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SVQ IT Practitioner/Professional 
Levels 1-5

Evidence Requirements 
Imported Units
Learning & Development Standards Evidence Requirements
Unit L3

Identify individual learning aims and programmes

Evidence Requirements

A record showing how you reviewed learning and development achievements and opportunities for two individual learners.

plus

One record of an observation by an assessor or a witness. (This witness must have been agreed by the assessor prior to the observation taking place).

plus

One learning programme for each of the individuals covered by the record.

The record must state how you:

· reviewed the current and past achievements with the learner

· gave individuals suitable materials and facilities to help them identify their learning requirements

· identified the individual’s preferred learning styles

· used appropriate types of initial assessments that helped the learner to make a realistic judgement of their achievements and future learning needs

· reviewed alternative learning and development programme and learners needs

· helped the learner to choose an appropriate programme and identify their learning priorities to succeed in that programme

· refer learners to other sources if they need more information

· identified the resources available within the organisation for delivering learning and development needs

· refer learners to other organisations if your own learning and development programme cannot meet their needs

The learning programme must show how you:

· promote the individual’s ability to learn and succeed

· made a record of any outcomes and actions you or the learner have agreed to take

The observation must show how you:

· encouraged the learner to ask questions and express their views on their learning needs

· gave constructive feedback to the learning on their expectations and the development 

· opportunities available to them

· gave the relevant information in a way which helps them to make an informed choice about their needs

· confirmed the learner’s needs and expectations

In preparing the record you should consider the following:

· how to introduce, promote and negotiate learning programmes with learners

· how to identify issues of equal opportunities and practices that do not discriminate against other people in promoting individual learning

· how to use appropriate interviewing and questioning techniques

· how to use developments in technology and e-learning in the process of identifying the competence and needs of learners

· how to decide whether the language you will be using is appropriate for individual learners

· how to apply organisation’s policy on confidentiality and data protection

· how to record and store information

· how to identify the information other people need to take the action plan forward

· how to evaluate developments in education, training and qualifications which have a direct effect on the design of learning

· how to identify the external influences on putting learning and development policies into practice, including economic, social and political

· how to analyse and use developments in learning and new ways of delivery, including technology-based assessment and e-learning support
Unit L5

Agree learning programmes with learners

Evidence Requirements
One record of an observation by an assessor or a witness. (This witness must have been agreed by the assessor prior to the observation taking place).

plus

One record on how you review and agree learning programmes with at least two learners.

The observation must show how you:

· negotiate learning programmes with learners which are based on an accurate assessment of their learning needs, capabilities, goals and learning situation

· explain what learning opportunities, methods and resources are available to learners, including technology-based learning

· identify and explain the boundaries of negotiation and the limits on the options available to learners

· explain to learners how they can progress from the learning programme

· explain and discuss ways you expect to work with learners

· give learners enough information about learning programmes in a way which allows them to make 

· informed decisions and meets their needs

· encourage learners to express their wishes and concerns and to ask questions

· identify an deal with any disagreements with learners about learning programmes in a way which maintains an effective learning relationship

· explain and agree with learners how you will use information from the review

· use appropriate methods of carrying out reviews within agreed timescales

The record must show how you:

· encourage learners to comment on the learning programme

· identify any issues on the confidentiality of information learners have given you and agree how you will handle sensitive information

· interpret information and views about the learning programme in a way that you can justify, record, pass on and use the results of the review as agreed

· make suitable changes with learners and the other people involved in delivering the learning programme

In preparing for the observation and the record you need to consider the following:

· how to use self-directed learning within the design process, based on technology-based delivery and e-learning support

· how to identify and agree the roles and responsibilities of practitioners and learners

· how to identify and explain how learners can progress and which options are available to them to gain qualifications

· what the organisation’s confidentiality policies and other policies cover

· how reviews fit into the process of improving the quality of the service offered to learners

· how to apply issues of equal opportunities and practices that do not discriminate against people

· how to apply health, safety and environmental protection legislation and good practice

· how to identify and evaluate changes and developments in technology and e-learning and their relevance to how the organisation delivers learning and development

· how to evaluate the effect of the size of groups and the different needs of group members on the options for the learning programme

· how to put information in order and decide whether the language you will be using is appropriate for individual learners

· how your own opinion is likely to affect your interpretation of results and how to avoid this

· how to follow external requirements for learning contracts and plans

· how to analyse and use developments in learning and new ways of delivery, including technology-based delivery and e-learning support.
Unit L6

Develop training sessions

Evidence Requirements
One training plan for an individual.

plus

One training plan for a group which identifies the aims and objectives and options for the delivery of the sessions.

plus

One record of questions your assessor asked you which explored the different ways you could deliver the session. 

Note: This refers to 6.1 (C).

The training plans must show how you:

· identified the purpose and necessary outcomes for the training session

· identified the different ways of delivering the session

· considered the appropriate use of technology-based delivery and e-learning

· produced specific aims and objectives for the session

· chose appropriate ways of delivering the session to meet the specific aims and objectives including a range of appropriate techniques and activities throughout the session including technology–based learning

· ensured the methods you have chosen will promote equal opportunities and access

The training plans must also show how you identified:

· the resources needed to deliver the session

· the availability of the learning materials

· an appropriate method of evaluating the effectiveness of the session against the aims and objectives

In preparing the record you should consider the following:

· how to monitor and review learners’ progress in the session

· how to identify and evaluate changes and developments in technology and e-learning and their relevance to how the organisation delivers learning and development

· how to identify and use an appropriate place and environment for effective learning

· how to assess which materials are the most suitable for learners

· how to evaluate developments in education, training and qualifications which have a direct effect on the design of learning sessions

· how to analyse and use developments in learning and new ways of delivery, including technology-based delivery and e-learning support
Unit L10
Give presentations to groups

Evidence Requirements
One record of how you prepare to give presentations to groups

plus

Records of two observations by an assessor or a witness of you giving presentations to two different 

groups. (The witness must have been agreed by the assessor prior to the observation taking place).

The record must show how you:

· take account of the size and different needs of the people in the group when deciding on how to deliver the presentation

· recognise individual needs and learning styles

· choose visual aids to support the information you are presenting

· choose exercises and activities which will reinforce the main areas of the presentation

The observation must show how you:

· presented information in a tone, manner and speed which was appropriate to the needs and capabilities of the learning

· responded to individual needs and learning styles

· used visual aids

· encouraged learners to ask questions and get explanations at appropriate stages in the presentation

· gave clear and accurate information to reinforce learning points in the presentation

· reduced distractions and disruptions as much as possible

· ensured group members understood the aims and expected outcomes of the exercises and activities

· gave clear guidance and instructions on how to take part in the exercises and activities

· ensured that the manner, level and speed of communication throughout the process encouraged the learner to take part and understand

· got involved in the exercises and activities to make sure they were effective

· gave learners positive feedback on the process and learning outcomes

In preparing for the observation and the record you should consider the following:

· how to identify and evaluate changes and developments in technology and e-learning and whether they are relevant to delivering learning and development

· how to make sure everybody acts in line with health, safety and environmental protection legislation and best practice

· how to evaluate developments in education, training and qualifications which have a direct effect on the design of learning materials

· how to analyse and use developments in learning and new ways of delivery, including technology-based learning.

Unit L11
Enable learning through demonstrations and instruction

Evidence Requirements
One record of the activity to be demonstrated

plus

Records of two observations by an assessor or a witness. (This witness must have been agreed by the assessor prior to the observation taking place).

These must cover at least one demonstration and one instruction or a combination of both.

