which individuals must work.

K7
How to identify and specify resource requirements.

K8
The reasons for including monitoring arrangements within the plan and effective ways of doing this.

K9
Why site management plans need to be reviewed regularly and effective ways of doing this.

K10
The purpose and benefits that external consultation may bring.

K11
The effective ways of presenting information in different situations.
	K12
The range of objectives and outcomes which site management plans may be designed to meet and their parameters.

K13
The meaning of sufficiency and reliability in relation to monitoring information.
K14
The direct and indirect means of monitoring the management of sites and how to achieve the best balance between the two.

K15
How to specify monitoring systems which provide sufficient and reliable information on methods of management, timing and reporting.

K16
The methods of evaluating monitoring information and how to determine the best action to take in different circumstances.

K17
The range of different scenarios that would mean:
K17.1
Site management practices were working well

K17.2
Site management practices should be modified                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
K17.3
Site management plans should be reviewed


Unit CS42 (H46G 04) 
Plan, Monitor and Evaluate the Management of Land-based and Environmental Sites

Glossary

Site characteristics include:

· Legal

· Physical

· Environmental

· Recreational

· Ecological

· Historic

· Social

· Cultural

· Aesthetic factors
Develop plans which contain the following information:

· Required activities
· Methods of work
· Sequence of operations
· Management of waste
· Intended appearance and condition of site
· Health and Safety requirements
· Specifications for achievement of the plan
· Operational constraints
Unit CS42 (H46G 04) 
Plan, Monitor and Evaluate the Management of Land-based and Environmental Sites

	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
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Unit CS42 (H46G 04) 
Plan, Monitor and Evaluate the Management of Land-based and Environmental Sites

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit EnC29 (H46S 04) 
Research and Prepare Environmental Interpretations
Unit Summary

This standard is about researching and preparing interpretive activities relating to sites or environmental topics. Sound research and planning is essential if interpretation is to meet the differing needs of various audiences.

You must be able to identify the focus of the interpretation and the development of themes and messages.

This standard is for Environmental Conservation Workers, including access and recreation, who have responsibility for planning and preparing interpretative activities.
Unit EnC29 (H46S 04) 
Research and Prepare Environmental Interpretations
	Performance Criteria

What you must be able to do:


	

	Research information for interpretations

P1
Identify the intended audience for interpretation.

P2
Establish the nature, requirements and expectations of the intended audience.

P3
Formulate clear research objectives.

P4
Ensure your research objectives link the nature and requirements of the audience, the location of delivery, and the focus of interpretation.

P5
Use appropriate information sources effectively and economically.

P6
Assess all information obtained for accuracy and appropriateness to the intended audience.

P7
Identify and access additional sources of information where necessary.

P8
Ensure that throughout your research you acknowledge the contributions of others.

P9
Ensure that throughout your work you take account of the environmental and social impact of proposed interpretations.


	Prepare interpretations

P10
Relate the planned interpretations to the location of delivery, the target audience, and the focus of interpretation.

P11
Carry out a Risk Assessment of areas being used for activities.

P12
Ensure that your plans take account of the outcomes of the Risk Assessment.

P13
Ensure that your plans allow for the use of a range of appropriate interpretive methods.

P14
Make sure that the style and structure of planned activities are appropriate to the circumstances, interest and ability of the audience.

P15
Ensure that your plans take account of contingencies.

P16
Negotiate and agree site access arrangements prior to any planned visits.

P17
Identify the required resources and confirm their availability.

P18
Ensure that your selected interpretive techniques are sufficient, and are consistent with interpretive objectives, site, event and budget.

P19
Promote and publicise the activity to the target audience.




Unit EnC29 (H46S 04) 
Research and Prepare Environmental Interpretations
	Knowledge and Understanding

What you must know and understand:


	

	Research information for interpretations

K1
Why it is important to carry out and check research.

K2
How to establish the nature, requirements and expectations of the intended audience.

K3
The ways in which the needs of different audiences may vary, and how this impacts on your research.

K4
Why it is important to formulate clear research objectives.

K5
How to link the needs of the audience with the sites to be visited and the focus of interpretation.

K6
Relevant information sources, and how to access and use them.

K7
How to effectively check information for accuracy and relevance and reasons why this is important.

K8
Ways in which you can acknowledge the contributions of others.

K9
How to take account of potential environmental and social impact of interpretations and reasons why this is important.


	Prepare interpretations

K10
Your organisation’s interpretive objectives and priorities.

K11
Importance of careful and thorough planning.

K12
How to plan interpretations and select methods which address the needs of the audience, the location of delivery, and the focus of interpretation.

K13
How to carry out a Risk Assessment and plan accordingly.

K14
The range of interpretive methods, resources and approaches available, and their suitability.

K15
The action to take in the case of difficulties or contingencies likely to be encountered.

K16
How to identify what access arrangements need to be made and with whom.

K17
How to negotiate and agree appropriate site access arrangements and the consequences of failing to make appropriate access arrangements prior to visits.

K18
Importance of confirming availability of resources and the consequences of failing to ensure required resources are available.

K19
The range of promotional tools available, the principles of their use in different circumstances and how to access them.

K20
The need for appropriate levels of confidentiality.


Unit EnC29 (H46S 04) 
Research and Prepare Environmental Interpretations
Glossary

Interpretive activities:
· Illustrated talks providing demonstrations

· Guided walks
· Storytelling
· Using environmental games or drama/enactments

Audiences:

· Adults
· Children and young people
· Families

· General interest groups

· Special interest groups

· Commercial users
· Recreational users
· Those with special requirements
· Those for whom English is not the first language

· Non-governmental organisations

· Statutory bodies

Abilities:

· Sensory

· Mobility

· Learning

Unit EnC29 (H46S 04) 
Research and Prepare Environmental Interpretations
Senses:

· Sight

· Smell

· Hearing

· Taste

· Touch

Interpretation techniques:

· Use of audio-visual equipment

· Use of props and resources

· Audience involvement and participation

Range of issues:

· Potential site hazards

· Environmental and social impact

· Site access and resource requirements

· UK and EU environmental legislation

Unit EnC29 (H46S 04) 
Research and Prepare Environmental Interpretations
	
	
	Performance Criteria

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
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	15
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Unit EnC29 (H46S 04) 
Research and Prepare Environmental Interpretations
	
	
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
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Unit EnC29 (H46S 04) 
Research and Prepare Environmental Interpretations
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit EnC30 (H45J 04) 
Deliver Environmental Interpretations
Unit Summary

This standard looks at the skills required to deliver environmental interpretations to a range of audiences. You must have a good understanding of communication, and demonstrate ways of delivering messages effectively.

In delivering activities you must be aware of your audience's interests and abilities throughout and adjust your delivery method or style to suit.

This standard is for all Environmental Conservation Workers, including access and recreation, terrestrial, marine and any other aspect of conservation, who have responsibility for delivering interpretive activities.
Unit EnC30 (H45J 04) 
Deliver Environmental Interpretations
	Performance Criteria

What you must be able to do:


	

	P1
Ensure that you are adequately prepared to deliver the interpretive activity including resources, equipment and in a suitable environment.

P2
Make sure that the pace, style and structure of activity are appropriate to the circumstances, interests and ability of the audience throughout.

P3
Deliver all main messages using techniques which maximise understanding, and attempt to ensure these are understood.

P4
Make opportunities available for the audience to maximise use of their senses.

P5
Give further explanations or information promptly and clearly where there are indications that this is required by the audience.

P6
Accommodate varying expectations among the audience as far as practicable.

P7
Complete the activity to the scheduled timescale.

P8
Continually monitor the safety and comfort of the audience according to the nature of the activity.

P9
Where problems arise implement contingency plans and follow agreed procedures in the case of accidents or emergencies.

P10
Gather information from relevant sources about the effectiveness of the interpretation, and evaluate it against previously set objectives.

P11
Report any conclusions or recommendations arising from the evaluation to the appropriate people to aid future decision-making and planning.
	P12
Carry out all work in accordance with relevant environmental legislation, Health and Safety legislation, Risk Assessment requirements, codes of practice and company policies.


Unit EnC30 (H45J 04) 
Deliver Environmental Interpretations
	Knowledge and Understanding

What you must know and understand:


	

	K1
How to identify hazards and assess risks.

K2
The importance of adequate preparation for delivery of environmental interpretation.

K3
The potential range of audience interests and abilities.

K4
The ways in which the pace, style and structure of activities can be varied to meet the audience's needs.

K5
The range of interpretive tools and techniques available, and the principles of their use in different circumstances to meet a variety of needs.

K6
Techniques for interpretation that take account of audience abilities.

K7
Good practice when using flora and fauna during the interpretation.

K8
Means of identifying and improving audience reaction and understanding.

K9
How to ensure activities are completed within the scheduled time.

K10
Means of monitoring audience safety and ways in which monitoring may vary according to the nature of the event.

K11
The action to take in response to accidents and emergencies or other contingencies likely to be encountered.

K12
Potential sources of feedback on interpretation activities.

K13
The importance of evaluation to future planning and decision-making.

K14
Your responsibilities under current environmental legislation, Health and Safety legislation, codes of practice and company policies.
	


Unit EnC30 (H45J 04) 
Deliver Environmental Interpretations
Glossary

Interpretive activities:
· Illustrated talks providing demonstrations

· Guided walks

· Storytelling

· Using environmental games or drama/enactments
Audiences:

· Adults

· Children and young people

· Families

· General interest groups

· Special interest groups

· Commercial users

· Recreational users

· Those with special requirements

· Those for whom English is not the first language

· Non-governmental organisations

· Statutory bodies
Abilities:

· Sensory

· Mobility

· Learning

Unit EnC30 (H45J 04) 
Deliver Environmental Interpretations
Senses:

· Sight

· Smell

· Hearing

· Taste

· Touch
Interpretation techniques:

· Use of audio-visual equipment

· Use of props and resources

· Audience involvement and participation

Range of issues:

· Potential site hazards

· Environmental and social impact

· Site access and resource requirements

· UK and EU environmental legislation

Unit EnC30 (H45J 04) 
Deliver Environmental Interpretations
	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EnC30 (H45J 04) 
Deliver Environmental Interpretations
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit EnC31 (H46N 04) 
Produce Interpretive Materials
Unit Summary

This standard is about producing interpretive media such as printed material (eg leaflets, posters), displays, signs, trails, audio or audio visual interpretations. You must be able to prepare briefs for the production of interpretive media, monitor the production and evaluate the effectiveness of different kinds of interpretive media.

This standard is for individuals who have the responsibility for producing or overseeing the production of interpretive media.
Unit EnC31 (H46N 04) 
Produce Interpretive Materials

	Performance Criteria

What you must be able to do:


	

	Prepare briefs for producing interpretive media

P1
Prepare briefs for interpretive media which meet organisational, legal and site requirements.

P2
Identify interpretive media that is appropriate for the intended audience and the interpretation objectives.

P3
Accurately identify resource requirements for realising the briefs.

P4
Prepare briefs that can be realised within the allocated budget and resources.

P5
Propose suitable alternatives where appropriate.

P6
Seek any necessary information and advice from appropriate sources.

P7
Present briefs in a form and level of detail suitable for further specialist design work to be carried out if required.

P8
Present briefs within agreed timescales.
Produce and monitor the use of interpretive media

P9
Agree timescales and delivery dates for the production of interpretive media.

P10
Agree any proposed changes to the production plan with the appropriate people.

P11
Monitor production progress regularly against agreed resource allocations and timescales.

P12
Ensure the interpretive media is produced within the planned budget and timescales.
	P13
Ensure the interpretive media produced matches the design brief.

P14
Ensure that site-based interpretive media is located in accordance with the original brief.

P15
Ensure that printed materials are distributed in accordance with the original brief.
P16
Where necessary, promptly refer any problems with the production and use of interpretive media to the appropriate people.
Evaluate the effectiveness of interpretive media

P17
Ensure that all evaluation criteria are clearly established and agreed with the appropriate people.

P18
Use evaluation methods that are appropriate to the situation and the audience.

P19
Carry out the evaluation in a manner which produces accurate and impartial data.

P20
Accurately record evaluation data.

P21
Ensure results accurately reflect the evaluation criteria and the available data.

P22
Draw conclusions from the evaluation on the effectiveness of the interpretive media.

P23
Present results and conclusions to the appropriate people in an agreed format and within agreed timescales.




Unit EnC31 (H46N 04) 
Produce Interpretive Materials

	Knowledge and Understanding

What you must know and understand:


	

	Prepare briefs for producing interpretive media

K1
Types of interpretive media and how appropriate each is to particular circumstances.

K2
How to identify the resources required.

K3
Sources of research information and how reliable these are.

K4
How to establish the purpose of the brief, the format and level of detail required in the brief, and timescales for submitting the brief.

