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What are Professional Development Awards?

Professional Development Awards (PDAs) are normally qualifications for people who are already in a career or vocation and who wish to extend or broaden their skills.

PDAs in Management and Leadership
SQA has developed a suite of short, concise PDAs in Management and Leadership designed to enable you to develop specific management competences and demonstrate your achievement of nationally recognised standards.  There are seven PDAs in this suite consisting of existing SVQ Units, ranging from SCQF level 7 (ie HNC level) to SCQF level 11 (ie Masters level). An outline of the PDAs is shown in the table below:

	Title of PDA
	 Units making up the PDA
	SCQF credits points

	PDA in Managing Self and the Work of Others at SCQF level 7

(GM72 47)
	AA2 (HK26 04) Develop Your Knowledge, Skills And Competence (Level  7, credits 6)

DB4 (HA9V 04) Manage People’s Performance at Work (Level 7 , credits 14)
	20

	PDA in Leadership and Management of the Work of Others at SCQF level 7 

(GM74 47)
	BA2 (H8GY 04) Provide Leadership In Your Area of Responsibility (Level  8, credits  9)

DB4 (HA9V 04) Manage People’s Performance at Work (Level  7, credits 14)
	23

	PDA in Leadership at SCQF level 8

(GM7G 48)
	BA2 (H8GY 04) Provide Leadership in Your Area of Responsibility (Level 8, credits 9)

BA9 (H68E 04) Develop Operational Plans (Level 8, credits 11 )
	20

	PDA in Managing Finances at SCQF level 8

(GM6Y 48)
	EA4 (H68K 04) Manage Budgets (Level 7, credits 11)

EA3 (H5K4 04) Manage the Use of Financial Resources (Level 8, credits 14)
	25

	PDA in Managing Projects and Business Processes at SCQF level 9

(GM71 49)
	FA5 (H8H0 04) Manage Projects (Level 8, credits 11)

FA3 (HK32 04) Manage Business Processes (Level  9, credits 15)
	26

	PDA in Planning and Implementing Change at SCQF level 9

(GM7E 49)
	CA4 (HF80 04) Implement Change (Level  8, credits 11)

CA2 (HK2A 04) Plan Change (Level  9, credits 15)
	26


	Title of PDA
	 Units making up the PDA
	SCQF credits points

	PDA in Strategic Leadership

(GM7C 51)
	BA1 (H8GW 04) Lead Your Organisation (Level  11, credits 13)

FE5 (HK3G 04) Manage Continuous Improvement (Level  11, credits 11)
	24




The awards have been designed as short stand-alone awards consisting of two units which will enable you to enhance your managerial skills and achieve certification in a relatively short period of time. All the units included in these awards have been developed by Skills CFA, the standards setting body for management and leadership throughout the UK. These units also form the basis of the SVQ Management. The PDAs, therefore, consist of units which also form part of an SVQ Management at SCQF Levels 7, 9 or 11.  

The awards aim to achieve three different purposes. You may: 
1. attempt a PDA as an end in itself to meet a specific management development need which has arisen as part of your current managerial position

2. be able to undertake more than one PDA as part of a programme of management development
3. be able to use one or more of the awards as a stepping stone to further qualifications eg a full SVQ Management at SCQF level 9.

You must successfully complete both units of each award in order to achieve the relevant PDA in Management and Leadership. Achievement of the PDAs in Management and Leadership should enhance your managerial competences, including your knowledge and understanding, through development within the context of your current managerial work. In this way, you should be able to work more effectively as a manager to the benefit of yourself and to your organisation. You will also have demonstrated that you are able to work in accordance with the national occupational standards for managers. The awards can be described as workplace awards. For those not currently in a management position, but aspiring to a managerial post, there is an alternative suite of PDAs made up of Higher National Units which can be delivered through colleges or training providers.  
On successful completion of each of the PDAs in Management and Leadership, you will achieve a joint certificate from SQA and the Chartered Management Institute (CMI). It has been agreed with CMI, that candidates registered for the current PDAs in Management (consisting of SVQ Units) are also eligible for 12 months free studying membership of CMI. CMI will recognise the PDAs for membership, but you would need at least 60 SCQF credit points at level 8 or above, to be eligible. 