The record must show how you:

· decided on the sequence of the demonstration

· ensure that the demonstration is accurate and realistic

· identified which learning outcomes will be achieved

· will ensure a safe environment for the demonstration and allow all learners to see the demonstration clearly

The observation must show how you:

· structured the demonstration so the learner got the most out of it

· encouraged learners to ask questions and get explanations at appropriate stages in the demonstration

· gave learners the opportunities to practice the skill being demonstrated

· gave them positive feedback

· reinforced learning by repeating demonstration

· responded to the needs of learners during the demonstration

· reduced distractions and disruptions as much as possible

· matched instruction to the needs of the learners

· ensured that the manner, level and speed of the instruction encourages learners to take part

· regularly check that learners understand and adapt instruction as appropriate

· gave learners positive feedback on the learning experience and the outcomes achieved

· identified anything that prevented learning and reviewed this with the learners

In preparing the record you should consider the following:

· which types of learning are best achieved and supported through demonstrations

· how to choose between demonstration and instruction as learning methods

· how to identify individual learning needs

· which factors are likely to prevent learning and how to overcome them

· how to choose and prepare appropriate materials, including technology-based materials

· which types of learning are best achieved and supported through instruction

· how to make sure everybody acts in line with health, safety and environmental protection legislation and best practice

· how to analyse and use developments in learning and new ways of delivery, including technology-based learning

Unit L12
Enable individual learning through coaching

Evidence Requirements
Records for two individual learners which identifies the support you give through coaching.

plus

One record of an observation by an assessor or a witness for a coaching session with an individual learner. (This witness must have been agreed by the assessor prior to the observation taking place).

The record must show how you:

· identified individual needs and learning styles

· chose a style of coaching which meets the learning objectives of the organisation

· analysed the skills needed and the order they need to be learned in

· regularly checked that learners are making progress towards learning outcomes

· altered coaching in the light of learners progress and feedback

· identified anything that prevents learning and reviewed this with learners

· gave learners the opportunities to practice skills, apply their knowledge and get experience in a structured way

· considered using technology-based support for learners including e-support

· identified opportunities for learners to achieve agreed learning objectives

· identified opportunities to use different learning opportunities

The observation must show how you:

· coached in a manner and speed which is appropriate to learners

· gave learners positive feedback on the learning process and progress towards meeting their agreed objectives

· gave learners feedback on any alterations to the coaching

· reviewed with the learners anything which prevents their learning

· identified opportunities to use different learning opportunities and agreed action with learners

· gave learners clear and accurate information on the resources available to help them apply their learning

· gave learners positive feedback on the learning experiences and the outcomes achieved

· reviewed with the learners anything which prevents their learning

· explained to learners the ongoing support that is available to them

In preparing for the observation and the record you should consider the following:

· how to put information in order and decide whether the language you will be using is appropriate for individual learners

· which types of learning are best achieved and supported through coaching

· how to structure learning activities

· how to recognise the things that are likely to prevent learning and how to overcome them

· how to make sure that everyone acts in line with health, safety and environmental protection legislation and best practice

· how to analyse and use developments in learning and new ways of delivery, including technology-based learning.

Unit L13
Enable group learning

Evidence Requirements
One record of an observation of managing and enabling group learning by an assessor or a witness. (This witness must have been agreed by the assessor prior to the observation taking place)

plus

One record of how you managed the group.

plus

One record of questions your assessor asked you using hypothetical context.

Note: This refers to 13.1 (e and g).

The record must show how you:

· used an appropriate range of skills to enable and manage learning within the group

· found a balance between the tasks the group had to achieve and the group process

· challenged behaviour in groups that discriminated against people

· adapted group activities to the size and different needs of the people in the group

· encouraged members to identify the things which contributed to individual and group learning within the group

The observation must show how you:

· encouraged all members of the group to take part effectively

· ensured that the manner, level and speed of communication was appropriate for group members

· challenged behaviour that discriminated against people in the group

· used the power, authority and influence within the group to improve learning

· managed any differences within the group so that all members of the group can continue to learn

· agree the purpose, processes and intended outcomes of group activity with the group

· get involved in group activities, when necessary to improve the learning process

· encourage members to identify the things which contribute to individual and group learning within the group

· monitor the progress of individuals within the group in an appropriate way

· give members feedback on the progress they have made and the process of learning within the group

· manage the timing and speed of group activities effectively

· identify and manage the dynamics of the group activity effectively

In preparing for the record and for the observation you should consider the following:

· which learning situations are appropriate for group work activities

· how to identify the typical roles groups perform in learning situations

· how to identify and manage the group dynamics in learning situations in terms of formation, maintenance and closing

· how to deal with issues of power and authority in groups

· how learning and group processes affect each other

· how to identify and manage equal opportunities issues and practices that do not discriminate in group activities

· how to manage the different learning styles of learners in groups

· how to interpret non-verbal communication

· how to put information in order and decide whether the language you will be using is appropriate for individuals within the group

· how to recognise and manage the different aspects of group dynamics

· how to ensure that everyone acts in line with health, safety and environmental protection 

· legislation and best practice

Unit L14
Support learners by mentoring in the workplace

Evidence Requirements
A mentoring plan for each of two individual learners

plus

One record of how you prepare to mentor learners in the workplace

plus

A record of an observation of you mentoring learners by an assessor or a witness. (This witness must have been agreed by the assessor prior to the observation taking place).

The record must show how you will:

· explain your role as a mentor in the workplace and the activities everyone will perform

· identify how mentoring can contribute to the training programme in the workplace

· identify the resources and facilities needed to perform your role as a mentor

· explain the relationship between the mentor, the people the mentor is helping and other people in the organisation

· identify sources of information and support to help you in your role as mentor

· agree to keep the ethical code for mentoring in your organisation

· set aside enough time for each mentoring session

· help trainees to express and discuss ideas and any concerns affecting their experience in the workplace

· give trainees information and advice that will help them to be effective in the workplace

· give trainees the opportunities which help them understand and adapt to the working environment

· identify ways of developing trainees’ confidence in performing activities in the workplace

· help trainees take increasing responsibility for developing their skills in the workplace

· give trainees the opportunities to get experience in the workplace to increase their confidence and self-development

· help trainees look at issues from an unbiased point of view that helps them make informed choices

· identify when the mentoring relationship needs to change to still be effective

· identify when the mentoring relationship has reached its natural end, and review the process with the trainee

· plan how to provide extra support and help

The mentoring plan must show:

· when, where and how often mentoring sessions should be arranged to ensure an appropriate environment for mentoring

· the prepared documents and activities which will help your trainees in the early stages of mentoring

The observation must show how you:

· behaved in a way that showed you accept the trainee you are supporting

· discussed, explained and agreed the roles and expectations involved in the mentoring relationship

· gave trainees honest and constructive feedback

The observation must also show how you agreed:

· the aims of the mentoring process and the rules that you will both work within

· the mentoring support which will help trainees meet the needs of their workplace programme

· the boundaries of the mentoring relationship and how they will be recognised and maintained

· with trainees where and how often mentoring sessions take place

· how progress and any problems will be reviewed during mentoring sessions

· any changes with the trainee

· what extra support and help the trainee needs or can access

In preparing the mentoring plans, the record and for the observation you should consider the 

following:

· how to give an overview of the training programme and see how the different areas of the workplace fit together

· how to show you use good practice in the workplace

· how to identify and use sources of support

· how to identify and apply an appropriate code of practice for mentoring which deals with commitment to best practice

· recognising the limits of your own experience and competence

· setting and maintaining boundaries within the mentoring relationship

· being open and truthful within the mentoring relationship

· monitoring and evaluating your own performance throughout the mentoring process

· using appropriate sources of support

· managing differences between your own values and beliefs and the agreed ethical code

· answering to the trainee and their organisation for your mentoring activities

· how to realistically assess the technical and personal skills needed in acting as a mentor to a trainee

· how to agree you will keep information confidential during the mentoring process

· how to identify and apply responsibilities in relation to health, safety and environmental protection legislation

· how to agree rules on confidentiality and data protection within the mentoring relationship

Unit L15
Support and advise individual learners

Evidence Requirements
One record of how you give individual learners guidance to help them plan their learning.

plus

One record of an observation of you advising one individual learner by an assessor or a witness. (This witness must have been agreed by the assessor prior to the observation taking place.) 

plus

One record of assessor questioning of how you considered ILT alternatives and how you support and advise learners other than those you are presently working with.

plus

One record of questions your assessor asked you about what ILT alternatives you considered and also using hypothetical context.