K5
How to establish who the intended audience is and the learning objectives required.

K6
The consequences of failing to establish the relevant background before beginning to prepare the brief.
Produce and monitor the use of interpretive media

K7
How to establish the details of the production.
K8
How to monitor progress.
K9
How to measure suitability of the product against the design brief.
K10
Factors that could affect production/location and how these should be handled.
K11
Limits of your own authority and from where to seek confirmation of changes.
K12
Sources of assistance.
K13
How to deal with suppliers.
	K14
What other individuals/organisations are involved and the nature of their involvement and responsibilities.

K15
Reporting procedures.

K16
Why it is important to regularly monitor production/siting/distribution.
Evaluate the effectiveness of interpretive media

K17
How and with whom to establish valid evaluation criteria.
K18
Different methods of evaluation and the costs and suitability of each for particular situations.
K19
How to carry out evaluations to produce as accurate and impartial data as possible.
K20
Factors which can cause data to be skewed.
K21
Methods of recording data and the suitability of each.
K22
How to analyse data and draw conclusions related to the evaluation criteria that are supported by the results of the analysis.
K23
Why it is important to use methods which are likely to produce accurate and impartial data.


Unit EnC31 (H46N 04) 
Produce Interpretive Materials

Glossary

Interpretive media:

· Leaflets

· Signs

· Displays

· Trails

· Audio

· Audio visual
Evaluation methods:

· Questionnaires

· Observation

· Audience feedback

· Feedback from colleagues

· Feedback from employer
Unit EnC31 (H46N 04) 
Produce Interpretive Materials

	
	
	Performance Criteria

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EnC31 (H46N 04) 
Produce Interpretive Materials

	
	
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
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	21
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Unit EnC31 (H46N 04) 
Produce Interpretive Materials

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit EnC27 (H469 04) 
Negotiate to Improve or Protect the Conservation or Recreational Value of Land or Marine Areas
Unit Summary

This standard covers consultation and negotiation to improve or protect the conservation and recreational value of land or marine sites.

This can include retention of existing good practice in the face of proposed changes. Consultation will be undertaken with a wide variety of different interest groups. The standard emphasises working in partnership with others to achieve solutions and improvements.

The term land or marine can be applied to terrestrial, water or mixed environments in both urban and rural contexts, including offshore areas to the edge of territorial waters.

This standard is for conservation and marine access workers who are involved in consultations and negotiations concerning the use of land and/or marine areas. For example, this may entail negotiations with landowners over habitat management or access rights, fishermen over joint use of sea areas or with statutory bodies over proposed changes in regulation of the use of land and/or marine sites.
Unit EnC27 (H469 04) 
Negotiate to Improve or Protect the Conservation or Recreational Value of Land or Marine Areas

	Performance Criteria

What you must be able to do:


	Knowledge and Understanding

What you must know and understand:

	P1
Identify any issues with current and proposed land or marine use.

P2
Accurately identify and engage the key interest groups and individuals associated with current and proposed use.

P3
Explain opportunities for the protection/improvement of the land or marine use to the relevant key interest groups and individuals, and seek their views on these opportunities.

P4
Consult and negotiate with relevant key groups and individuals, in accordance with the interests of all parties involved, and within relevant organisation and legal requirements.

P5
Identify potential solutions to any issues and evaluate them for their effectiveness.

P6
Develop recommendations for action to protect or improve conservation and recreation interests, in accordance with relevant strategy, policy, legal requirements and codes of practice.

P7
Conclude negotiations in accordance with relevant organisational and legal requirements.

P8
Record the outcomes of negotiations, and arrange the appropriate action with the relevant key interest groups and individuals.

P9
Monitor the implementation and effectiveness of agreed actions.
	K1
The range of issues/challenges with land or marine use and how to judge the need for action.

K2
How to identify and engage key interest groups and individuals with an interest in proposed changes.

K3
Technical and other potential solutions to issues, and reasons for choice.

K4
Why encouraging involvement in consultations is important.

K5
A range of techniques for conducting and concluding effective negotiations.

K6
Ways in which the interests of other parties change as negotiations proceed.

K7
The means of evaluating the effectiveness of alternative potential solutions.

K8
The relevant strategy, policy, legal requirements and codes of practice and the implications of not adhering to them.

K9
The different types of actions available to achieve the agreed outcome.

K10
Reasons for recommending a specific action to achieve the agreed outcome.

K11
The importance of monitoring the implementation and effectiveness of the agreed action and how this should be carried out.


Unit EnC27 (H469 04) 
Negotiate to Improve or Protect the Conservation or Recreational Value of Land or Marine Areas

Glossary

Issues:

· Threats to biodiversity
· Inappropriate use of land and coast

· Poor maintenance of site
· Access
Key interest groups and individuals:

· Landowners
· Land managers
· Local authorities
· Community and other interest groups
· General public
· Statutory and other agencies
· Environmental specialists
Unit EnC27 (H469 04) 
Negotiate to Improve or Protect the Conservation or Recreational Value of Land or Marine Areas

	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EnC27 (H469 04) 
Negotiate to Improve or Protect the Conservation or Recreational Value of Land or Marine Areas

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit EnC28 (H46R 04) 
Protect the Environment through Legal Enforcement
Unit Summary

This standard deals with the need to enforce compliance with regulations and/or legislation (including bylaws) to protect the environment. Enforcement should be necessary only where other means of resolving problems and disputes have failed, eg negotiation, warnings, etc. It covers the activities associated with identifying and confirming the need for enforcement, and initiating the enforcement procedures themselves.

This standard is likely to be of relevance to Public Rights of Way Officers (particularly in England and Wales), Ecologists, Rangers in rural, coastal and urban situations, Lifeguards and others who need to enforce legislation connected with their area of work.
Unit EnC28 (H46R 04) 
Protect the Environment through Legal Enforcement
	Performance Criteria

What you must be able to do:


	

	P1
Identify and investigate cases of alleged non-compliance with regulations or legislation in an appropriate manner.

P2
Time your investigations correctly in accordance with the degree of danger or inconvenience to users of the environment.

P3
Collect and record evidence of non-compliance from the appropriate sources, record it accurately, legibly and comprehensively, and store it securely.

P4
Accurately identify those responsible for the breach of regulations or legislation.

P5
Evaluate the feasibility of solutions other than enforcement, and implement alternative action where possible.

P6
Seek advice on the enforcement process and its implications from the relevant specialist advisors, where necessary.

P7
Establish the need for enforcement where other action has failed or is inappropriate.

P8
Assess risks associated with the site and the proposed activity.

P9
Promptly identify circumstances constituting a hazard or risk to users of the environment, bring them to the attention of the relevant people, and arrange to safeguard users as appropriate.

P10
Gather evidence from witnesses courteously and without prejudice in accordance with legal requirements, produce accurate records, and agree them with witnesses.

P11
Prepare for legal action thoroughly and in consultation with the relevant legal advisors.
	P12
Initiate legal actions at the appropriate time and support them with complete and accurate evidence.

P13
Monitor compliance with legal action at the appropriate time, and review the need for further action.
P14
Identify and arrange default action to resolve problems where appropriate.

P15
Adhere to all relevant legal requirements, codes of practice, strategy and policy throughout.

P16
Arrange appropriate support where action might involve contact with aggressive or abusive people.

P17
Suspend activities where the safety of yourself or others is threatened, and review further action.

P18
Review the need for enforcement where the appropriate remedial action has been taken by any party.




Unit EnC28 (H46R 04) 
Protect the Environment through Legal Enforcement
	Knowledge and Understanding

What you must know and understand:


	

	K1
The weight to be attributed to the different forms of information or evidence about alleged non-compliance.

K2
The correct interpretation of relevant aspects of regulations and legislation in different circumstances.

K3
Methods of recording cases of non-compliance and the reasons why records should be accurate, legible and comprehensive.

K4
Alternatives to enforcement and how to assess their effectiveness.

K5
Circumstances which would merit seeking the advice of specialist advisors.

K6
Circumstances which would merit reinforcement where other action has failed or is inappropriate.

K7
Reasoning for judgement that other action has failed or is inappropriate.

K8
How to identify hazards and assess risks.

K9
Your responsibilities under current environmental legislation, Health and Safety legislation and codes of practice.

K10
Appropriate types and quantities of evidence for different circumstances.

K11
The legal enforcement processes for different circumstances.

K12
How to monitor compliance and the importance of correct and timely monitoring.

K13
Permissible default action for different circumstances, and reasons for choice, where appropriate.
	K14
Relevant legal requirements, codes of practice, strategy and policy for different circumstances and the implications of not adhering to them.

K15
Appropriate support in circumstances involving aggression or abuse.

K16
Circumstances in which it would be sensible to withdraw.


Unit EnC28 (H46R 04) 
Protect the Environment through Legal Enforcement
Glossary

The following types of non-compliance:
· Obstructions and encroachments
· Interferences and nuisances

· Inadequate access

· Illegal activities on sites

· Wildlife persecution
The following types of investigations:

· Review of information received

· Site visit and observation

· Other investigations

Format:

· Written

· Graphic

· Photographic

· Recorded

· Documented
Default action:

· Carrying out remedial work

· Arranging for the charging of costs to those responsible

· Legal enforcement

Unit EnC28 (H46R 04) 
Protect the Environment through Legal Enforcement

	
	
	Performance Criteria

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EnC28 (H46R 04) 
Protect the Environment through Legal Enforcement

	
	
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
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Unit EnC28 (H46R 04) 
Protect the Environment through Legal Enforcement

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit SKAPW7 (FT4P 04) 
Develop and Maintain a Healthy, Safe and Secure Environment for Children
Unit Summary

This Unit is about the provision of an environment for children that promotes their health, safety and protection. It also covers outings that form part of work activities.

The Unit is divided into three parts. The first part describes the three things you have to do. These are:

1
Establish a healthy, safe and secure environment for children.
2
Maintain a healthy, safe and secure environment for children.
3
Implement procedures for accidents, injuries, illnesses and other emergencies.
The second part describes the knowledge and understanding you must have.

The third part gives some examples and explanations of some words we use in this Unit.

This Unit is for experienced staff working directly with children and young people in a setting whose main purpose is to provide children and young people with opportunities for freely chosen self-directed play.

This Unit is underpinned by the Playwork Principles and staff must be familiar with these and committed to them in their practice.
Unit SKAPW7 (FT4P 04) 
Develop and Maintain a Healthy, Safe and Secure Environment for Children

	Performance Criteria

What you must be able to do:


	

	Establish a healthy, safe and secure environment for children

P1
Have up-to-date and accurate information about the health, safety and security requirements for your setting.

P2
Check all areas of your setting and identify and record hazards.

P3
Identify and remove those hazards that can be eliminated.

P4
Assess and record the levels of risk for all other hazards and establish procedures for managing these risks to an acceptable level.

P5
Make sure that all children and adults using the setting have information about the health, safety and security procedures relevant to them.

P6
Review and revise your health, safety and security procedures in line with changing circumstances.

Maintain a healthy, safe and secure environment for children

P7
Assess the health, safety and security of the setting before starting, during and at the end of work activities.

P8
Make sure children and adults in the setting are following health, safety and security procedures, providing them with help and support when necessary.

P9
Maintain supervision of children appropriate to the levels of risk and the child’s stage of development.

P10
Encourage children to help manage risk for themselves.

P11
Encourage children’s awareness of their own and others safety and their personal responsibility.
	Implement procedures for accidents, injuries, illnesses and other emergencies

P12
Make sure that accidents, injuries, signs of illness and other emergencies are promptly identified.

P13
Follow the correct procedures to deal with accidents, injuries, signs of illness and other emergencies calmly and safely.

P14
Make sure that yourself and others are not put at unnecessary risk.

P15
Provide comfort and reassurance to those involved.

P16
Make sure that first aid and medication are provided according to the correct procedures.

P17
Follow the correct procedures for recording and reporting accidents, injuries, signs of illness and other emergencies.




Unit SKAPW7 (FT4P 04) 
Develop and Maintain a Healthy, Safe and Secure Environment for Children

	Knowledge and Understanding

What you must know and understand:


	

	K1
How the Playwork Principles specifically relate to this Unit.
K2
Statutory and regulatory arrangements covering Health and Safety for the children, workers, families and visitors in your setting.
K3
The basic stages of child development and the implications these have for health, safety and security arrangements.
K4
Regulations covering manual handling and the risks associated with lifting and carrying children.
K5
Safety checking of the children's indoor and outdoor environment before and during work activities, to include:
K5.1
Facilities and equipment

K5.2
Toilet and washing areas

K5.3
Movement and activity of children

K6
Security arrangements to include:
K6.1
Children's arrival at the setting

K6.2
Children's departure from the setting

K7
Regulations and procedures for the storage and administration of medicines.
K8
Theories and models of Risk Assessment that are applied in your setting to cover the environment for children and workers both indoors, outdoors and on outings.
K9
Differences between formal and informal Risk Assessments.
	K10
Why it is important to allow children to assess and manage risk according to their stage of development and how this can be done.
K11
How to record accidents and incidents.