A separate Information Sheet has been developed for each PDA providing more detailed information.
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PDA in Managing Self and the Work of Others at SCQF level 7 (GM72 47)
Welcome to the Professional Development Award (PDA) in Managing Self and the Work of Others at SCQF level 7.  This PDA offers you the opportunity to develop your competence, knowledge and skills in self management and managing the work of others. 
The award makes use of the National Occupational Standards (NOS) for management as specified by Skills CFA the standards setting body for management and leadership throughout the UK.
By doing this award, you will be able to demonstrate that, in your work as a manager, you are able to operate in accordance with these national standards.  Success in the award will mean that you will have proof that your work is up to the national standards. In this way you can contribute to both your own future and to that of the organisation you work for.   

The PDA in Managing Self and the Work of Others at SCQF level 7 is made up of two mandatory units:

· Develop Your Knowledge, Skills and Competence 
· Manage People’s Performance at Work
The unit ‘Develop Your Knowledge, Skills and Competence’ will enable you to manage your personal resources (such as skills, experience and time) and your professional development in order to achieve your work objectives and your career and professional goals.    

The unit ‘Manage People’s Performance at Work’ is about ensuring that you are able to plan the work in your area of responsibility effectively and allocate work to individuals or team members fairly.   It also enables you to monitor the progress of work and make sure that it is up to the required standard.  

You will be guided through the units by an adviser/assessor who will help you plan for assessment and advise and help you on how to prove that you can meet the standards in the units.  

You will prove that you can meet the standards by gathering evidence from your place of work of the things that you have done, and are doing, as a manager.  You will be expected to explain to your assessor, in writing or by discussion, exactly how the evidence that you have shows that you meet the standards set out in the requirements of the units.   You will gather your evidence together in a portfolio which you will be able to use to prove that you are a competent manager in terms of those parts of the national standards covered by the PDA.    

The PDA is a qualification in its own right but it will also help you to progress to further management awards such as the full SVQ in Management at SCQF Level 7.

The PDA is jointly certificated by SQA and The Chartered Management Institute (CMI). It has also been agreed with CMI, that candidates registered for the current PDAs in Management (consisting of SVQ Units) are eligible for 12 months free studying membership of CMI. Studying membership will allow you instant access to a range of management information, tools and support, to help you achieve your PDA and perform more effectively and efficiently within your management and leadership position. Membership of CMI also brings professional recognition, and demonstrates your commitment to continuing professional development (CPD) and improving your skills as a manager.
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PDA in Leadership and Management the Work of Others at SCQF level 7 (GM74 47)
Welcome to the Professional Development Award (PDA) in Leadership and Management the Work of Others at SCQF level 7.  This PDA offers you the opportunity to develop your competence, knowledge and skills in leadership and managing the work of others for a specific area of responsibility (eg division, department, section etc.) 

The award makes use of the National Occupational Standards (NOS) for management as specified by Skills CFA, the standards setting body for management and leadership throughout the UK. 

By doing this award, you will be able to demonstrate that, in your work as a manager, you are able to operate in accordance with these national standards.  Success in the award will mean that you will have proof that your work is up to the national standards. In this way you can contribute to both your own future and to that of the organisation you work for.   

The PDA in Leadership and Management of the Work of Others at SCQF level 7 is made up of two mandatory units:

· Provide Leadership in Your Area of Responsibility
· Manage People’s Performance at Work
The unit ‘Provide Leadership in Your Area of Responsibility’ is about ensuring that you can provide direction to people and motivate and support people to enable them to achieve the vision and objectives of your part of your organisation.  

The unit ‘Manage People’s Performance at Work’ is about ensuring that you are able to plan the work in your area of responsibility effectively and allocate work to individuals or team members fairly.   It also enables you to monitor the progress of work and make sure that it is up to the required standard.  

You will be guided through the units by an adviser/assessor who will help you plan for assessment and advise and help you on how to prove that you can meet the standards in the units.  

You will prove that you can meet the standards by gathering evidence from your place of work of the things that you have done, and are doing, as a manager.  You will be expected to explain to your assessor, in writing or by discussion, exactly how the evidence that you have shows that you meet the standards set out in the requirements of the Units.   You will gather your evidence together in a portfolio/e-portfolio which you will be able to use to prove that you are a competent manager in terms of those parts of the national standards covered by the PDA.    

The PDA is a qualification in its own right but it will also help you to progress to further management awards such as the full SVQ in Management at SCQF Level 7 or 9 depending on the management position you occupy and your experience as a manager. 