Note: Discuss with learners an appropriate use of technology-based methods to support their learning. Identify and deal with any difficulties learners have in managing their learning and give them guidance on how to overcome the difficulties.

The record must show how you:

· identify the types of guidance learners are likely to need when they are planning their learning

· take account of each learner’s personal circumstances, beliefs, capabilities, aspirations and learning situation

· ensure you give advice in a way which encourages the learner to develop and make their own decisions

· give learners unbiased information and advice

The observation must show how you:

· agreed with the learner the sort of guidance they want

· referred the learner to other sources of guidance if they need it

· gave the learner advice and guidance on learning opportunities and methods, qualification routes and progression

· gave guidance appropriate to the learner

· gave advice in a way which encouraged the learner to develop and make their own decisions

· identified and agreed the learner’s need for advice

· identified which areas the learner needs to be responsible for in order to achieve their learning objectives

· helped the learner identify the competencies and resources they will need to manage their own learning

· gave the learner guidance on how to develop their ability to manage their own learning

· explained to the learner the ongoing support that is available to them

In preparing the record and for the observation you should consider the following:

· how to identify and evaluate the things that affect learners’ ability to plan their own learning

· how people learn how to identify issues of equal opportunities and practices that do not 

· discriminate against other people in relation to learning support

· how to identify and evaluate the potential of using technology to support learners

· how to find out the views of learners

· how to identify and resolve difficulties in supporting learners, including different values and beliefs

· how to identify and maintain a database of referral sources an procedures

· how to identify and work within your own limits of competence in relation to managing learning

· how to identify and give details of routes for progression and further learning opportunities

· how to ensure that everyone acts in line with health, safety and environmental protection legislation and best practice

· how to identify and apply relevant legislation to individuals’ rights

· how to analyse and use developments in learning and new ways of delivery, including technology-based learning

Unit L16
Review progress with learners

Evidence Requirements
A record of an observation by an assessor or a witness. (This witness must have been agreed by the assessor prior to the observation taking place.)

plus

A record of how you monitored and reviewed progress with:

· an individual

· a group

The record must show how you:

· based your reviews of progress on the view of learners and your assessment of progress to date

· checked that the information you use in the review with learners is accurate and unbiased

· matched information to learning objectives to see what learners have achieved

· identified new learning needs and objectives

· identified and agreed any changes to the learning programme as a result of the review

· record, pass on and use the results of the review

The observation must show that you:

· checked that the information you used in the review was accurate

· encouraged learners to express their views on their own progress

· gave learners positive feedback

· agreed any changes to the learning programme with the learner

In preparing the record you should consider the following

· how to encourage individuals and groups to take part in the review process

· how to prioritise and summarise information correctly

· how to use information technology to keep records

· how to apply interview and discussion techniques

· how to ensure that everyone acts in line with health, safety and environmental protection legislation and best practice

· how to identify and apply relevant legislation to individuals’ rights

Unit L20
Support competence achieved in the workplace

Evidence Requirements
An action plan for each of two members of staff which has been agreed by them

plus

A record of observation of you assessing performance in the workplace by an assessor or a witness. (This witness must have been agreed by the assessor prior to the observation taking place)

plus

A record of how you reached your performance decisions

plus

A review plan for each of the two staff members which have been agreed by them.

The action plans must show how you:

· agreed the tasks to be observed with the staff member, when the observation will take place and the standards they are expected to achieve

· advised the staff members what evidence to collect

The observation must include how you:

· sought agreement from others you identified who may be affected by your assessments

· watched the staff members performance safely and identified where they have met the agreed standards

· asked questions to check knowledge and understanding

· ensured authenticity of evidence provided by the candidate

· confirmed your performance decisions prior to giving feedback

· ensured the staff member understood your performance decision

The observation must include feedback to the staff member which:

· was at an appropriate time and place

· was as soon as practicable after their assessment

· was clear and useful

· was constructive and encouraging

· identified any further training or development needs

· inform staff how they can improve their performance if necessary

The record of performance decisions (for both members of staff) must show how you:

· reached your decisions

· identified areas where staff have met the required standards

· identified areas where staff have not met the required standards and further evidence is required

You need to note:

· what you will do if the staff member does not agree with your decisions about their performance

· who requires these records and how/where are they kept

The review plan must show follow up actions and next steps you and the staff member have agreed on.

In preparing to support competence in the workplace you should consider the following:

· how to ensure that legal requirements to protect the environment and the health and safety are met during the assessment process

· how to take account of the assessment requirements of awarding bodies and others when assessing competence in the workplace

· who to involve when you have a problem making an assessment judgement, and the procedures you should follow

Management Standards Evidence Requirements

Unit A4

Contribute to Improvements at Work

A4.1

Improve Work Activities

Evidence requirements 

You must prove that you improve work activities to the National Standard of competence. 

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that your work in this area involves at least two of the following types of relevant people
· higher-level managers or sponsors 

· colleagues working at the same level as yourself 

· specialists. 

You must also show evidence that you use at least two of the following types of monitoring methods

· by direct observation 

· by considering oral information 

· by considering written information. 

You must also show evidence that you gather information on both of the following types of trends and developments
· inside your organisation 

· outside your organisation. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of relevant people and monitoring, listed above.
A4.2

Recommend Improvements to Organisational Plans

Evidence requirements 

You must prove that you recommend improvements to organisational plans to the National Standard of competence. 

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you make both of the following types of recommendations
· spoken 

· written. 

You must also show evidence of both the following types of discussions
· one-to-one 

· group meetings.

Unit A5

Manage Change in Organisational Activities

A5.1

Identify Opportunities for Improvements in Activities

Evidence requirements 

You must prove that you identify opportunities for improvements in activities to the National Standard of competence. 

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria. 

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element. 

You must show evidence that you use at least two of the following types of monitoring methods 

· direct observation 

· considering oral information from others 

· examining written information from others. 

You must show evidence that you provide information on identified improvements to at least two of the following types of relevant people 

· team members 

· colleagues working at the same level 

· higher-level managers or sponsors 

· specialists. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of monitoring and relevant people, listed above. 
A5.2
Evaluate Proposed Changes for Benefits and Disadvantages

Evidence requirements 

You must prove that you evaluate proposed changes for benefits and disadvantages to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you use both of the following types of analysis
· qualitative 

· quantitative. 