K12
The appropriate contents of a first aid kit.

K13
The correct responses to situations involving accidents and injuries taking into account the age of the children and the procedures of the setting.

K14
Signs and symptoms of common childhood illness and allergies and appropriate responses according to established procedures.

K15
Good hygiene practice including:

K15.1
The facts of cross infection

K15.2
Appropriate systems to dispose of different types of waste and food handling
K15.3
Handling body fluids

K15.4
Issues concerning spread of HIV and aids virus and hepatitis

K16
Emergency procedures in your setting covering fire, missing children, evacuation.


Unit SKAPW7 (FT4P 04) 
Develop and Maintain a Healthy, Safe and Secure Environment for Children

Glossary

Children and young people

All children and young people with respect for any impairment, their gender, race, culture, language, sexuality, health, economic or social status and any other individual characteristics.
Hazard

Something that may cause harm to the health, safety and welfare of users of the play setting.
Health and Safety policies and procedures

These will be written policies and procedures developed by your organisation in line with relevant legislation, such as the Health and Safety at Work Act, the Children Act and Control of Substances Hazardous to Health regulations.
Risk

The likelihood of a hazard actually causing harm; this will often be influenced by the age or stage of development of the children and young people involved.
Security hazards

For example strangers, unattended items, opportunities for younger children to leave a supervised setting.
Unit SKAPW7 (FT4P 04) 
Develop and Maintain a Healthy, Safe and Secure Environment for Children

	
	
	Performance Criteria

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
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Unit SKAPW7 (FT4P 04) 
Develop and Maintain a Healthy, Safe and Secure Environment for Children

	
	
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit SKAPW7 (FT4P 04) 
Develop and Maintain a Healthy, Safe and Secure Environment for Children

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit EnC26 (H459 04) 
Advise on Environmental Information and Developments 
Unit Summary

This standard covers providing environmental advice on proposed developments. It involves the need to provide legally compliant advice within a statutory framework (legislation, policy or regulations, including local bylaws) to allow others to make decisions about how best to consider the needs of the environment. The advice is given to others in order to help them make an informed and considered judgement or decision. Your advice may or may not be accepted or acted upon, or it can form the basis of any licence application subsequent to the approval being given.

This standard is likely to be of relevance to staff dealing with development proposals and applications, including Statutory Agency and Local Authority Staff, Access Officers, Ecologists, Geologists and Archaeologists, other Environmental Specialists (including Consultants and Environmental Policy Officers) and others who need to provide legislative advice connected with their area of work who then give advice to developers, planners, grant makers and colleagues.
Unit EnC26 (H459 04) 
Advise on Environmental Information and Developments 

	Performance Criteria

What you must be able to do:


	Knowledge and Understanding

What you must know and understand:



	P1
Research and identify environmental issues associated with the proposed development.
P2
Identify any gaps in information and documentation provided and seek clarification and further information on the environmental issues concerned.
P3
Where required carry out site visits.
P4
Assess the risks associated with the site and the proposed works.
P5
Prepare legally compliant advice to allow others to make decisions in accordance with relevant strategy, policy, legal requirements, codes of practice and funding requirements.
P6
Present your recommendations to the audience in the format required.

	K1
How to research and interpret information and documentation to advise on environmental issues.
K2
The relevant advice for different circumstances.
K3
Relevant legal requirements, codes of practice, strategy and policy, funding rules for different circumstances and implications of not adhering to them.
K4
When sufficient environmental information has been obtained for different circumstances.
K5
How to advise on and monitor compliance in a correct and timely manner.
K6
Permissible default actions for different circumstances and reasons for choice, where appropriate.
K7
How to identify hazards and assess risks.
K8
Appropriate support in circumstances involving aggression or abuse.
K9
The ecological, access and other technical requirements of environmental issues being impacted upon by the proposed development.


Unit EnC26 (H459 04) 
Advise on Environmental Information and Developments 

Glossary

Developments:

· Planning applications

· Environmental projects
· Environmental policies
· Environmental strategies
· Licence applications
· Grant applications
· Environmental legislation
Environmental issues:

· Archaeological and historical sites
· Protected landscapes
· Landscapes and registered parks and gardens

· Public rights of way, open access and other recreational access (eg permissive)

· Biodiversity, habitats and species (including protected and non-native species)
· Listed buildings
· Grant-funded environmental agreements
· Land use
· Soils and geology

Unit EnC26 (H459 04) 
Advise on Environmental Information and Developments 

Information and documentation:

· Planning documentation
· Environmental statement
· Environmental impact assessment
· Maps (including information stored electronically on geographical information)
· Systems (GIS)
· Architects' plans
· Correspondence
· Grant applications
· Environmental survey data
· Historical survey data
· Landscape survey data
· Soil and geological survey data
Audiences:

· Local authority planners
· Funding advisors
· Colleagues
· Organised/community groups

· Individual members of the general public
· People with special interests in the development

· Landowners
· The developer
· Consultants, agents and other specialists asked to help make or assess an application
· Planning inquiries
· Judicial reviews

Unit EnC26 (H459 04) 
Advise on Environmental Information and Developments 

	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	1
	2
	3
	4
	5
	6
	7
	8
	9

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EnC26 (H459 04) 
Advise on Environmental Information and Developments 

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit MSCD2 (DK8D 04) 
Lead and Motivate Volunteers
Unit Summary

This Unit is about leading and motivating volunteers.

It involves informing volunteers about their activities and responsibilities; supporting them during volunteering activities; and discussing activities and exchanging feedback with volunteers.
Unit MSCD2 (DK8D 04) 
Lead and Motivate Volunteers

	Performance Criteria

What you must be able to do:


	

	Inform volunteers about their activities and responsibilities

P1
Choose appropriate times and places to inform volunteers about their activities and responsibilities.

P2
Explain the purpose and value of the activities that you want volunteers to do and encourage them to achieve high standards.

P3
Encourage and support volunteers to take ownership of the activities and to suggest ways of working appropriate to their diverse needs, abilities and potential.

P4
Encourage and support volunteers to identify any risks or potential difficulties and take appropriate action to minimise their likelihood/impact and make plans to deal with them, should they arise.

P5
Agree individual responsibilities and ways of working with each volunteer and make sure they understand what is expected of them and are confident about taking on these responsibilities.

P6
Agree with each volunteer the limits of their responsibilities, clearly specifying anything they are not allowed to do.

P7
Agree with volunteers how they should communicate with you and with each other.

P8
Communicate clearly and effectively with volunteers at all times in ways that meet their diverse needs and show respect for their volunteer role.
	Support volunteers during volunteering activities

P9
Monitor volunteering activities to ensure they are progressing satisfactorily.

P10
Provide feedback to volunteers and encourage them to continue their activities successfully.
P11
Provide support to help volunteers overcome difficulties, if necessary.

P12
Promote a culture in which individuals are not blamed for difficulties, but that these are seen as an opportunity for learning.

P13
Work with volunteers and others involved to identify solutions that are acceptable to them and in line with your organisation's objectives, policies and procedures.



Unit MSCD2 (DK8D 04) 
Lead and Motivate Volunteers

	Performance Criteria (continued)
What you must be able to do:


	

	Discuss activities and exchange feedback with volunteers

P14
Choose appropriate times and places to discuss activities and exchange feedback with volunteers.

P15
Clearly explain the purpose of the discussion and encourage open and honest communication.

P16
Encourage and support volunteers to reflect on their activities and provide objective feedback to you.

P17
Give volunteers an objective and balanced evaluation of their activities.

P18
Acknowledge and celebrate volunteers' achievements in order to encourage and motivate them.

P19
Provide constructive suggestions to improve volunteers' effectiveness and agree these with the volunteers involved.

P20
Identify where volunteers may need additional support and make this available, where appropriate.
	


Unit MSCD2 (DK8D 04) 
Lead and Motivate Volunteers

	Knowledge and Understanding

What you must know and understand:


	

	Activity and project management

K1
Co-ordination principles, methods, tools and techniques.

K2
Legal and organisational requirements for Health and Safety.

K3
Monitoring principles, methods, tools and techniques.

K4
Objective setting principles, methods, tools and techniques.

K5
Quality assurance and continuous improvement principles, methods, tools and techniques.

K6
Work methods, tools and techniques.
Analysis, accounting and decision-making

K7
Evaluation principles, methods, tools and techniques.

K8
Legal and organisational requirements relevant to risk management.

K9
Problem-solving principles, methods, tools and techniques.

K10
Risk management principles, methods, tools and techniques.
Information and communication

K11
Briefing and debriefing principles, methods, tools and techniques.

K12
Communication principles, methods, tools and techniques.

K13
Information sharing principles, methods, tools and techniques.

K14
Questioning principles, methods, tools and techniques.
	People management

K15
Consultation principles, methods, tools and techniques.

K16
Delegating principles, methods, tools and techniques.

K17
Diversity principles, methods, tools and techniques.

K18
Equality principles, methods, tools and techniques.

K19
Feedback principles, methods, tools and techniques.

K20
Human resource management principles, methods, tools and techniques.

K21
Influencing principles, methods, tools and techniques.
K22
Instruction principles, methods, tools and techniques.
K23
Leadership principles, methods, styles and techniques.
K24
Learning and development opportunities available.
K25
Legal and organisational requirements relevant to human resource management.
K26
Legal and organisational requirements relevant to involving volunteers.
K27
Motivation principles, methods, tools and techniques.
K28
Principles, methods, tools and techniques for assessing people's performance.
K29
Supervision principles, methods, tools and techniques.
K30
Support principles, methods, tools and techniques.
K31
Team-working principles, methods, tools and techniques.
K32
Volunteer management principles, methods, tools and techniques.



Unit MSCD2 (DK8D 04) 
Lead and Motivate Volunteers

	Knowledge and Understanding (continued)
What you must know and understand:


	

	Work context

K33
Codes of practice and standards of performance expected of volunteers.

K34
Relevant organisational policies and procedures.

K35
Your organisation's culture, values and ethos.

K36
Your organisation's vision, mission and strategic objectives.

K37
Your organisation's volunteers and their diverse interests, needs, abilities and preferences.

K38
Your own knowledge, skills and competence and the limits of these.

K39
Your role and responsibilities.
	


Unit MSCD2 (DK8D 04) 
Lead and Motivate Volunteers

Additional Information

Behaviours

1
Adaptability and innovation
1.1
Juggle multiple demands without losing focus or energy.
1.2
Seize the opportunities presented by diversity.
1.3
Work to turn unexpected events into opportunities rather than threats.
1.4
Respond quickly to crises and problems with a proposed course of action.
1.5
Recognise changes in circumstances promptly and adjust plans and activities accordingly.
1.6
Generate and recognise imaginative and innovative solutions.
1.7
Try out new ways of working.
2
Communication
2.1
Identify people’s information needs.
2.2
Listen actively, ask questions, clarify points and rephrase others’ statements to check mutual understanding.
2.3
Identify people’s preferred communication media and styles.
2.4
Adopt communication media and styles appropriate to people and situations.
2.5
Present information clearly, concisely, accurately and in ways that promote understanding.
2.6
Keep people informed of plans and developments.
2.7
Confirm people’s understanding through questioning and interpretation of non-verbal signals.
2.8
Encourage people to ask questions or rephrase statements to confirm and clarify their understanding.
Unit MSCD2 (DK8D 04) 
Lead and Motivate Volunteers

3
Concern for others
3.1
Show empathy with others’ needs, feelings and motivations and take an active interest in their concerns.
3.2
Make time available to support others.
3.3
Show respect for the views and actions of others.
3.4
Encourage and support others to make the best use of their abilities.
3.5
Encourage and support others to take decisions autonomously.
3.6
Give feedback to others to help them improve their performance.
3.7
Support others in achieving their personal aspirations.
3.8
Recognise the achievements and the success of others.
4
Desire to learn

4.1
Develop self and others to meet the demands of changing situations.
5
Ethical stance

5.1
Comply with, and ensure that others comply with, legal requirements, industry regulations, organisational policies and professional codes.
5.2
Act within the limits of your authority.
5.3
Act to protect the health, safety and well-being of others.
5.4
Act to uphold individuals’ rights.
Unit MSCD2 (DK8D 04) 
Lead and Motivate Volunteers