The PDA is jointly certificated by SQA and The Chartered Management Institute (CMI). It has also been agreed with CMI, that candidates registered for the current PDAs in Management (consisting of SVQ Units) are eligible for 12 months free studying membership of CMI. Studying membership will allow you instant access to a range of management information, tools and support, to help you achieve your PDA and perform more effectively and efficiently within your management and leadership position. Membership of CMI also brings professional recognition, and demonstrates your commitment to continuing professional development (CPD) and improving your skills as a manager.
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PDA in Leadership at SCQF Level 8 (GM7G 48)
Welcome to the Professional Development Award (PDA) in Leadership at SCQF Level 8. This PDA offers you the opportunity to develop your competence, knowledge and skills in practical leadership through implementing operational plans.  
The award makes use of the National Occupational Standards (NOS) for management as specified by Skills CFA, the standards setting body for management and leadership throughout the UK.. 
It means that by doing the award you will be able to demonstrate that, in your work as a manager, you are able to operate in accordance with these national standards. Success in the award will mean that you will have proof that your work is up to the national standards. In this way you can contribute to both your own future and to that of the organisation you work for.   

The PDA in Leadership at SCQF Level 8 is made up of two mandatory units:

· Develop Operational Plans

· Provide Leadership in Your Area of Responsibility 
The unit ‘Develop Operational Plans’ will enable you to develop an operational plan and which will contribute to achieving the objectives set out in your organisation’s strategic plan.  

The unit ‘Provide Leadership in Your Area of Responsibility’ is about ensuring that you can provide direction to people and motivate and support people to enable them to achieve the vision and objectives of your part of your organisation.  

You will be guided through the units by an adviser/assessor who will help you plan for assessment and advise and help you on how to prove that you can meet the standards in the units.  

You will prove that you can meet the standards by gathering evidence from your place of work of the things that you have done, and are doing, as a manager. You will be expected to explain to your assessor, in writing or by discussion, exactly how the evidence that you have shows that you meet the standards set out in the requirements of the Units.   You will gather your evidence together in a portfolio which you will be able to use to prove that you are a competent manager in terms of those parts of the national standards covered by the PDA.    

The PDA is a qualification in its own right but it will also help you to progress to further management awards such as the full SVQ in Management at SCQF Level 7 or Level 9, depending on the management position you occupy and your experience as a manager.  

The PDA is jointly certificated by SQA and The Chartered Management Institute (CMI). It has also been agreed with CMI, that candidates registered for the current PDAs in Management (consisting of SVQ Units) are eligible for 12 months free studying membership of CMI. Studying membership will allow you instant access to a range of management information, tools and support, to help you achieve your PDA and perform more effectively and efficiently within your management and leadership position. Membership of CMI also brings professional recognition, and demonstrates your commitment to continuing professional development (CPD) and improving your skills as a manager.
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PDA in Managing Finances at SCQF Level 8 (GM6Y 48)
Welcome to the Professional Development Award (PDA) in Managing Finances at SCQF Level 8. This PDA offers you the opportunity to develop your competence, knowledge and skills in budgeting and financial management. 
The award makes use of the National Occupational Standards (NOS) for management as specified by Skills CFA, the standards setting body for management and leadership throughout the UK.. 
It means that by doing the award you will be able to demonstrate that, in your work as a manager, you are able to operate in accordance with these national standards.  Success in the award will mean that you will have proof that your work is up to the national standards. In this way you can contribute to your own future and to that of the organisation you work for.   

The PDA in Managing Finances at SCQF Level 8 is made up of two mandatory units:

· Manage Budgets
· Manage the Use of Financial Resources
The unit ‘Manage Budgets’ is about helping you to take ownership of and be responsible for a budget in defined area of work.  It will enable you to prepare, submit and agree a budget for a set operating period.  

The unit ‘Managing the Use of Financial Resources’ is about enabling you to achieve objectives in your area of work by developing and agreeing a master budget.  

Both units will enable you to use budgets to monitor and evaluate the performance of those for whom you are responsible.  They will also enable to you to take the necessary action to respond to variances in budgets and help you to consolidate your overall competence in managing the critical resource of finance.  

You will be guided through the units by an adviser/assessor who will help you plan for assessment and advise and help you on how to prove that you can meet the standards in the units.  

You will prove that you can meet the standards by gathering evidence from your place of work of the things that you have done, and are doing, as a manager.  You will be expected to explain to your assessor, in writing or by discussion, exactly how the evidence that you have shows that you meet the standards set out in the requirements of the Units.   You will gather your evidence together in a portfolio which you will be able to use to prove that you are a competent manager in terms of those parts of the national standards covered by the PDA.    