You must show evidence that you can involve at least three of the following types of relevant people
· team members 

· colleagues working at the same level as yourself 

· higher-level managers or sponsors 

· people outside your organisation 

· specialists. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of relevant people, listed above.
A5.3
Plan the Implementation of Change in Activities

Evidence requirements 

You must prove that you plan the implementation of change in activities to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you can involve at least three of the following types of relevant people
· team members 

· colleagues working at the same level as yourself 

· higher-level managers or sponsors 

· people outside the organisation 

· specialists. 

You must show evidence that you identify and evaluate at least one of the following types of obstacles
· internal 

· external. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of relevant people and obstacles, listed above. 
A5.4
Agree the Introduction of Change

Evidence requirements 

You must prove that you agree the introduction of change to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you can involve at least three of the following types of relevant people
· team members 

· colleagues working at the same level as yourself 

· higher-level managers or sponsors 

· people outside the organisation 

· specialists. 

You must show evidence that you carry out at least one of the following types of negotiations
· spoken 

· written. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of relevant people or negotiations, listed above.
A5.5
Implement Changes in Activities

Evidence requirements

You must prove that you implement changes in activities to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you use at least two of the following types of monitoring methods

· direct observation 

· considering oral information 

· examining written information. 

You must show evidence that you use both of the following types of evaluation
· quantitative 

· qualitative. 

You must also show evidence that you can involve at least three of the following types of relevant people
· team members 

· colleagues working at the same level as yourself 

· higher-level managers or sponsors 

· people outside the organisation 

· specialists. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of monitoring and relevant people, listed above. 

Unit B1

Support the Efficient Use of Resources

B1.1

Make Recommendations for the Use of Resources

Evidence requirements 
You must prove that you consistently make recommendations for the use of resources to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you seek information from, and make recommendations to, at least two of the following types of relevant people 

· team members 

· colleagues working at the same level 

· higher-level managers or sponsors. 

You must also show evidence that you make both of the following types of recommendations
· short term 

· medium term. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of relevant people, listed above.
B1.2

Contribute to the Control of Resources

Evidence requirements 
You must prove that you contribute to the control of resources to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you give opportunities to take responsibility for the efficient use of resources to at least one of the following types of relevant people
· team members 

· colleagues working at the same level as yourself. 

You must show evidence that you take at least two of the following types of corrective action
· altering activities 

· modifying the use of resources 

· re-negotiating allocation of resources. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of relevant people and corrective action, listed above.

Unit B2

Manage the Use of Physical Resources
B2.1

Plan the Use of Physical Resources

Evidence requirements 

· You must prove that you plan the use of physical resources to the National Standard of competence. 

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you seek information from, and present plans to, at least two types of the following relevant people
· team members 

· colleagues working at the same level 

· higher-level managers or sponsors 

· people outside your organisation. 

You must also show evidence of two of the following types of plans
· short term 

· medium term 

· long term. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of relevant people and plans, listed above.

B2.2

Obtain Physical Resources
Evidence requirements

You must prove that you obtain physical resources to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you make both of the following types of requests
· spoken 

· written. 

You must show evidence that you can make and agree amendments to your plans with two of the following types of relevant people
· team members 

· colleagues working at the same level as yourself 

· higher-level managers or sponsors 

· people outside your organisation. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of relevant people, listed above.

B2.3

Ensure Availability of Supplies

Evidence requirements 

You must prove that you ensure availability of supplies to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you obtain one of the following types of supplies
· goods 

· services. 

You must show evidence that you work with one of the following types of suppliers
· those inside your organisation 

· those outside your organisation. 

You must show evidence that you use two of the following types of monitoring
· direct observation 

· considering oral information from others 

· considering written information from others. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of supplies, suppliers and monitoring, listed above. 

B2.4

Monitor the Use of Physical Resources

Evidence requirements 

You must prove that you monitor the use of physical resources to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you use two of the following types of monitoring
· your own observation 

· considering oral information from others 

· considering written information from others. 

You must also show evidence that you can take at least two of the following types of corrective action
· altering activities 

· modifying the use of physical resources for activities 

· renegotiating the allocation of physical resources. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of monitoring and corrective action, listed above. 

Unit B3

Manage the Use of Financial Resources

B3.1

Make Recommendations for Expenditure

Evidence requirements 

You must prove that you make recommendations for expenditure to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you involve at least two of the following types of relevant people
· team members 

· colleagues working at the same level 

· higher-level managers or sponsors 

· financial specialists. 

You must also show evidence that your recommendations cover at least two of the following types of expenditure
· supplies 

· people 

· overhead expenses 

· capital equipment. 

You must also show evidence that you consider at least both of the following types of alternative options
· other courses of action to achieve the same results 

· other ways of funding the same course of actions. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of relevant people and expenditure, listed above. 

B3.2

Control Expenditure against Budgets

Evidence requirements 

You must prove that you control expenditure against budgets to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you use at least two of the following types of monitoring
· by considering oral information 

· by considering written information 

· by examining financial information. 

You must show evidence that you control at least two of the following types of expenditure
· supplies 

· people 

· overhead expenses 

· capital equipment. 

You must also show evidence that you take at least two of the following types of corrective action:

· altering activities 

· rescheduling expenditure 

· altering budget allocations within the limits of your responsibility 

· renegotiating budgets. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of monitoring, expenditure and corrective action, listed above.

Unit B4

Determine the Effective Use of Resources
B4.1

Make Proposals for Expenditure on Programmes of Work

Evidence requirements

You must prove that you make proposals for expenditure on programmes of work to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you seek contributions from two of the following types of relevant people
· team members 

· colleagues working at the same level 

· higher-level managers or sponsors 

· financial specialists 

· people outside your organisation. 

You must show evidence that your proposals cover expenditure on two of the following types of items

· supplies of goods 

· supplies of services 

· people 

· overhead expenses 

· capital equipment 

· premises. 

You must also show evidence that you make both of the following types of proposals
· medium term 

· long term. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of relevant people and expenditure, listed above.
B4.2

Agree Budget Programmes of Work

Evidence requirements 

You must prove that you agree budgets for programmes of work to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you agree both of the following types of budgets
· for programmes of work within your area of responsibility 

· for sharing of overhead charges with others. 

You must show evidence that you can involve two of the following types of relevant people in negotiations and provide them with information on budget decisions

· team members 

· colleagues working at the same level as yourself 

· higher-level managers or sponsors 

· financial specialists 

· people outside your organisation. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of relevant people, listed above.
B4.3

Control Expenditure and Activities against Budgets

Evidence requirements 

You must prove that you control expenditure and activities against budgets to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you control both the following types of budgets
· for programmes of work in your area of responsibility 

· for the sharing of overhead charges with others 

You must show evidence that you use two of the following types of monitoring
· considering oral information from others 

· examining written information from others, or 

· examining financial information 

You must show evidence that you control expenditure on two of the following types of items

· supplies of goods 

· supplies of services 

· people 

· overhead expenses 

· capital equipment 

· premises 

You must also show evidence that you use two of the following types of corrective action
· altering activities 

· rescheduling expenditure 

· altering budget allocations within limits of responsibility 

· renegotiating budgets. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of budgets, monitoring, expenditure and corrective action, listed above.
Unit C7

Contribute to the Selection of Personnel for Activities

C7.1

Contribute to identifying personnel requirements

Evidence requirements 

You must prove that you contribute to identifying personnel requirements to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you contribute to identifying requirements for at least four of the following types of personnel
· internal /external 

· permanent /temporary 

· full-time /part-time 

· paid /voluntary. 

You must also show evidence that you contribute to identifying all of the following types of requirements
· skills 

· knowledge 

· personal attributes. 