6
Focus on results

6.1
Set demanding but achievable objectives for self and others.
6.2
Prioritise objectives and schedule work to make the best use of time and resources.
6.3
Accurately calculate risks, and make provision so that unexpected events do not impede the achievement of objectives.
6.4
Take personal responsibility for making things happen.
6.5
Clearly state what is required of others and hold them to account.
6.6
Check individuals’ commitment to their roles in a specific course of action.
6.7
Protect own and others’ work against negative impacts.
6.8
Monitor quality of work and progress against plans.
6.9
Focus personal attention on specific details that are critical to achieving successful results.
6.10
Take pride in delivering high quality, accurate work.
7
Information and knowledge management
7.1
Use cost-effective and time-effective means to gather, store and retrieve information.
7.2
Make best use of existing sources of information.
7.3
Keep confidential information secure.
8
Persuasiveness

8.1
Seek to understand people’s needs and motivations.
8.2
Present self positively to others.
8.3
State own opinions, views and requirements clearly.
8.4
Identify clearly the value and benefits to people of a proposed course of action.
8.5
Present information and arguments convincingly and in ways which strike a chord with people.
8.6
Use factual evidence to support arguments.
8.7
Create a sense of common purpose.
8.8
Inspire others, championing work to achieve common goals.
8.9
Articulate a realistic vision that generates excitement, enthusiasm and commitment.
Unit MSCD2 (DK8D 04) 
Lead and Motivate Volunteers

9
Relationship management
9.1
Encourage free and reciprocal exchange of information and resources.
9.2
Work to develop an atmosphere of professionalism and mutual support.
9.3
Clarify own and others’ expectations of relationships.
9.4
Model behaviour that shows respect, helpfulness and cooperation.
9.5
Take timely action to resolve disagreements.
9.6
Recognise when there are conflicts, acknowledge the feelings and views of all parties, and redirect people’s energy towards a common goal.
10
Thinking and decision-making
10.1
Identify the range of elements in a situation and how they relate to each other.
10.2
Identify the implications or consequences of a situation.
10.3
Use own and others’ experience to understand a situation.
10.4
Take timely decisions that are realistic for the situation.
Unit MSCD2 (DK8D 04) 
Lead and Motivate Volunteers

	
	
	Performance Criteria

	 No
	Description of Evidence
	1
	2
	3
	4
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Unit MSCD2 (DK8D 04) 
Lead and Motivate Volunteers

	
	
	Knowledge and Understanding
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	Description of Evidence
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Unit MSCD2 (DK8D 04) 
Lead and Motivate Volunteers

	
	
	Knowledge and Understanding (cont)

	 No
	Description of Evidence
	21
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Unit MSCD2 (DK8D 04) 
Lead and Motivate Volunteers

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit MSCD1 (H46H 04) 
Plan, Organise and Monitor Volunteering Activity
Unit Summary

This Unit is about planning, organising and monitoring volunteering activities.

It involves planning activities in line with your organisation's strategic goals, policies and procedures; organising volunteers and other resources; and monitoring activities to ensure requirements have been met.
Unit MSCD1 (H46H 04) 
Plan, Organise and Monitor Volunteering Activity
	Performance Criteria

What you must be able to do:


	

	Plan volunteering activities

P1
Collect sufficient information about the activities that need to be done in order to understand:
P1.1
the outcomes you must achieve

P1.2
the order in which activities need to happen to achieve the outcomes

P1.3
when the outcomes are required

P1.4
the quality standards outcomes must meet

P1.5
the resources available

P2
Identify appropriate ways of working, taking into account the diverse abilities, styles and motivations of volunteers.

P3
Identify the types and numbers of volunteers required and the resources they will need to support their activities.

P4
Identify any risks or potential difficulties and take appropriate action to minimise their likelihood/impact and make plans to deal with them, should they arise.

P5
Make sure your plans are in line with your organisation’s policies, procedures and budget.

P6
Record your plans in ways that will help you to put them into practice and communicate them to others.

P7
Discuss your plans with colleagues and decision-makers and gain their approval, where required.


	Organise volunteers and other resources

P8
Identify the specific volunteers and other resources you need for each aspect of your plan.

P9
Negotiate with volunteers, colleagues, suppliers and decision-makers to make sure volunteers and other resources are available as planned.

P10
Review your plans, if the necessary volunteers and resources are not available

P11
Gain any approval required for the planned activities to begin.
Monitor activities and make sure requirements have been met

P12
Check progress to make sure activities are on time and within budget and that the outcomes meet quality standards.

P13
Closely monitor risks and any aspects of the activities which are likely to give rise to difficulties.

P14
Promptly identify any difficulties and work with your volunteers, colleagues, suppliers and decision-makers to deal with these effectively.

P15
Keep volunteers, colleagues and decision-makers informed of progress and any changes to your plans.

P16
Evaluate activities and note the lessons for future work.


Unit MSCD1 (H46H 04) 
Plan, Organise and Monitor Volunteering Activity
	Knowledge and Understanding

What you must know and understand:


	

	Activity and project management

K1
Co-ordination principles, methods, tools and techniques.

K2
Corrective or remedial action to take in case of contingencies or noncompliance.

K3
Legal and organisational requirements for Health and Safety.

K4
Monitoring principles, methods, tools and techniques.

K5
Objective setting principles, methods, tools and techniques.

K6
Quality assurance and continuous improvement principles, methods, tools and techniques.

K7
Time management principles, methods, tools and techniques.

K8
Work methods, tools and techniques.
Analysis, accounting and decision-making

K9
Analytical principles, methods, tools and techniques.

K10
Budgeting principles, methods, tools and techniques.

K11
Creative-thinking principles, methods, tools and techniques.

K12
Decision-making principles, methods, tools and techniques.

K13
Estimating principles, methods, tools and techniques.

K14
Evaluation principles, methods, tools and techniques.

K15
Legal and organisational requirements relevant to risk management.

K16
Planning principles, methods, tools and techniques.

K17
Problem-solving principles, methods, tools and techniques.
	K18
Resource management principles, methods, tools and techniques.

K19
Risk management principles, methods, tools and techniques.

Information and communication

K20
Communication principles, methods, tools and techniques.

K21
Information gathering principles, methods, tools and techniques.

K22
Information sharing principles, methods, tools and techniques.

K23
Record-keeping principles, methods, tools and techniques.

K24
Reporting principles, methods, tools and techniques.
People management

K25
Consultation principles, methods, tools and techniques.

K26
Diversity principles, methods, tools and techniques.

K27
Equality principles, methods, tools and techniques.

K28
Human resource management principles, methods, tools and techniques.

K29
Leadership principles, methods, styles and techniques.

K30
Motivation principles, methods, tools and techniques.

K31
Negotiation principles, methods, tools and techniques.

K32
Principles, methods, tools and techniques for assessing people's performance.

K33
Volunteer management principles, methods, tools and techniques.


Unit MSCD1 (H46H 04) 
Plan, Organise and Monitor Volunteering Activity
	Knowledge and Understanding

What you must know and understand:


	

	Work context

K34
Codes of practice and standards of performance expected of volunteers.

K35
Current and future roles and responsibilities in your organisation.

K36
Relevant organisational policies and procedures.

K37
Your organisation's beneficiaries and their diverse interests, needs, abilities and preferences.

K38
Your organisation's resources.

K39
Your organisation's culture, values and ethos.

K40
Your organisation's vision, mission and strategic objectives.

K41
Your organisation's volunteers and their diverse interests, needs, abilities and preferences.
K42
Your own knowledge, skills and competence and the limits of these.
K43
Your role and responsibilities.

	


Unit MSCD1 (H46H 04) 
Plan, Organise and Monitor Volunteering Activity
Additional Information

Behaviours

1
Adaptability and innovation

1.1
Juggle multiple demands without losing focus or energy.
1.2
Seize the opportunities presented by diversity.
1.3
Respond quickly to crises and problems with a proposed course of action.
1.4
Recognise changes in circumstances promptly and adjust plans and activities accordingly.
1.5
Generate and recognise imaginative and innovative solutions.
1.6
Try out new ways of working.
2
Communication

2.1
Present information clearly, concisely, accurately and in ways that promote understanding.
2.2
Keep people informed of plans and developments.
3
Desire to learn

3.1
Reflect regularly on own and others’ experiences, and use these to inform future actions.
4
Entrepreneurship

4.1
Do things without being asked or forced to by events.
4.2
Seek out and act on new opportunities.
4.3
Balance risks against the benefits that may arise from taking risks.
4.4
Identify and seize unusual opportunities to obtain resources.
4.5
Take repeated or different actions to overcome obstacles and respond positively and creatively to set-backs.
Unit MSCD1 (H46H 04) 
Plan, Organise and Monitor Volunteering Activity
5
Ethical stance

5.1
Comply with, and ensure that others comply with, legal requirements, industry regulations, organisational policies and professional codes.
5.2
Act within the limits of your authority.
6
Focus on results

6.1
Set demanding but achievable objectives for self and others.
6.2
Prioritise objectives and schedule work to make the best use of time and resources.
6.3
Accurately calculate risks, and make provision so that unexpected events do not impede the achievement of objectives.
6.4
Take personal responsibility for making things happen.
6.5
Protect own and others’ work against negative impacts.
6.6
Monitor quality of work and progress against plans.
6.7
Focus personal attention on specific details that are critical to achieving successful results.
6.8
Take pride in delivering high quality, accurate work.
7
Information and knowledge management

7.1
Use cost-effective and time-effective means to gather, store and retrieve information.
7.2
Make best use of existing sources of information.
7.3
Check the validity and reliability of information.
7.4
Push for concrete information in an ambiguous situation.
8
Persuasiveness

8.1
Seek to understand people’s needs and motivations.
8.2
Present self positively to others.
8.3
State own opinions, views and requirements clearly.
8.4
Identify clearly the value and benefits to people of a proposed course of action.
8.5
Present information and arguments convincingly and in ways which strike a chord with people.
8.6
Use factual evidence to support arguments.
Unit MSCD1 (H46H 04) 
Plan, Organise and Monitor Volunteering Activity
9
Thinking and decision-making

9.1
Identify the range of elements in a situation and how they relate to each other.
9.2
Identify the implications or consequences of a situation.
9.3
Use own and others’ experience to understand a situation.
9.4
Articulate the assumptions made, and risks involved, in understanding a situation.
9.5
Produce and test a variety of solutions before taking a decision.
9.6
Take timely decisions that are realistic for the situation.
Unit MSCD1 (H46H 04) 
Plan, Organise and Monitor Volunteering Activity
	
	
	Performance Criteria

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
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Unit MSCD1 (H46H 04) 
Plan, Organise and Monitor Volunteering Activity
	
	
	Knowledge and Understanding

	 No
	Description of Evidence
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Unit MSCD1 (H46H 04) 
Plan, Organise and Monitor Volunteering Activity
	
	
	Knowledge and Understanding (cont)

	 No
	Description of Evidence
	23
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	25
	26
	27
	28
	29
	30
	31
	32
	33
	34
	35
	36
	37
	38
	39
	40
	41
	42
	43

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit MSCD1 (H46H 04) 
Plan, Organise and Monitor Volunteering Activity
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit MSCB9 (DR4J 04) 
Develop the Culture of Your Organisation
Unit Summary

Every organisation, whatever its size or history, has a culture (simply defined as ‘the way we do things around here’). The culture of an organisation is based on assumptions and values about organisations, working life and relationships.

These values influence the way people behave towards each other and customers, and how they relate to their work. There may be no such thing as a ‘right’ or ‘wrong’ culture. However, the culture of an organisation has to be in line with its overall vision and strategy. If culture and strategy do not match, it’s unlikely the vision will be achieved.

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

The Unit is recommended for senior managers.

This Unit is linked to a number of Units in the overall suite of National Occupational Standards for Management and Leadership, particularly:

B7
Provide Leadership for Your Organisation
C3
Encourage Innovation in Your Organisation
C4
Lead Change
C5
Plan Change
E7
Ensure an Effective Organisational Approach to Health and Safety
F10
Develop a Customer-focused Organisation
Unit MSCB9 (DR4J 04) 
Develop the Culture of Your Organisation
	Performance Criteria

What you must be able to do:


	

	P1
Agree values and assumptions that encourage behaviour that is consistent with your organisation’s overall vision and strategy and the needs and interests of key stakeholders.

P2
Make sure your personal behaviour, actions and words consistently reinforce these values and assumptions.

P3
Communicate agreed values to people across your organisation and motivate them to put these into practice.

P4
Put in place policies, programmes and systems to support agreed values.

P5
Counter messages that conflict with agreed values.

P6
Continuously monitor and adjust values and assumptions, and the way they are applied.

	


Unit MSCB9 (DR4J 04) 
Develop the Culture of Your Organisation
	Knowledge and Understanding

What you must know and understand:


	

	General knowledge and understanding

K1
The concept of culture as applied to organisations.

K2
Different definitions of organisational culture.

K3
The importance of values in underpinning individual and organisational performance.

K4
Internal and external factors that influence organisational culture, including national cultures.

K5
Different types of organisational culture.

K6
The relationship between organisational culture, strategy and performance.

K7
The principles and methods of managing culture change within organisations.
Industry/sector specific knowledge and understanding

K8
Legal, regulatory and ethical requirements in your sector.

K9
Dominant types of organisational culture in your sector and their strengths and limitations.

	Context specific knowledge and understanding

K10
Your organisation’s vision and strategy.

K11
Current organisational culture.

K12
Values, assumptions and behaviours that are consistent and inconsistent with your vision and strategy.

K13
Needs and interests of key stakeholders.

K14
Effective methods of communicating values, and supporting the way they are applied in your organisation.

K15
Effective ways of dealing with messages and behaviour that conflict with agreed values and assumptions.


Unit MSCB9 (DR4J 04) 
Develop the Culture of Your Organisation
Additional Information

Behaviours

1
You constructively challenge the status quo and seek better alternatives.

2
You find practical ways to overcome barriers.

3
You show an awareness of your own values, motivations and emotions.

4
You show empathy with others’ needs, feelings and motivations and take an active interest in their concerns.

5
You make time available to support others.

6
You clearly agree what is expected of others and hold them to account.

7
You create a sense of common purpose.

8
You deploy a range of legitimate strategies and tactics to influence people.

9
You recognise the opportunities presented by the diversity of people.
Skills

Listed below are the main generic ‘skills’ that need to be applied in developing the culture of your organisation. These skills are explicit/implicit in the detailed content of the Unit and are listed here as additional information:
· Thinking strategically

· Leading by example

· Learning

· Managing conflict

· Communicating

· Valuing and supporting others

· Monitoring

· Motivating

· Building consensus

· Influencing and persuading
Unit MSCB9 (DR4J 04) 
Develop the Culture of Your Organisation
	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit MSCB9 (DR4J 04) 
Develop the Culture of Your Organisation
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit MSCE8 (FM5F 04) 
Manage Physical Resources
Unit Summary

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

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

This Unit is linked to Units:

E1
Manage a Budget
E2
Manage Finance for Your Area of Responsibility
E6
Ensure Health and Safety Requirements are Met in Your Area of Responsibility
E9
Manage the Environmental Impact of Your Work in the Overall Suite of National Occupational Standards For Management And Leadership
Unit MSCE8 (FM5F 04) 
Manage Physical Resources

	Performance Criteria

What you must be able to do:


	

	P1
Invite those who use resources to contribute to identifying the resources required and planning and monitoring their use.

P2
Evaluate past patterns of resource use and trends and developments likely to affect future demand for resources.

P3
Identify the range and quantity of resources required for the planned activities in your area of responsibility, including likely contingencies.

P4
Identify sustainable resources and ensure their effectiveness and efficiency.

P5
Make the business case for the resources required, clearly showing the costs involved and the expected benefits.

P6
Agree appropriate adjustments to your planned activities, where the required resources cannot be obtained in full.

P7
Make arrangements with suppliers for resources to be available when required.

P8
Plan to use resources in ways that are efficient and minimise any adverse impact on the environment.

P9
Take appropriate action to ensure the security of resources and that they are used safely.

P10
Monitor the quality of resources and patterns of resource use continuously.

P11
Take timely corrective action to deal with any significant discrepancies between actual and planned resource use.
	


Unit MSCE8 (FM5F 04) 
Manage Physical Resources

	Knowledge and Understanding

What you must know and understand:


	

	General knowledge and understanding

K1
Why it is important to involve those who use resources in identifying, planning and monitoring resources, and how to do so.

K2
How to identify the range and calculate the quantity of resources required to carry out planned activities.

K3
The importance of using sustainable resources and how to identify such resources and ensure their effectiveness and efficiency.

K4
How to carry out a cost-benefit analysis.

K5
How to make a business case.

K6
How to develop an operational plan and make adjustments to the plan if required resources cannot be obtained in full.

K7
How to make arrangements with suppliers to ensure resources are available when required.

K8
The potential impact of resource use on the environment and actions you can take to minimise any adverse impact.

K9
Risks associated with the types of resources used and actions you can take to ensure resources are secure and used safely.

K10
The importance of monitoring the quality and use of resources continuously, and how to do so.

K11
The types of corrective actions (eg changing planned activities, changing the ways in which resources are used for activities, renegotiating the availability of resources) you can take in case of significant discrepancies between actual and planned resource use.
	Industry/sector specific knowledge and understanding

K12
Industry/sector requirements for managing physical resources.
Context specific knowledge and understanding

K13
Past patterns of resource use in your area of responsibility and how to access this information.

K14
Trends and developments that affect future demand for resources in your area of responsibility and how to evaluate the likely impact of these.

K15
The planned activities in your area of activity and possible contingencies.

K16
Actual and potential suppliers of the resources you need.




Unit MSCE8 (FM5F 04) 
Manage Physical Resources

Additional Information 

Behaviours

1
You recognise changes in circumstances promptly and adjust plans and activities accordingly.

2
You prioritise objectives and plan work to make the best use of time and resources.

3
You accurately calculate risks, and make provision so that unexpected events do not impede the achievement of objectives.

4
You monitor the quality of work and progress against plans and take appropriate corrective action, where necessary.

5
You make best use of existing sources of information.

6
You identify clearly the value and benefits to people of a proposed course of action.

7
You present ideas and arguments convincingly and in ways that strike a chord with people.

8
You identify the range of elements in a situation and how they relate to each other.

9
You identify the implications or consequences of a situation.

10
You take timely decisions that are realistic for the situation.

Skills

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

· Communicating

· Contingency-planning

· Decision-making

· Evaluating

· Forecasting

· Influencing

· Involving others

· Monitoring

· Negotiating

· Persuading

· Planning

· Presenting information
Unit MSCE8 (FM5F 04) 
Manage Physical Resources

	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
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	8
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	11
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Unit MSCE8 (FM5F 04) 
Manage Physical Resources

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit MSCD3 (H0DX 04) 
Recruit, Select and Keep Colleagues
Unit Summary

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

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

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

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

Unit MSCD3 (H0DX 04) 
Recruit, Select and Keep Colleagues

	Performance Criteria

What you must be able to do:


	

	P1
Talk with colleagues who are leaving your area of responsibility to identify and discuss their reasons for leaving.

P2
Identify ways of addressing staff turnover problems, implementing those which clearly fall within your authority and communicating others to the relevant people for consideration.

P3
Review, on a regular basis, the work required in your area of responsibility, identifying any shortfall in the number of colleagues and/or the pool of skills, knowledge, understanding and experience.

P4
Identify and review the options for addressing any identified shortfalls and decide on the best option(s) to follow.

P5
Consult with others to produce or update job descriptions and person specifications where there is a clear need to recruit.

P6
Consult with others to discuss and agree stages in the recruitment and selection process for identified vacancies, the methods that will be used, the associated timings and who is going to be involved.

P7
Ensure that any information on vacancies is fair, clear and accurate before it goes to potential applicants.

P8
Seek and make use of specialist expertise in relation to recruiting, selecting and keeping colleagues.

P9
Ensure that the skills needed by applicants to succeed in the recruitment process are no more than are required to perform the job.
	P12
Judge whether the recruitment and selection process has been successful in relation to recent appointments in your area and identify any areas for improvements.
P10
Participate in the recruitment and selection process, as agreed, making sure that the process is fair, consistent and effective.
P11
Make sure that applicants who are offered positions are likely to be able to perform effectively and work with their new colleagues.




Unit MSCD3 (H0DX 04) 
Recruit, Select and Keep Colleagues

	Knowledge and Understanding

What you must know and understand:


	

	General knowledge and understanding

K1
Why it is important to identify and understand why colleagues are leaving and how to do so constructively and sensitively.

K2
The types of reasons colleagues might give for leaving.

K3
How to measure staff turnover.

K4
The causes and effects of high and low staff turnover.

K5
Measures which can be undertaken to address staff turnover problems.

K6
How to review the workload in your area in order to identify shortfalls in the number of colleagues and/or the pool of skills, knowledge, understanding and experience.

K7
How to identify actual skills and avoid stereotyping with regard to skill levels and work ethics.

K8
Different options for addressing identified shortfalls and their associated advantages and disadvantages.

K9
What job descriptions and person specifications should cover and why it is important to consult with others in producing or updating them.

K10
Different stages in the recruitment and selection process and why it is important to consult with others on the stages, recruitment and selection methods to be used, associated timings and who is going to be involved.

K11
Different recruitment and selection methods and their associated advantages and disadvantages.

K12
Why it is important to give fair, clear and accurate information on vacancies to potential applicants.
	K13
How cultural differences in language, body language, tone of voice and dress can differ from expectations.

K14
How to judge whether applicants meet the stated requirements of the vacancy.
K15
Sources of specialist expertise in relation to recruitment, selection and retention.
K16
How to take account of equality, diversity and inclusion issues, including legislation and any relevant codes of practice, when recruiting and selecting people and keeping colleagues.
K17
How to review the effectiveness of recruitment and selection in your area.
Industry/sector specific knowledge and understanding

K18
Turnover rates within similar organisations in the industry/sector.
K19
Recruitment, selection and retention issues and specific initiatives and arrangements within the industry/sector.
K20
Working culture and practices of the industry/sector.



Unit MSCD3 (H0DX 04) 
Recruit, Select and Keep Colleagues

	Knowledge and Understanding (continued)
What you must know and understand:


	

	Context specific knowledge and understanding

K21
Current people resources available to your area, including skills, knowledge, understanding and experience of colleagues.

K22
Work requirements in your area.

K23
Agreed operational plans and changes in your area.

K24
The staff turnover rate in your area.

K25
Job descriptions and person specifications for confirmed vacancies.

K26
Local employment market conditions.

K27
The organisation’s structure, values and culture.

K28
Employment policies and practices within the organisation — including recruitment, selection, induction, development, promotion, retention, redundancy, dismissal, pay and other terms and conditions.

K29
Sources of specialist expertise in relation to recruitment, selection and retention used by your organisation.
	


Unit MSCD3 (H0DX 04) 
Recruit, Select and Keep Colleagues
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Unit MSCD3 (H0DX 04) 
Recruit, Select and Keep Colleagues
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Unit MSCD3 (H0DX 04) 
Recruit, Select and Keep Colleagues

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit MSCD7 (FM53 04) 
Provide Learning Opportunities for Colleagues
Unit Summary

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

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

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

This Unit is recommended for team leaders, first line managers, middle managers and senior managers.
Unit MSCD7 (FM53 04) 
Provide Learning Opportunities for Colleagues

	Performance Criteria

What you must be able to do:


	

	P1
Promote the benefits of learning to colleagues and make sure that their willingness and efforts to learn are recognised.

P2
Give colleagues fair, regular and useful feedback on their work performance, discussing and agreeing how they can improve.

P3
Work with colleagues to identify and prioritise learning needs based on any gaps between the requirements of their work roles and their current knowledge, understanding and skills.

P4
Help colleagues to identify the learning style or combination of styles which works best for them and ensure that these are taken into account in identifying and undertaking learning activities.

P5
Work with colleagues to identify and obtain information on a range of possible learning activities to address identified learning needs.

P6
Recognise and seek to find out about differences in expectations and working methods of any team members from a different country or culture and promote ways of working that take account of their expectations and maximise productivity.

P7
Discuss and agree, with each colleague, a development plan which includes learning activities to be undertaken, the learning objectives to be achieved, the required resources and timescales.


	P8
Work with colleagues to recognise and make use of unplanned learning opportunities.

P9
Seek and make use of specialist expertise in relation to identifying and providing learning for colleagues.

P10
Support colleagues in undertaking learning activities making sure any required resources are made available and making efforts to remove any obstacles to learning.
P11
Evaluate, in discussion with each colleague, whether the learning activities they have undertaken have achieved the desired outcomes and provide positive feedback on the learning experience.

P12
Work with colleagues to update their development plan in the light of performance, any learning activities undertaken
and any wider changes.

P13
Encourage colleagues to take responsibility for their own learning, including practising and reflecting on what they have learned.