You must also show evidence that you take account of at least two of the following types of work objectives and constraints
· work plans, targets and commitments 

· staff availability 

· organisational values and policies 

· financial considerations 

· industry-specific requirements. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of personnel and work objectives and constraints, listed above.
C7.2

Contribute to Selecting required Personnel

Evidence requirements 

You must prove that you contribute to selecting required personnel to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must also show evidence that you contribute to the selection of at least four of the following types of personnel
· internal / external 

· permanent / temporary 

· full-time / part-time 

· paid / voluntary. 

You must also show evidence that you contribute to at least two of the following types of assessment and selection methods
· analysis of written applications 

· interviews 

· tests of work skills. 

You must also show evidence that you make your selection suggestions to at least two of the following types of authorised people
· colleagues working at the same level 

· higher-level managers or sponsors 

· personnel specialists 

· members of the selection board. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of methods, personnel and authorised people, listed above. 
Unit C8

Select Personnel for Activities
C8.1

Identify Personnel Requirements

Evidence requirements 

You must prove that you identify personnel requirements to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you identify requirements for at least four of the following types of personnel
· internal / external 

· permanent / temporary 

· full-time / part-time 

· paid / voluntary. 

You must also show evidence that you involve at least two of the following types of authorised people
· team members 

· colleagues working at the same level as yourself 

· higher-level managers or sponsors 

· personnel specialists 

· members of the selection team. 

You must also show evidence that you develop all of the following types of specifications
· key purpose of the posts 

· individual and team roles and responsibilities 

· required individual and team competencies 

· other details specific to the organisation. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of personnel and authorised people, listed above. 
C8.2

Select Required Personnel

Evidence requirements

You must prove that you select required personnel to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you select at least four of the following types of personnel
· internal /external 

· permanent / temporary 

· full-time / part-time 

· paid / voluntary. 

You must also show evidence that you obtain and assess at least four of the following types of information
· biographical data 

· letters 

· references 

· interview responses 

· presentations 

· results of work skill tests 

· results of knowledge tests. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of personnel and information, listed above. 

Unit C9

Contribute to the Development of Teams and Individuals

C9.1

Contribute to the Identification of Development Needs

Evidence requirements

You must prove that you contribute to the identification of development needs to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you identify both of the following types of development needs
· to meet team objectives 

· to meet individual aspirations. 

You must also show evidence that you present the necessary information to at least two of the following types of authorised people
· team members 

· colleagues working at the same level as yourself 

· higher-level managers or sponsors 

· specialists. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all aspects of the authorised people, listed above. 
C9.2

Contribute to Planning the Development of Teams and Individuals
Evidence requirements 

You must prove that you contribute to planning the development of teams and individuals to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that your contributions meet both of the following types of development needs
· to meet organisational objectives 

· to meet individual aspirations. 

You must also show evidence that you present your contributions to at least two of the following types of authorised people
· team members 

· colleagues working at the same level as yourself 

· higher-level managers or sponsors 

· specialists. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of authorised people, listed above.
C9.3

Contribute to Development Activities

Evidence requirements

You must prove that you contribute to development activities to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you make at least three of the following types of contributions
· providing information to team members 

· instructing team members in aspects of their work 

· skills training 

· providing learning opportunities at work 

· providing feedback on their work. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of contributions, listed above.
C9.4

Contribute to the Assessment of People against Development Activities

Evidence requirements 

You must prove that you contribute to the assessment of people against development objectives to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that your assessments have at least two of the following types of purpose
· identification of further training and development needs 

· evaluation of the effectiveness of the training and development process 

· appraisal of performance 

· recognition of knowledge, skills and competence at work. 

You must show evidence that you carry out at least two of the following types of assessments
· testing of knowledge and skills 

· observation of performance at work 

· appraisal discussions. 

You must also show evidence that you agree the purpose of and provide information about assessment to at least two of the following

· teams and individuals being assessed 

· higher-level managers or sponsors 

· colleagues working at the same level as yourself 

· specialists. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of purposes and assessments, listed above. 

Unit C10
Develop Teams and Individuals to Enhance Performance
C10.1

Identify the Development Needs of Teams and Individuals 

Evidence requirements 

You must prove that you identify the development needs of teams and individuals to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is only acceptable for performance criterion d) in this element.

You must show evidence that you identify both of the following types of development needs

· to meet organisational objectives 

· to meet individual aspirations. 

You must also show evidence that you identify development needs for at least four of the following types of personnel

· internal / external 

· permanent / temporary 

· full-time / part-time 

· paid / voluntary. 

You must also show evidence that you seek guidance from at least one of the following types of specialists

· within your organisation 

· from outside your organisation. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all aspects of personnel and specialists, listed above.
C10.2

Plan the Development of Teams and Individuals

Evidence requirements 

You must prove that you plan the development of teams and individuals to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is only acceptable for performance criterion e) in this element.

You must show evidence that your plans meet the development needs for at least four of the following types of personnel
· internal / external 

· permanent / temporary 

· full-time / part-time 

· paid / voluntary. 

You must also show evidence that you present your plans to at least two of the following types of relevant people
· team members 

· colleagues working at the same level as yourself 

· higher-level managers or sponsors 

· specialists. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of personnel and relevant people, listed above.
C10.3

Develop Teams to Improve Performance

Evidence requirements 

You must prove that you develop teams to improve performance to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you use at least two of the following types of development activities
· naturally occurring learning opportunities at work 

· specifically designed learning opportunities at work 

· formal training 

· informal training. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of development activities, listed above.
C10.4

Support Individual Learning and Development

Evidence requirements

You must prove that you support individual learning and development to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is only acceptable for performance criterion h) in this element.

You must show evidence that you provide at least two of the following types of support
· mentoring 

· coaching 

· provision of learning opportunities at work. 

You must also show evidence that you support at least one of the following types of individuals
· team members 

· colleagues working at the same level as yourself 

· people working in another team whom you have been asked to support 

· people working temporarily in your organisation. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of support and individuals, listed above. 
C10.5

Assess the Development of Teams and Individuals

Evidence requirements 

You must prove that you assess the development of teams and individuals to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you carry out assessments with at least two of the following types of purpose
· to identify further development needs 

· to evaluate the effectiveness of development processes 

· to appraise performance 

· to recognise knowledge, skills and competence at work. 

You must also show evidence that you carry out at least two of the following types of assessment
· testing of knowledge and skills 

· observing performance at work 

· assessing the contributions of colleagues and team members 

· taking part in appraisal discussions. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of purpose and assessment, listed above.
C10.6

Improve the Development of Teams and Individuals

Evidence requirements 

You must prove that you improve the development of teams and individuals to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you evaluate and improve at least two of the following types of development activities
· naturally occurring learning opportunities at work 

· specifically designed learning opportunities at work 

· formal training 

· informal training. 

You must also show evidence that you pass on your recommendations to at least two of the following types of relevant people
· team members 

· colleagues working at the same level 

· higher-level managers or sponsors 

· specialists. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of development activities, and relevant people, listed above.
Unit C12
Lead the Work of Teams and Individuals to Achieve their Objectives
C12.1

Plan the Work of Teams and Individuals

Evidence requirements 

You must prove that you plan the work of teams and individuals to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you involve and plan work for at least one of the following types of team members
· people for whom you have line responsibility 

· people for whom you have functional responsibility. 

You must also show evidence that you develop both of the following types of plans
· short-term 

· medium-term. 