Unit MSCD7 (FM53 04) 
Provide Learning Opportunities for Colleagues

	Knowledge and Understanding

What you must know and understand:


	

	General knowledge and understanding

K1
The benefits of learning for individuals and organisations, and how to promote these to colleagues.
K2
Ways in which you can develop an ‘environment’ in which learning is valued and willingness and efforts to learn are recognised.
K3
Why it is important to encourage colleagues to take responsibility for their own learning.
K4
How to provide fair, regular and useful feedback to colleagues on their work performance.
K5
How to identify learning needs based on identified gaps between the requirements of colleagues’ work roles and their current knowledge, understanding and skills.
K6
How the values, ethics, beliefs, faith, cultural conventions, perceptions and expectations of any people from other countries or cultures may impact on their personal development and learning.
K7
How to prioritise learning needs of colleagues, including taking account of organisational needs and priorities and the personal and career development needs of colleagues.
K8
The range of different learning styles and how to support colleagues in identifying the particular learning style(s) or combination of learning styles which works best for them.
K9 
Different types of learning activities, their advantages and disadvantages and the required resources (for example, time, fees, substitute staff).
	K10
How/where to identify and obtain information on different learning activities.
K11
Why it is important for colleagues to have a written development plan and what it should contain (for example, identified learning needs, learning activities to be undertaken and the learning objectives to be achieved, timescales and required resources).
K12
How to set learning objectives which are SMART (Specific, Measurable, Achievable, Realistic and Time-Bound).
K13
Sources of specialist expertise in relation to identifying and providing learning for colleagues.
K14
What type of support colleagues might need to undertake learning activities, the resources needed and the types of obstacles they may face and how they can be resolved.
K15
How to evaluate whether a learning activity has achieved the desired learning objectives.
K16
The importance of regularly reviewing and updating written development plans in the light of performance, any learning activities undertaken and any wider changes.
K17
How to take account of equality legislation, any relevant codes of practice and general diversity and inclusion issues in providing learning opportunities for colleagues.



Unit MSCD7 (FM53 04) 
Provide Learning Opportunities for Colleagues

	Knowledge and Understanding (continued)
What you must know and understand:


	

	Industry/sector specific knowledge and understanding

K18
Industry/sector requirements for the development or maintenance of knowledge, skills and understanding and professional development.

K19
Learning issues and specific initiatives and arrangements that apply within the industry/sector.

K20
Working culture and practices of the industry/sector.


	Context specific knowledge and understanding

K21
Relevant information on the purpose, objectives and plans of your team or area of responsibility or the wider organisation.

K22
The work roles of colleagues, including the limits of their responsibilities and their personal work objectives.

K23
The current knowledge, understanding and skills of colleagues.

K24
Identified gaps in the knowledge, understanding and skills of colleagues.

K25
Identified learning needs of colleagues.

K26
Learning style(s) or combinations of styles preferred by colleagues.

K27
The written development plans of colleagues.

K28
Sources of specialist expertise available in/to your organisation in relation to identifying and providing learning for colleagues.

K29
Learning activities and resources available in/to your organisation.

K30
Your organisation’s policies in relation to equality and diversity.

K31
Your organisation’s policies and procedures in relation to learning.

K32
Your organisation’s performance appraisal systems.


Unit MSCD7 (FM53 04) 
Provide Learning Opportunities for Colleagues

	
	
	Performance Criteria
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Unit MSCD7 (FM53 04) 
Provide Learning Opportunities for Colleagues

	
	
	Knowledge and Understanding
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Unit MSCD7 (FM53 04) 
Provide Learning Opportunities for Colleagues

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit MSCD5 (H0CC 04) 
Allocate and Check Work in Your Team
Unit Summary

This Unit is about ensuring that the work required of your team is effectively and fairly allocated amongst team members. It also involves checking on the progress and quality of the work of team members to ensure that the required level or standard of performance is being met.

This Unit is recommended for team leaders.
Unit MSCD5 (H0CC 04) 
Allocate and Check Work in Your Team

	Performance Criteria

What you must be able to do:


	

	P1
Confirm the work required of the team with your manager and seek clarification, where necessary, on any outstanding points and issues.
P2
Plan how the team will undertake its work, identifying any priorities or critical activities and making best use of the available resources.
P3
Allocate work to team members on a fair basis taking account of their skills, knowledge and understanding, experience and workloads and the opportunity for development.
P4
Brief team members on the work they have been allocated and the standard or level of expected performance.

P5
Recognise and seek to find out about differences in expectations and working methods of any team members from a different country or culture and promote ways of working that take account of their expectations and maximise productivity.
P6
Encourage team members to ask questions, make suggestions and seek clarification in relation to the work they have been allocated.
P7
Check the progress and quality of the work of team members on a regular and fair basis against the standard or level of expected performance and provide prompt and constructive feedback.
P8
Support team members in identifying and dealing with problems and unforeseen events.
	P9
Motivate team members to complete the work they have been allocated and provide, where requested and where possible, any additional support and/or resources to help completion.
P10
Monitor the team for conflict, identifying the cause(s) when it occurs and dealing with it promptly and effectively.

P11
Identify unacceptable or poor performance, discuss the cause(s) and agree ways of improving performance with team members.
P12
Recognise successful completion of significant pieces of work or work activities by team members and the overall team and advise your manager.

P13
Use information collected on the performance of team members in any formal appraisal of performance.


Unit MSCD5 (H0CC 04) 
Allocate and Check Work in Your Team

	Knowledge and Understanding

What you must know and understand:


	

	General knowledge and understanding

K1
Different ways of communicating effectively with members of a team.
K2
The importance of confirming/clarifying the work required of the team with your manager and how to do this effectively.
K3
How to plan the work of a team, including how to identify any priorities or critical activities and the available resources.
K4
How to identify sustainable resources and ensure their effective use when planning the work of a team.
K5
How to identify and take due account of Health and Safety issues in the planning, allocation and checking of work.
K6
Why it is important to allocate work across the team on a fair basis and how to do so.
K7
Why it is important to brief team members on the work they have been allocated and the standard or level of expected performance and how to do so.
K8
The values, ethics, beliefs, faith, cultural conventions, perceptions and expectations of any team members from a different country or culture and how your own values, ethics, beliefs, faith, cultural conventions, perceptions, expectations, use of language, tone of voice and body language may appear to them.
K9
Ways of encouraging team members to ask questions and/or seek clarification and make suggestions in relation to the work which they have been allocated.
	K10
Effective ways of regularly and fairly checking the progress and quality of the work of team members.
K11
How to provide prompt and constructive feedback to team members.

K12
How to select and apply a limited range of different methods for motivating, supporting and encouraging team members to complete the work they have been allocated and improve their performance, and for recognising their achievements.

K13
The additional support and/or resources which team members might require to help them complete their work and how to assist in providing this.

K14
Why it is important to monitor the team for conflict and how to identify the cause(s) of conflict when it occurs and deal with it promptly and effectively.

K15
How to take account of diversity and inclusion issues when supporting and encouraging team members to complete the work they have been allocated.

K16
Why it is important to identify unacceptable or poor performance by members of the team and how to discuss the cause(s) and agree ways of improving performance with team members.
K17
The type of problems and unforeseen events that may occur and how to support team members in dealing with them.
K18
How to log information on the on going performance of team members and use this information for performance appraisal purposes.


Unit MSCD5 (H0CC 04) 
Allocate and Check Work in Your Team

	Knowledge and Understanding (continued)
What you must know and understand:
Industry/sector specific knowledge and understanding

K17
Industry/sector specific legislation, regulations, guidelines, codes of practice relating to carrying out work.

K18
Industry/sector requirements for the development or maintenance of knowledge, understanding and skills.

	

	Context specific knowledge and understanding

K19
The members, purpose and objectives of your team.
K20
The work required of your team.
K21
The available resources for undertaking the required work.
K22
The organisation’s written Health and Safety policy statement and associated information and requirements.
K23
Your team’s plan for undertaking the required work.
K24
The skills, knowledge and understanding, experience and workloads of team members.
K25
Your organisation’s policy and procedures in terms of personal development.
K26
Reporting lines in the organisation and the limits of your authority.
K27
Organisational standards or levels of expected performance.
K28
Organisational policies and procedures for dealing with poor performance.
K29
Organisational grievance and disciplinary policies and procedures.
K30
Organisational performance appraisal systems.
	


Unit MSCD5 (H0CC 04) 
Allocate and Check Work in Your Team
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Unit MSCD5 (H0CC 04) 
Allocate and Check Work in Your Team

	
	
	Knowledge and Understanding
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Unit MSCD5 (H0CC 04) 
Allocate and Check Work in Your Team

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit MSCE10 (H0E4 04) 
Take Effective Decisions
Unit Summary

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

This Unit is recommended for managers at all levels.
Unit MSCE10 (H0E4 04) 
Take Effective Decisions

	Performance Criteria

What you must be able to do:


	

	P1
Identify those who may be affected by the decision and their interests.
P2
Involve, where possible, those who are able to contribute to the decision making process or will be affected by the decision.
P3
Establish the objectives of the decision to be taken — clarify what you are really trying to achieve by taking the decision and uncover any hidden agendas.
P4
Identify the information you need to take the decision and the sources of this information.
P5
Obtain sufficient relevant information to allow you to take the decision and verify its accuracy and reliability.
P6
Take timely action to remedy inadequate, unreliable, contradictory or ambiguous information.
P7
Analyse the information to identify facts, patterns and trends that may impact on your decision.
P8
Identify and evaluate the range of options open to you.
P9
Draw conclusions supported by reasoned arguments and reliable information, clearly stating any assumptions you have made and risks that may be involved.
P10
Take decisions:
P10.1
In line with your objectives

P10.2
Within the scope of your authority

P10.3
Consistent with values, policies and guidelines

P10.4
In time for necessary action to be taken
	P11
Obtain help and advice if:
P11.1
You do not have adequate information

P11.2
The decision is outside your area of responsibility or scope of authority

P11.3
Your decisions are likely to conflict with values, policies and guidelines

P12
Communicate your decision clearly to those who are affected.


Unit MSCE10 (H0E4 04) 
Take Effective Decisions

	Knowledge and Understanding

What you must know and understand:


	

	General knowledge and understanding

K1
The importance of involving those who are able to contribute or may be affected in the decision-making process, and how to do so.

K2
The importance of setting objectives for the decision, and how to make it clear what the decision must achieve and what is outside the scope of the decision.

K3
How to identify the information you need to take the decision.

K4
How to judge whether you have sufficient, accurate, reliable and relevant information to allow you to take the decision.

K5
How to identify if information is inadequate, unreliable, contradictory or ambiguous, and how to remedy this in a timely way.

K6
How to analyse information to identify relevant facts, patterns and trends.

K7
The range of options open to you and how to evaluate the options.

K8
How to justify your conclusions.

K9
The importance of ensuring your decisions are in line with your organisation’s values, policies and guidelines.

K10
The importance of showing any assumptions you have made and risks that may be involved, and how to do so.

K11
The importance of taking decisions in time for necessary action to be taken.

K12
How to communicate your decision clearly and concisely.
	Industry/sector specific knowledge and understanding

K13
Industry/sector requirements for using information to take decisions.
Context specific knowledge and understanding

K14
People who are able to contribute to the decision-making process or will be affected by the decision.

K15
Facts, patterns and trends that may impact on your decision.

K16
Your organisation’s policies, values and guidelines.

K17
The scope of your authority for taking decisions and when you need to refer to someone else.

K18
Whom to go to for advice if you do not have adequate information, the decision is outside your area of responsibility, or your decisions conflict with policies, values and guidelines.


Unit MSCE10 (H0E4 04) 
Take Effective Decisions

	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit MSCE10 (H0E4 04) 
Take Effective Decisions

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit EnC24 (H45H 04) 
Deal with a Pollution Incident
Unit Summary

This standard covers dealing with a pollution incident which can include restoring the environment to acceptable conditions. It applies to both water and land-based environments where pollution has occurred.

You must be able to recognise and deal with hazards associated with various pollutants and take the appropriate measures to minimise the impact. This may involve informing and working alongside animal welfare and rescue groups.

Your work to restore polluted environments must be carried out in a way that minimises any adverse environmental impact. The use of equipment, materials and substances for cleaning up the environment must take into account wider environmental considerations.

This standard is designed for employees or volunteers who are involved in restoring polluted environments to acceptable conditions.
Unit EnC24 (H45H 04) 
Deal with a Pollution Incident

	Performance Criteria

What you must be able to do:


	

	P1
Select and implement appropriate working methods in accordance with the associated risks.
P2
Access and prepare the site according to instructions, organisational requirements, legislation and the needs of the site.
P3
Select, prepare, use and maintain tools and equipment that are appropriate to the work, safely and effectively.
P4
Work to restore the polluted environment in accordance with instructions and the needs of the site.
P5
Use appropriate materials and substances to tackle pollution in accordance with instructions.
P6
Ensure that your work takes into account weather and ground conditions, and the potential impact these conditions may have on the incident.
P7
Carry out all work in accordance with relevant environmental legislation, Health and Safety legislation, Risk Assessment requirements and company policies.
P8
Wear suitable protective clothing in accordance with manufacturers' instructions, the type of incident and organisational requirements.
P9
Take the appropriate measures to protect and maintain the safety of the public from the pollution incident.
P10
Ensure that if your work does not appear to be having the desired effect, you communicate this matter clearly and promptly to the appropriate person.

	P11
Complete work to restore the polluted environment within the appropriate timescales and to the appropriate standards.

P12
Clean equipment used to remove pollutants and cleaning substances correctly, according to the type of pollution incident, manufacturers' instructions and organisational policy.
P13
Dispose of waste materials and substances safely and correctly in accordance with instructions, relevant legislation and the nature of the incident.
P14
Keep accurate and up-to-date records as required by relevant legislation and the organisation.
P15
Communicate the completion of your work accurately to the appropriate person.


Unit EnC24 (H45H 04) 
Deal with a Pollution Incident

	Knowledge and Understanding

What you must know and understand:


	

	K1
How to identify hazards and assess risks.

K2
Types of hazards that are associated with different pollutants.

K3
Types of pollution incidents and the methods and precautions used when dealing with them.

K4
Instructions for dealing with the incident.

K5
Correct methods for the deployment of materials and equipment.

K6
How to select, prepare and use tools, equipment and materials relevant to the agreed specifications.

K7
Correct use and selection of personal protective equipment.

K8
How weather and conditions impact on the incident.

K9
The conservation, recreational and economic uses of the environment and how these relate to your work activities.

K10
Indications that the restoration operations are not working and the correct actions to take.

K11
The implications for your work of relevant legislation and organisational requirements.

K12
Correct methods for gaining access to a site.

K13
Methods for maintaining environmental good practice during work activities.

K14
Correct methods for protecting the surrounding environment.

K15
Correct methods for cleaning equipment used to remove pollutants and substances.
	K16
Correct procedures for the disposal of waste and consumables in line with relevant legislation.

K17
The requirements for the completion of records.

K18
Procedures for communicating and reporting information on the incident.


Unit EnC24 (H45H 04) 
Deal with a Pollution Incident

Scope/Range

Pollution incidents:

· Chemicals

· Objects

· Biological

Use the following items of equipment:

· Absorbent materials

· Pollution clear-up equipment

Dispose of the following materials and substances:

· Natural materials

· Artificial substances

Surrounding environment:

· Public
· Colleagues
· Water
· Buildings
· Wildlife
· Utilities
Unit EnC24 (H45H 04) 
Deal with a Pollution Incident

	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EnC24 (H45H 04) 
Deal with a Pollution Incident

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit CS39 (H45A 04) 
Assess the Characteristics of Land-based and Environmental Sites
Unit Summary

This standard describes the gathering and analysis of data for a land-based or marine survey of a site. It assumes that you are working within a survey design and plan developed by someone else.

To meet the standard you will require technical knowledge, understanding and skills in relation to collecting and analysing data on characteristics of land-based sites and the associated infrastructure which supports such sites. You are also expected to know how to minimise any damage to the site caused by the survey itself.
Unit CS39 (H45A 04) 
Assess the Characteristics of Land-based and Environmental Sites

	Performance Criteria

What you must be able to do:


	

	Gather data on the characteristics of sites

P1
Ascertain the information which the site assessment aims to produce.

P2
Identify your own roles and responsibilities in the assessment process and your relationship to others.

P3
Collect data using methods which are consistent with the specifications and are appropriate to the identified sources.

P4
Carry out data collection methods correctly.

P5
Carry out data collection methods and associated activities in a way which minimises any damage to the site.

P6
Confirm that the data gathered is valid and reliable for problems which are outside your area of responsibility or expertise.

P7
Seek advice from the appropriate person.

P8
Maintain the Health and Safety of yourself and others at all times.
	Analyse data to produce information on the characteristics of sites

P9
Confirm that there is sufficient data prior to the start of the analysis.

P10
Identify appropriate analysis methods to be used.

P11
Analyse and record data in a format which is appropriate to the nature of the data and the particular needs of the site assessment.

P12
Provide valid and justifiable interpretations about the nature of the site against the analysed data.

P13
Where the analysis of data reveals problems with its sufficiency, reliability or validity, take the appropriate action.

P14
Present information about the site in a way which enables it to be used effectively.


Unit CS39 (H45A 04) 
Assess the Characteristics of Land-based and Environmental Sites

	Knowledge and Understanding

What you must know and understand:


	

	K1
The information which the assessment aims to produce in relation to site characteristics and the related infrastructure.

K2
The nature and characteristics of the flora, fauna, landscape and historical features which may occur on the site in order to identify them correctly and recognise signs of change.

K3
The impact of recreation and access.

K4
How to confirm your own roles and responsibilities and those of others.

K5
Different collection methods (written, oral, aural, electronic, visual) which are available for assessing the characteristics of sites and the principles of their use.

K6
Why different methods are used on different occasions and different sites and why they should be implemented as specified.

K7
How to implement the methods being used on the site.

K8
The techniques of counting and estimating.

K9
The meaning of valid and reliable data.

K10
How to evaluate the validity and reliability of data.

K11
Suitable methods of recording the data being collected.

K12
The sources of error and bias in data collection.

K13
The limits of your responsibility and expertise and when to seek advice from others.

K14
The ways in which site assessments may alter and affect the nature of the site itself and how to minimise this.


	Analyse data to produce information on the characteristics of sites

K15
How to estimate the sufficiency of data.

K16
The different quantitative and qualitative analysis methods which may be used for the information which is required and their relative advantages and disadvantages.

K17
How to use data analysis methods which have been presented for the site.

K18
The formats for presenting the analysed data and how to use them effectively.

K19
The meaning of valid, reliable and sufficient quantitative and qualitative information.

K20
How to interpret the information provided from the site validly and with good justification.

K21
The actions to take when there are problems with sufficiency, validity and reliability.

K22
Who will make use of the information, and their needs and interests in terms of its presentation.

K23
Methods of presenting information.




Unit CS39 (H45A 04) 
Assess the Characteristics of Land-based and Environmental Sites

	
	
	Performance Criteria

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit CS39 (H45A 04) 
Assess the Characteristics of Land-based and Environmental Sites

	
	
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
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Unit CS39 (H45A 04) 
Assess the Characteristics of Land-based and Environmental Sites

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit CS40 (H45K 04) 
Determine Policies for the Development of Land-based and Environmental Sites
Unit Summary

This standard covers the evaluation of options for the development of land-based and environmental sites.

This standard is for those whose work role is at the strategic level with responsibility for evaluating the options for development of a land-based or environmental site. Sites may be developed for a wide range of reasons such as for a new production facility, for amenity purposes, for the preservation of historical areas or for landscape or marine conservation.

You should have knowledge and understanding of the opportunities and constraints which affect site development, particularly in relation to the wide range of policies, legislation, regulations and designations that affect the land-based and environmental sector.
Unit CS40 (H45K 04) 
Determine Policies for the Development of Land-based and Environmental Sites

	Performance Criteria

What you must be able to do:


	Knowledge and Understanding

What you must know and understand:



	P1
Identify opportunities and constraints relevant to the site.

P2
Consult key interest groups to understand their requirements.

P3
Evaluate the opportunities and constraints and their interrelationships.

P4
Review the range of options available for the development of the site to determine the preferred option.

P5
Seek and evaluate specialist external advice if necessary.

P6
Assess that the preferred option is feasible and viable, and that it strikes the optimum balance between competing demands.

P7
Communicate with key interest groups throughout the process.

P8
Resolve any potential conflicts between key interest groups and other interested parties.
	K1
Who the key interest groups are and the importance of maintaining effective communication.

K2
Processes for evaluating evidence presented by the key interest groups.

K3
Where and when to obtain professional advice and guidance.

K4
The options for site development and the implications for the environment and the health and well-being of people, flora and fauna.

K5
The opportunities and constraints which will affect site development and the methods of evaluating them.

K6
The nature of designations and how these may influence the development of the site.

K7
The implications of any potential hazards, eg contaminated land, invasive species.

K8
Other contingencies either prior to or ongoing, eg archaeological finds.

K9
Organisational policy in relation to the development of sites.

K10
Resource implications for the development of the site.

K11
How to balance the fundamental tensions relating to land use in the context of specific sites.

K12
The different factors which need to be taken into account when reviewing options and the rationale for these.

K13
How to assess the feasibility and viability of site development.

K14
The ways in which conflicts between key interest groups may be resolved.


Unit CS40 (H45K 04) 
Determine Policies for the Development of Land-based and Environmental Sites

Glossary:

Opportunities and constraints:

· Local

· Regional

· National and global policies

· Legal

· Physical

· Environmental

· Recreational

· Ecological

· Historical

· Social

· Cultural

· Aesthetic

· Economic
Unit CS40 (H45K 04) 
Determine Policies for the Development of Land-based and Environmental Sites

	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit CS40 (H45K 04) 
Determine Policies for the Development of Land-based and Environmental Sites

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit CS38 (H46F 04) 
Plan, Co-ordinate and Evaluate the Characteristics of Land-based and Environmental Sites
Unit Summary

This standard is designed for those whose work role is at a strategic level with overall responsibility for planning and management of land-based and environmental site surveys, ie setting the parameters of surveys, determining effective methods and systems for data collection, allocating work to the survey team, monitoring the collection of data and evaluating this to produce and present the final outcome of the survey.

Sites may be assessed for a wide range of reasons such as for a new development, for amenity purposes, or for the preservation of historical areas to help plan landscape and marine conservation.

You will need technical knowledge, understanding and skills in relation to site surveys, particularly for determining the site characteristics and the related infrastructure.
Unit CS38 (H46F 04) 
Plan, Co-ordinate and Evaluate the Characteristics of Land-based and Environmental Sites
	Performance Criteria

What you must be able to do:


	

	P1
Determine the information requirements for the assessment of the site together with the possible sources of information.

P2
Undertake preliminary studies to identify the range of issues which need to be taken into consideration for the effective assessment of the site, eg site designations.

P3
Identify appropriate data collection methods which enable the required data to be obtained with minimum damage or disturbance to the site.

P4
Develop suitable formats and systems for capturing data which allow it to be obtained validly and reliably and in a form which is capable of later analysis.

P5
Develop appropriate data analysis methods which allow valid and reliable conclusions to be drawn.

P6
Use plans and systems that allow for the most cost-effective use of resources.

P7
Take the appropriate action to resolve problems relating to insufficient resources being available for the effective assessment of the site.

P8
Develop a realistically achievable programme for the assessment of the site given the resources available and any time constraints.

P9
Allocate resources in the best way to meet the outcomes.

P10
Provide those responsible for data collection and analysis with all necessary details to enable them to complete their job successfully.
	P11
Monitor data collection and analysis at optimal frequencies to ensure that it is being done correctly and is producing valid and reliable outcomes.
P12
Take the appropriate action where there are deviations from the plan.

P13
Evaluate the outcomes of data collection and analysis to confirm they are valid and reliable and that sufficient information has been generated.

P14
Present information about the site in a way which enables it to be used effectively.




Unit CS38 (H46F 04) 
Plan, Co-ordinate and Evaluate the Characteristics of Land-based and Environmental Sites
	Knowledge and Understanding

What you must know and understand:


	

	K1
The information requirements of the site survey in relation to site characteristics and infrastructure.

K2
The parameters of the particular site assessment, the resources available, time constraints and any restrictions there may be on access.

K3
The difference between primary and secondary sources of data and how the source may affect validity and reliability.

K4
The purpose of undertaking preliminary or feasibility studies.

K5
The various methods of data collection available and how to determine the best approach.

K6
How to ensure that data is sufficient, valid and reliable.

K7
Potential sources of error and bias.

K8
How to design formats and systems for capturing information that can be used by those who are to implement them.

K9
The effective methods of preparing and briefing individuals for the assessment of sites.

K10
How to optimise the use of resources in assessing sites given the complexity of the task in hand, the resources available (including people, equipment and materials), the time of year and any other relevant factors.

K11
Wildlife legislation, site designations and statutory obligations regarding the identification and protection of habitats.
	K12
Ethical and moral responsibilities for alerting the organisation to any decisions which adversely affect the outcome.

K13
The qualitative and quantitative ways of analysing data which will provide the information required.

K14
Possible actions to take when there are problems with the collection and analysis of data.
K15
How to determine the optimal frequency for monitoring given the nature of the site and its complexity and the findings from the survey.

K16
Effective methods of presenting information which meet the audience requirements and their use of the information.


Unit CS38 (H46F 04) 
Plan, Co-ordinate and Evaluate the Characteristics of Land-based and Environmental Sites
Scope/Range

Sources:
· Primary

· Secondary

Data:
· Quantitative

· Qualitative

Unit CS38 (H46F 04) 
Plan, Co-ordinate and Evaluate the Characteristics of Land-based and Environmental Sites
	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit CS38 (H46F 04) 
Plan, Co-ordinate and Evaluate the Characteristics of Land-based and Environmental Sites
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit CS38 (H46F 04) 
Plan, Co-ordinate and Evaluate the Characteristics of Land-based and Environmental Sites
Unit Summary

This standard is designed for those whose work role is at the strategic level with overall responsibility for planning, co-ordinating and monitoring the development of land-based and environmental sites.