You must also show evidence that you take account of all of the following types of organisational constraints
· organisational objectives 

· organisational policies 

· resources. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of team members, listed above.
C12.2

Assess the Work of Teams and Individuals

Evidence requirements 

You must prove that you assess the work of teams and individuals to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that your assessments have at least two of the following types of purpose
· assuring that objectives have been achieved 

· assuring that quality and customer requirements have been met 

· appraising team or individual performance 

· recognising competent performance and achievement. 

You must also show evidence that you use at least one of the following types of assessment
· specific to one activity or objective 

· general to overall performance of the team or individual. 

You must also show evidence that you base your assessments on both of the following types of information
· qualitative 

· quantitative. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of purpose and assessment, listed above.
C12.3

Provide Feedback to Teams and Individuals on their Work

Evidence requirements 

You must prove that you provide feedback to teams and individuals on their work to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you provide both of the following types of feedback
· positive 

· negative. 

You must also show evidence that you use both of the following forms of feedback
· spoken 

· written. 

You must show evidence that you give feedback in at least two of the following types of situation
· during normal day-to-day activities 

· when required to maintain motivation, morale and effectiveness 

· during formal appraisals 

· at team meetings and briefings 

· during confidential discussions of work. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of situation, listed above.
Unit C13
Manage the Performance of Teams and Individuals
C13.1

Allocate Work to Teams and Individuals

Evidence requirements 

You must prove that you allocate work to teams and individuals to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is only acceptable for performance criterion h) in this element.

You must show evidence that you make allocations covering both of the following contexts

· normal working 

· emergencies. 

You must show evidence that you provide at least two of the following types of information
· spoken 

· written 

· graphical. 

You must also show evidence that you reach agreement with at least two of the following types of relevant people
· team members 

· colleagues working at the same level as yourself 

· higher-level managers or sponsors 

· customers 

· suppliers. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of information and relevant people, listed above.
C13.2

Agree Objectives and Work Plans with Teams and Individuals

Evidence requirements 

You must prove that you agree objectives and work plans with teams and individuals to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you involve and plan work with at least one of the following types of team member
· people for whom you have line responsibility 

· people for whom you have functional responsibility. 

You must show evidence that you agree at least two of the following types of objectives and work plans
· short-term 

· medium-term 

· long-term. 

You must also show evidence that you take account of all the following types of organisational constraints
· organisational objectives 

· organisational policies 

· resources. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of team member, and objectives and work plans, listed above.
C13.3

Assess the Performance of Teams and Individuals

Evidence requirements 

You must prove that you assess the performance of teams and individuals to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that your assessments have at least two of the following types of purpose
· assuring that objectives have been achieved 

· assuring that quality and customer requirements have been met 

· appraising team or individual performance 

· assessing performance for reward 

· recognising competent performance and achievement. 

You must show evidence that you use at least one of the following types of monitoring and assessment
· specific to one activity or objective 

· general to overall performance of the team or individual. 

You must show evidence that you use both of the following types of information
· qualitative 

· quantitative. 

You must also show evidence that you take account of all the following types of organisational constraints
· organisational objectives 

· organisational policies 

· resources. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of purpose, monitoring and assessment, listed above.
C13.4

Provide Feedback to Teams and Individuals on their Performance
Evidence requirements 

You must prove that you provide feedback to teams and individuals on their performance to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you provide both of the following types of feedback
· positive 

· negative. 

You must show evidence that you use both of the following forms of feedback
· spoken 

· written. 

You must also show evidence that you give feedback in at least three of the following types of situation
· during normal day-to-day activities 

· when required to maintain motivation, morale and effectiveness 

· during formal appraisals 

· at team meetings and briefings 

· during confidential discussions of work. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of situation, listed above. 
Unit C14
Delegate Work to Others

C14.1

Delegate Responsibility and Authority to Others

Evidence requirements

You must prove that you delegate responsibility and authority to others to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you delegate responsibility and authority to at least two of the following 

· individuals 

· teams 

· specific posts. 

You must also show evidence that you delegate at least two of the following types of responsibility and authority
· for all of a programme of work 

· for part of a programme of work 

· for a one-off action. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of responsibility and authority and delegation, listed above.
C14.2

Agree Targets for Delegated Work

Evidence requirements 

You must prove that you agree targets for delegated work to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you agree both of the following types of targets
· qualitative 

· quantitative. 

You must also show evidence that you agree the scope at least two of the following types of targets
· short-term 

· medium-term 

· long-term 

· stage targets. 

You must also show evidence that you agree targets for at least two of the following types of delegated work
· all of a programme of work 

· part of a programme of work 

· a one-off action. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of targets and delegated work, listed above.
C14.3

Provide Advice and Support for Delegated Work

Evidence requirements 

You must prove that you provide advice and support for delegated work to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you provide at least three of the following types of advice and support
· direct advice 

· referral to other sources of knowledge and expertise 

· hands-on assistance 

· development activities for those involved. 

You must also show evidence that you provide advice and support to at least two of the following 

· individuals 

· teams 

· specific posts. 

You must show evidence that you deal with at least two of the following types of problems
· disruption to specific pieces of work 

· disruption to the flow of goods and services 

· disruption to the supply of goods and services. 

You must also show evidence that your advice and support covers at least two of the following types of delegated work
· all of a programme of work 

· part of a programme of work 

· a one-off action. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of advice and support, problems, and delegated work, listed above.
C14.3

Provide Advice and Support for Delegated Work

Evidence requirements 

You must prove that you provide advice and support for delegated work to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you provide at least three of the following types of advice and support
· direct advice 

· referral to other sources of knowledge and expertise 

· hands-on assistance 

· development activities for those involved. 

You must also show evidence that you provide advice and support to at least two of the following 

· individuals 

· teams 

· specific posts. 

You must show evidence that you deal with at least two of the following types of problems
· disruption to specific pieces of work 

· disruption to the flow of goods and services 

· disruption to the supply of goods and services. 

You must also show evidence that your advice and support covers at least two of the following types of delegated work
· all of a programme of work 

· part of a programme of work 

· a one-off action. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of advice and support, problems, and delegated work, listed above.
C14.4

Promote and Protect Delegated Work and those who carry it out

Evidence requirements 

You must prove that you promote and protect delegate work and those who carry it out to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence that you use at least three of the following types of promotion and protection
· lobbying 

· maintaining the profile of the work and the people carrying it out 

· explaining the work in conversations and meetings 

· holding briefings 

· publications. 

You must show evidence that you promote and protect at least two of the following types of delegated work
· all of a programme of work 

· part of a programme of work 

· a one-off action. 

You must also show evidence that you counter at least one of the following types of threats
· from committees 

· from boards 

· from political groupings 

· from lobby groups 

· from the media. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of promotion and protection, delegated work and threats, listed above.
Unit C15
Respond to Poor Performance in the Team

C15.1

Help Team Members Who Have Problems Affecting their Performance

Evidence requirements 

You must prove that you help team members who have problems affecting their performance to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is only acceptable for performance criterion f) in this element.

You must show evidence that you help at least one of the following types of team members
· people for whom you have line management responsibility 

· people for whom you have functional responsibility. 

You must also show evidence that you help team members with at least one of the following types of problems
· arising from work-related factors 

· arising from external personal factors. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of team members and problems, listed above.
C15.2

Contribute to Implementing Disciplinary and Grievance Procedures

Evidence requirements 

You must prove that you contribute to implementing disciplinary and grievance procedures to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is acceptable for this element. 

You must show evidence that you provide both of the following types of information
· organisational 

· legal. 

You must also show evidence that you make at least one of the following types of contributions
· requested by others 

· on your own initiative. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of both types of contributions, listed above.
Unit C16
Deal with Poor Performance in Your Team

C16.1

Support Team Members Who Have Problems Affecting Their Performance

Evidence requirements 

You must prove that you support team members who have problems affecting their performance to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is only acceptable for performance criterion f) in this element.

You must show evidence that you help at least one of the following types of team members
· people for whom you have line management responsibility 

· people for whom you have functional responsibility. 

You must also show evidence that you help team members with at least one of the following types of problems
· arising from work-related factors 

· arising from external personal factors. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of team members and problems, listed above.
C16.2

Implement Disciplinary and Grievance Procedures
Evidence requirements 

You must prove that you implement disciplinary and grievance procedures to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is acceptable for this element.

You must show evidence that you provide both of the following types of information
· organisational 

· legal.

C16.3
Dismiss Team Members Whose Performance is Unsatisfactory

Evidence requirements 

You must prove that you dismiss team members whose performance is unsatisfactory to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is acceptable for this element.

You must show evidence that you cover one of the following types of reason for dismissal
· sub-standard work 

· gross misconduct. 

You must also show evidence that you seek advice from at least one of the following types of relevant people
· colleagues working at the same level 

· higher-level managers 

· specialists. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of reasons for dismissal and relevant people, listed above.
Unit D2

Facilitate Meetings

D2.1

Lead Meetings

Evidence requirements 

You must prove that you lead meetings to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence of leading meetings with two of the following purposes
· information giving 

· consultation 

· decision making. 

You must also show evidence of leading one of the following types of meeting
· involving people from within your organisation 

· involving people outside your organisation. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of purposes and meetings, listed above.
D2.2
Make Contributions at Meetings

Evidence requirements 

You must prove that you make contributions to meetings into the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must also show evidence of contributing to one of the following types of meetings
· involving people from within your organisation 

· involving people outside your organisation. 

You must show evidence of representing one of the following types of people
· individuals 

· groups. 

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of meetings and people, listed above.
Unit D3

Chair and Participate in Meetings

D3.1

Chair Meetings

Evidence requirements 

You must prove that you chair meetings to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must show evidence of leading meetings with all of the following types of purpose
· information giving 

· consultation 

· decision making. 

You must also show evidence of leading both of the following types of meeting
· involving people from within your organisation 

· involving people outside your organisation
D3.2
Participate in Meetings

Evidence requirements 

You must prove that you participate in meetings to the National Standard of competence.

To do this, you must provide evidence to convince your assessor that you consistently meet all the performance criteria.

Your evidence must be the result of real work activities undertaken by yourself. Evidence from simulated activities is not acceptable for this element.

You must also show evidence of contributing to both of the following types of meetings
· involving people from within your organisation 

· involving people outside your organisation. 

You must show evidence of representing both of the following types of people
· individuals 

· groups
Project Management Standards Evidence Requirements

Unit PM 1
Develop strategic objectives for the project

Develop objectives for the project  (PM5.1)

Evidence Requirements
Product Evidence:
From materials, in the form of project documentation, personal records or witness testimony, drawn from project activities in which the candidate has had a leading role, the candidate will illustrate:

1. stakeholders’ responsibilities for the project 

2. definition of project scope 

3. aims, ideas and expectations of stakeholders 

4. initial objectives agreed with stakeholders 

5. records of factors identified and prioritised 

6. records of information on factors gathered 

7. input by specialists and justification for their use 

8. impact  of identified factors, process of assessment and presentation of analysis 

9. project objectives and options developed 

10. criteria developed to select project objectives from options 

11. application of criteria to select from options 

12. measurable outcomes related to project objectives 

13. project objectives agreed with stakeholders 

Questioning the candidate will establish how aspects of the scope not covered by performance evidence would be dealt with.

Process Evidence

From observation of the candidate or from witness testimony the assessor will establish candidate competence in:
1. securing involvement and contribution of stakeholders 

2. securing agreement of stakeholders to project objectives

Critical evidence

Records of initial objectives agreed for projects to include: 

· technical; commercial; financial; time; performance; quality; regulatory

· primary; secondary

· short term; long term

· Two examples of analysis of factors to be provided as Performance Evidence

· Product Evidence one of which must include health and safety.

· Records of agreement with stakeholders on project objectives

Unit PM 2
Identify and evaluate options for the project

Develop the means of achieving the objectives for preparing a project brief (PM5.2.1)

Evidence Requirements
Product Evidence:
From materials, in the form of project documentation, personal records or witness testimony, drawn from project activities in which the candidate has had a leading role, the candidate will illustrate:

1. Stakeholders’ expectations and input information obtained and verified 

2. Options and opportunities considered as means of carrying out the project 

3. Critical and uncertain factors identified and defined

4. Opportunities for innovation identified 

5. Criteria used to select from options

6. Means selected for carrying out the project 

7. boundaries with other projects and business activities 

8. opportunities for improvement identified 

9. Stakeholders’ acceptance of proposed brief and format 

Process Evidence

Not required, but may be used to complement evidence from other sources

Critical Evidence

Records of means developed for implementing projects.

Unit PM 3
Prepare the business case for undertaking a project 

Evidence Requirements
Product Evidence:
From materials, in the form of project documentation, personal records or witness testimony, drawn from project activities in which the candidate has had a leading role, the candidate will illustrate:

1. definition of project scope 

2. aims, ideas and expectations of stakeholders 

3. initial objectives agreed with stakeholders 

4. supporting documentation, budgets, programmes, returns 

5. input by specialists and justification for their use 

6. impact  of identified factors, process of assessment and presentation of analysis 

7. project objectives and options developed 

8. measurable outcomes related to project objectives 

9. project business case as presented

10. authorisation 

Questioning the candidate will establish how aspects of the scope not covered by performance evidence would be dealt with.

Process Evidence

From observation of the candidate or from witness testimony the assessor will establish candidate competence in:
1. securing involvement and contribution of stakeholders 

2. securing agreement of stakeholders to business case for undertaking the project

3. presentation of business case to the relevant people

Critical evidence

· Project justification and case for undertaking project expressed in terms of technical; commercial; financial; time; performance; quality; regulatory; requirements

· draft budgets

· outline programmes and timescale

· examples of analysis of factors to be provided as Performance Evidence

Unit PM 4
Prepare a project brief

Develop the means of achieving the objectives for preparing a project brief (PM5.2.1)

Evidence Requirements
Product Evidence:
From materials, in the form of project documentation, personal records or witness testimony, drawn from project activities in which the candidate has had a leading role, the candidate will illustrate:

1. Stakeholders’ expectations and input information obtained and verified

2. Options and opportunities considered as means of carrying out the project 

3. Critical and uncertain factors identified and defined

4. Criteria used to select from options 

5. Means selected for carrying out the project 

6. boundaries with other projects and business activities

7. Stakeholders’ acceptance of proposed brief and format 

Not required, but may be used to complement evidence from other sources

Critical Evidence

Two examples of a brief, each for a different type of project or major project component .