Sites may be developed for a wide range of reasons such as for a new production facility, for amenity purposes, for the preservation of historical areas or for landscape, marine or conservation measures.

You should have knowledge and understanding of the opportunities and constraints which affect site development, particularly in relation to the wide range of policies, legislation, regulations and designations which affect the land-based and environmental sector.
Unit CS38 (H46F 04) 
Plan, Co-ordinate and Evaluate the Characteristics of Land-based and Environmental Sites
	Performance Criteria

What you must be able to do:


	Knowledge and Understanding

What you must know and understand:



	P1
Confirm the intended purpose and use of the site.

P2
Identify and evaluate opportunities and constraints in developing the site.

P3
Develop plans which achieve a balance between the intended purpose and use of the site, and opportunities and constraints.

P4
Determine the components which are required to meet the intended purpose and use of the site.

P5
Finalise the site plan showing the interrelationships between the different components.

P6
Write specifications to achieve the plan's objectives.

P7
Ensure facilities, supplies, equipment, staffing and any other resources required are available for the successful implementation of the plan.

P8
Present and communicate development plans to those who need to be informed.

P9
Ensure that work is carried out in accordance with the plan, relevant legislation and codes of practice.

P10
Monitor and evaluate the implementation of the plan, taking appropriate action and making changes to the plan where required.

P11
Ensure that appropriate records are maintained.


	K1
The different purposes of site use and the impact which this may have on the surrounding environment.

K2
How to formulate plans which meet the objectives for the development of the site, taking into account site characteristics.

K3
The importance of assessing the risks which may occur during site development.

K4
How to balance competing demands which may occur due to the uses of the site.

K5
How to assess and determine the timescales and resources required to achieve the plan, eg human, financial, material, capital.

K6
The legislation, regulations and guidelines which apply to the development of the site.

K7
How to produce and interpret specifications based on the objectives of the plan.

K8
The issues which may arise during development and the actions to be taken.

K9
Who needs to know about the site development plan and how to communicate effectively with them.

K10
The reasons for including monitoring arrangements within the plan and effective ways of doing this.

K11
The importance of reviewing and revising the development plan to ensure that the objectives are achieved.


Unit CS38 (H46F 04) 
Plan, Co-ordinate and Evaluate the Characteristics of Land-based and Environmental Sites
Glossary

Opportunities and constraints including:

· Legal

· Environmental

· Ecological

· Recreational

· Historic

· Social

· Cultural and aesthetic factors

· Sustainable business practice

· Available resources

· Economic issues
Develop plans which contain the following information:

· Site preparation
· Methods of work
· Sequence of operations
· Management of waste
· Final intended appearance and condition of site
· Health and Safety requirements
· Specifications for achievement of the plan
Unit CS38 (H46F 04) 
Plan, Co-ordinate and Evaluate the Characteristics of Land-based and Environmental Sites
	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit CS38 (H46F 04) 
Plan, Co-ordinate and Evaluate the Characteristics of Land-based and Environmental Sites
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit CS44 (H45B 04) 
Assess, Negotiate and Secure Sources of Funding
Unit Summary

This standard is for those who are responsible for assessing possible sources of funding and then negotiating and securing that funding.

Sources of funding could include sponsorship, grants, subsidies, donations and bequests.

This standard is designed for those involved in event organisation, land management and voluntary organisations.
Unit CS44 (H45B 04) 
Assess, Negotiate and Secure Sources of Funding
	Performance Criteria

What you must be able to do:


	Knowledge and Understanding

What you must know and understand:



	P1
Identify potential sources of funding that are relevant to the organisation and its work.

P2
Obtain information on the sources of funding and assess its appropriateness to the work of the organisation.

P3
Identify and assess opportunities and constraints of the sources of funding.

P4
Analyse and present the information in a form which can be used by others.

P5
Select sources of funding most appropriate to the organisation and its aims.

P6
Identify the process required to obtain the funding.

P7
Prepare information and data on time and in a form which is consistent with the funder’s requirements.

P8
Conduct negotiations in the manner necessary for achieving the desired results.

P9
Provide additional information to support the application for funding if required.

P10
Present and communicate outcomes to those who need to be informed.
	K1
How to identify and assess sources of funding for relevance.

K2
The needs and demands of funders and how they differ between sources.

K3
Opportunities and risks in funding arrangements.

K4
How to prepare proposals and applications for funding.

K5
How to interpret the assessment criteria of potential funders.

K6
The full range of benefits available from funding sources, and the associated constraints.

K7
Effective negotiation methods.

K8
How to assess the details of any contractual obligations.

K9
How to handle rejection of funding requests constructively in a way that does not prejudice future relationships.

K10
Methods of publicising contract agreements and any commitments which have been made.


Unit CS44 (H45B 04) 
Assess, Negotiate and Secure Sources of Funding
	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit CS44 (H45B 04) 
Assess, Negotiate and Secure Sources of Funding
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit CS43 (H46D 04) 
Plan and Co-ordinate Fund Raising
Unit Summary

This defines the standard for planning and co-ordinating fundraising in the organisation. You must be able to assess what the fundraising objectives of the organisation are, the methods available, and their suitability. Objectives could be both long-term and short-term.

You must also be able to co-ordinate fundraising across the organisation to optimise income. This involves making sure all those involved in the fundraising have the information, resources and support they require. You will need to be able to monitor the fundraising to see if targets will be met and to improve fundraising practices.

This standard is for anyone who has the responsibility for planning and implementing fundraising in their organisation.
Unit CS43 (H46D 04) 
Plan and Co-ordinate Fund Raising

	Performance Criteria

What you must be able to do:


	

	P1
Clarify the aims of fundraising and produce objectives which are realistic and meet the requirements of the organisation.
P2
Communicate the aims and objectives of fundraising clearly.
P3
Identify and evaluate potential fundraising methods and activities for their effectiveness.
P4
Ensure that potential fundraising methods and activities are in line with the values and policies of the organisation.
P5
Identify legal and other implications which affect different fundraising methods and activities.
P6
Decide on suitable fundraising methods or activities to meet the objectives.
P7
Identify the actions which the organisation needs to take and the resources required.
P8
Identify whether contributors should be recognised and how this should be done.
P9
Identify any factors affecting the flow of funds and assess the potential impact on the organisation.
P10
Maintain effective communication with staff and other stakeholders.
P11
Clarify the tasks, responsibilities and timescales with those involved in the fundraising.
P12
Ensure those carrying out the fundraising have the resources and support needed.
P13
Provide those involved with suitable opportunities to discuss and explore fundraising and their role in greater depth.
	P14 
Assist those involved to develop their skills in fundraising and to think through new ideas.
P15
Monitor fundraising activities and methods for effectiveness in meeting targets.
P16
Take the appropriate action if there are differences between actual and targeted income.

P17
Use lessons from fundraising to improve practices.


Unit CS43 (H46D 04) 
Plan and Co-ordinate Fund Raising

	Knowledge and Understanding

What you must know and understand:


	

	K1
The purpose of the organisation and what it is aiming to achieve.

K2
The values of the organisation and how these may have an effect on the fundraising methods and activities.

K3
How to set aims and objectives for fundraising.

K4
How and where to access information on fundraising methods and activities.

K5
Factors which need to be considered when deciding on fundraising methods and activities (eg political aspects, conflict of values).

K6
Legal requirements and codes of practice which affect different fundraising methods and activities.

K7
Advantages and disadvantages of different fundraising methods and activities.

K8
The resources required to carry out the fundraising.

K9
Financial planning and the impact of this on resourcing.

K10
Ways in which contributors could be recognised.

K11
The importance of involving staff and other stakeholders in the fundraising process.

K12
The relationship between fundraising and the effectiveness of the organisation.

K13
How to prepare and deliver briefings on fundraising plans and to support those involved in their delivery through development activities including support, advice and training.

K14
How to manage rejections constructively and learn from the experience.
	K15
How to monitor income generated and costs of fundraising against plans.
K16
Action to take if fundraising is more or less successful than anticipated.

K17
Options for amending fundraising plans to achieve balanced income streams for an organisation.


Unit CS43 (H46D 04) 
Plan and Co-ordinate Fund Raising

	
	
	Performance Criteria
	Knowledge and Understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	1
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	4
	5
	6
	7
	8
	9
	10
	11
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	13
	14
	15
	16
	17

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit CS43 (H46D 04) 
Plan and Co-ordinate Fund Raising

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:



Section 4 — Blank recording forms

This section consists of the blank forms referred to in Section 2 for you to photocopy. You may find these useful when compiling your portfolio.

Portfolio title page

	Your name
	

	Job title
	

	Name of employer/

training provider/

college
	

	Their address
	

	Telephone number
	

	SVQ
	

	Level
	

	Units submitted for assessment
	

	Mentor’s name
	

	(Please provide details of Mentor’s experience)
	


	Assessor’s signature
	
	
	Date
	


Personal profile
	Name
	

	Address
	

	Postcode
	

	Home telephone 
	

	Work telephone 
	

	Job title
	


Relevant experience
	Description of your current job
	

	Previous work experience
	

	Qualifications and training
	

	Voluntary work/interests
	


Personal profile (cont)

	Name of employer/training provider/college
	

	Address
	

	Postcode
	

	Telephone number 
	

	Type of business
	

	Number of staff
	

	Structure of organisation

(include chart or diagram if available)
	


Contents checklist 
You might also find it useful to complete the following checklist as you work your way through your portfolio. This will help you to see if you have included all the relevant items. Once you have completed your portfolio, you will be able to use this checklist again as a contents page, by inserting the relevant page or section numbers in the right hand column.

	Section
	Completed
	Page/Section number

	Title page for the portfolio
	
	

	Personal profile
	
	

	Your own personal details
	
	

	A brief CV or career profile
	
	

	A description of your job
	
	

	Information about your employer/training provider/college
	
	

	Unit assessment plans
	
	

	Unit progress record
	
	

	Completed Element achievement records for each Unit 
	
	

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

	Evidence reference numbers included
	
	

	Index of evidence (with cross-referencing information completed)
	
	

	Evidence (with reference numbers)
	
	

	Observation records
	
	

	Details of witnesses (witness testimony sheets)
	
	

	Personal statements
	
	

	Products of performance
	
	


Index of evidence
	SVQ title and level 
	


	Evidence

number
	Description of evidence
	Included 

in portfolio 

(Yes/No)

If no, 

state location
	Sampled by the IV

(initials and date)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Personal statement

	Date
	Evidence 

index number
	Details of statement
	Links to other evidence 

(enter numbers)
	Units, Elements, PC, and Range

covered

	
	
	
	
	


	Candidate’s signature
	
	
	Date
	


Observation record

	Unit/Element(s)
	

	Candidate’s name
	

	Date of observation
	

	Evidence index number
	


	Skills/activities observed
	PC 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
	


Witness testimony 

	SVQ title and level
	

	Candidate’s name
	

	Evidence index no
	

	Where applicable, evidence 

number to which this testimony

relates
	

	Element(s)
	

	Range
	

	Date of evidence
	

	Witness name
	

	Designation/relationship to candidate
	

	Details of testimony
	


I can confirm the candidate’s performance was satisfactory.

	Witness signature
	
	
	Date
	


Witness (please tick the appropriate box):

 FORMCHECKBOX 

Holds L and D Unit 9D/9D1, A1/A2 or D32/D33 qualifications
 FORMCHECKBOX 

Is familiar with the SVQ standards to which the candidate is working

Record of questions and candidate’s answers

	Unit
	

	Element(s)
	

	Evidence index number
	

	Circumstances of assessment

	

	List of questions and candidate’s responses

	Q
	

	A
	

	Q
	

	A
	

	Q
	

	A
	

	Q
	

	A
	

	Q
	

	A
	


	Assessor’s signature
	
	
	Date
	

	
	
	
	
	

	Candidate’s signature
	
	
	Date
	


This is the UNIT title — it describes a role and task.





This is the ELEMENT title.  It describes part of the main role and task.





PERFORMANCE CRITERIA set out the standard of performance you need to demonstrate consistently to claim competence in a particular Element.





The RANGE defines the various circumstances in which you must be able to prove you are competent.





You must cover all of the items in the Range Statement.





The KNOWLEDGE AND UNDERSTANDING Requirements state what you must know and understand and how this knowledge applies to your job.





Circle the reference numbers as you complete each Unit.  You can then easily see what stage you have reached in your SVQ.





This section of the form is for your assessor to sign each time you successfully achieve a Unit.





These numbers relate to your Evidence Index and will allow your assessor to find your evidence easily.





Candidates should enter which areas of Knowledge and Understanding that piece of evidence covers. 





As you collect your evidence for assessment you should tick the relevant boxes. There is a box which represents each Performance Criterion and Range in the Element.








Give a brief description of the evidence you are offering for assessment against each Performance Criterion, Range and piece of Knowledge and Understanding.