Unit PM 6
Identify strategic risk and evaluate options for minimising project risk

Identify potential risk and evaluate options for their control (PM5.6.2)

Evidence Requirements
Product Evidence:
From materials, in the form of project documentation, personal records or witness testimony, drawn from at least two substantial projects the candidate will, within their own areas of responsibility, illustrate:

1. Identification and evaluation of risk related to at least :

· one external, uncertain area of risk

· one external, predictable area of risk

· two, internal areas of risk

· one of these areas must include health and safety

2. Use of information and advice from all relevant sources

3. Use of appropriate analytical and evaluation methods 

4. Response options developed 

Process Evidence

Not required, but may be used to complement evidence from other sources

Guidance to the Assessor:

Some aspects of the scope and the contingencies implied in the performance criteria may not be sufficiently demonstrated from performance and its outputs alone. In that situation, additional evidence of knowledge and understanding would be required. This should include: 
1. Risk analysis techniques qualitative and quantitative 

2. Project technology and environment in which it will be used 

3. Implications of relevant legislation 

4. Potential consequences of risks

5. Acceptable response options 

Unit PM 10
Develop operational objectives for the project 
Establish the requirements to achieve the project objectives (PM4.1.1)

Evidence Requirements

Product Evidence

From materials, in the form of project documentation, personal records or witness testimony, drawn from project activities in which the candidate has had a leading role, the candidate will illustrate:

1. Input information obtained and verified

2. Options considered as means of carrying out the project 

3. Critical and uncertain factors identified 

4. Opportunities for innovation identified 

5. Criteria used to select from options 

6. Means selected for carrying out the project 

7. Record of stakeholders’ endorsement of means selected 

Process Evidence

Not required, but may be used to complement evidence from other sources

Critical Evidence

Records of means developed for implementing projects.
Unit PM 13
Develop outline programmes or schedules for projects

Develop programme and schedules for the project (PM5.3.2)

Evidence Requirements
Product Evidence: 

From materials, in the form of project documentation, personal records or witness testimony, drawn from project activities in which the candidate has had a leading role, the candidate will illustrate:

1. estimates of costs involved in programming 

2. choices of planning tools and methods 

3. project programmes and component activity schedules 

4. links between programmes, schedules and work breakdown structure 

5. stakeholders changes accommodated 

6. final project programme 

Process Evidence

From observation of the candidate or from witness testimony the assessor will establish candidate competence in:

1. agreement with stakeholders on programme requirements and proposals (a,k)

Critical Evidence

Predicted, compared with actual accuracy of two programmes developed by candidate

Unit PM 15
Specify activities for project schedules

Specify and estimate resources required for the project (PM4.2.2)

Evidence Requirements
Product Evidence:

From materials, in the form of project documentation, personal records or witness testimony, drawn from project activities in which the candidate has had a leading role, the candidate will illustrate:

1. agreement on degree of accuracy required 

2. estimation of time and cost of preparing specifications and estimates 

3. methods used for estimating 

4. specifications of types of resources related to  component activities in work breakdown structure 

5. assumptions made, estimates qualified and sources of estimates 

6. contingencies provided for 

7. adjustments requested by stakeholder 

8. estimates presented to stakeholders 

Process Evidence

From observation of the candidate or from witness testimony the assessor will establish candidate competence in:

1. estimates developed and explained to stakeholder 

Unit PM 17
Develop a detailed schedule for the project

Develop programme and schedules for the project (PM4.2.4)

Evidence Requirements
Product Evidence: 

From materials, in the form of project documentation, personal records or witness testimony, drawn from project activities in which the candidate has had a leading role, the candidate will illustrate:

1. estimates of costs involved in programming 

2. choices of planning tools and methods 

3. project programmes and component activity schedules 

4. links between programmes, schedules and work breakdown structure 

5. stakeholders changes accommodated 

6. final project programme 

Process Evidence

From observation of the candidate or from witness testimony the assessor will establish candidate competence in:

1. support by stakeholders on programme requirements and proposals

Critical Evidence

Predicted, compared with actual accuracy of two programmes developed by candidate

Unit PM 19
Identify perceived risks and evaluate options for their control

Evidence Requirements
Product Evidence:
Product evidence should be provided for at least two examples of risk analysis covering the following items:

1. identified potential risks 

2. information obtained and advice sought 

3. potential consequences and assessment of likelihood of them being required

4. options identified and their effectiveness 

5. records and documentation 

Process Evidence

Not required, but may be used to complement evidence from other sources

Critical Evidence

records, risk registers, reports

Guidance to the Assessor:

Some aspects of the scope and the contingencies implied in the You must be able to: may not be sufficiently demonstrated from performance and its outputs alone. In that situation, additional evidence of knowledge and understanding would be required. This should include: 
1. Risk analysis techniques qualitative and quantitative 

2. Project technology and environment in which it will be used 

3. Implications of relevant legislation 

4. Potential consequences of risks 

Unit PM 32
Review the progress of projects

Monitor project programmes (PM5.8.2)

Evidence Requirements
Product Evidence:
From materials, in the form of project documentation, personal records or witness testimony, drawn from project activities in which the candidate has had a leading role, the candidate will illustrate:

1. Verification of programme and resources 

2. Deployment of resources against programme schedule 

3. Records of programme monitoring 

4. Departures from programme identified, assessment of consequences, and corrective actions taken to counteract or mitigate effects of departures from programme 

5. Agreement to programme changes 

6. Actions to mitigate consequences of programme change 

7. Reports to interested parties on progress against programme 

Process Evidence

Not required, but may be used to complement evidence from other sources

Critical Evidence

From at least two projects or related to different components or stages of a major project, the following evidence must be provided:

· Corrective actions taken to counteract or mitigate effects of departures from programme

Reports to clients on implementation against programme 

Unit PM 39
Co-ordinate, monitor and control project schedules

Monitor, co-ordinate and control project programmes (PM4.7.1)

Evidence Requirements

Product Evidence:
From materials, in the form of project documentation, personal records or witness testimony, drawn from project activities in which the candidate has had a leading role, the candidate will illustrate:

1. Verification of programme and resources 

2. Deployment of resources against programme schedule

3. Records of programme monitoring

4. Departures from programme identified, assessment of consequences, and corrective actions taken to counteract or mitigate effects of departures from programme

5. Agreement to programme changes 

6. Actions to limit consequences of programme change

7. Reports to stakeholders on progress against programme

Process Evidence

Not required, but may be used to complement evidence from other sources

Critical Evidence

From at least two projects or related to different components or stages of a major project, the following evidence must be provided:

· Corrective actions taken to counteract or mitigate effects of departures from programme
· Reports to clients on implementation against programme 
Unit PM 42
Control hand-over of responsibility for project

Control hand-over of responsibility for project (PM4.7.5)

Evidence Requirements
Product Evidence:
From materials, in the form of project documentation, personal records or witness testimony, drawn from project activities in which the candidate has had a leading role, the candidate will illustrate:

1. Verification of scope and programme of handovers 

2. Specification of what was handed over and its condition 

3. Statement of responsibilities and resources - before and after 

4. Record of outstanding work at point of handover and specification of resources required to undertake the outstanding work 

5. Proposed arrangements for disposal and redeployment of resources not included in handover 

Process Evidence

Not required, but may be used to complement evidence from other sources

Critical Evidence

From at least two projects or related to different components or stages of a major project, the following evidence must be provided:

· Specification of what was handed over and its condition

· Statement of responsibilities and resources - before and after

· Proposed arrangements for disposal and redeployment of resources not included in handover

Unit PM 45
Ensure the completion of project activities

(MCI G6.1)

Evidence Requirements
Product Evidence:
Your evidence must be the result of real work activities undertaken by yourself.  Evidence from simulated activities is only acceptable for performance criterion c.

You must show evidence that you complete the work of at least two of the following types of projects

· With strategic implications for the sponsor

· With substantial resource implications for the sponsor

· With a high level of complexity

· Involving external organisations

You must, also show evidence that you work with at least two of the following types of team members

· People exclusively involved in the project

· People who have other responsibilities and accountabilities

· People from outside the organisation[image: image2.jpg]v/
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