The PDA is a qualification in its own right but it will also help you to progress to further management awards such as the full SVQ in Management at SCQF Levels 7 or Level 9, depending on the management position you occupy and your experience as a manager.  

The PDA is jointly certificated by SQA and The Chartered Management Institute (CMI). It has also been agreed with CMI, that candidates registered for the current PDAs in Management (consisting of SVQ Units) are eligible for 12 months free studying membership of CMI. Studying membership will allow you instant access to a range of management information, tools and support, to help you achieve your PDA and perform more effectively and efficiently within your management and leadership position. Membership of CMI also brings professional recognition, and demonstrates your commitment to continuing professional development (CPD) and improving your skills as a manager.
[image: image11.jpg]









[image: image12.emf]
PDA in Managing Projects and Business Processes at SCQF Level 9 (GM71 49)
Welcome to the Professional Development Award (PDA) in Managing Projects and Business Processes at SCQF Level 9.  This PDA offers you the opportunity to develop your competence, knowledge and skills in managing projects in a business context. 

The award makes use of the National Occupational Standards (NOS) for management as specified by Skills CFA, the standards setting body for management and leadership throughout the UK. 

It means that by doing the award you will be able to demonstrate that, in your work as a manager, you are able to operate in accordance with these national standards.  Success in the award will mean that you will have proof that your work is up to the national standards. In this way you can contribute to your own future and to that of the organisation you work for.   

The PDA in Managing Projects and Business Processes at SCQF Level 9 is made up of two mandatory units:

· Manage Projects
· Manage Business Processes
The unit ‘Manage Projects’ is about helping you to manage a project for which you have been given responsibility.  It will enable you develop, agree and implement a plan for a project. It will enable you to ensure that the project achieves its key objectives and is completed to the satisfaction of the project sponsor and other stakeholders.  

The unit ‘Manage Business Processes’ will enable you to manage business processes to make sure your organisation meets the needs of stakeholders in line with organisational and legal requirements.    

The units fit together because managing a project has much in common with managing business processes on a day to day basis. The main difference is that a project is a one-off which has a clear start and finish date. These set the boundaries for it. However, during the actual implementation of the project your work as a manager closely resembles what you would do when managing business processes.   

Between them, the two units should help you, as a manager, to confirm that you are able to manage in a way which ensures that you achieve the targets you are set and that you reach the standards expected of you by your organisation.  

You will be guided through the units by an adviser/assessor who will help you plan for assessment and advise and help you on how to prove that you can meet the standards in the units.  

You will prove that you can meet the standards by gathering evidence from your place of work of the things that you have done, and are doing, as a manager.  You will be expected to explain to your assessor, in writing or by discussion, exactly how the evidence that you have shows that you meet the standards set out in the requirements of the units.   You will gather your evidence together in a portfolio which you will be able to use to prove that you are a competent manager in terms of those parts of the national standards covered by the PDA.

The PDA is a qualification in its own right but it will also help you to progress to further management awards such as the full SVQ in Management at SCQF Levels 7 or 9, depending on the management position you occupy and your experience as a manager.  

The PDA is jointly certificated by SQA and The Chartered Management Institute (CMI). It has also been agreed with CMI, that candidates registered for the current PDAs in Management (consisting of SVQ Units) are eligible for 12 months free studying membership of CMI. Studying membership will allow you instant access to a range of management information, tools and support, to help you achieve your PDA and perform more effectively and efficiently within your management and leadership position. Membership of CMI also brings professional recognition, and demonstrates your commitment to continuing professional development (CPD) and improving your skills as a manager.
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PDA in Planning and Implementing Change at SCQF level 9 (GM7E 49)
Welcome to the Professional Development Award (PDA) in Planning and Implementing Change at SCQF level 9.  This PDA offers you the opportunity to develop your competence, knowledge and skills in planning and implementing change. 

The award makes use of the National Occupational Standards (NOS) for management as specified by Skills CFA, the standards setting body for management and leadership throughout the UK. 

It means that by doing the award you will be able to demonstrate that, in your work as a manager, you are able to operate in accordance with these national standards.  Success in the award will mean that you will have proof that your work is up to the national standards. In this way you can contribute to your own future and to that of the organisation you work for.   

The PDA in Planning and Implementing Change at SCQF Level 9 is made up of two mandatory units:

· Plan Change 
· Implement Change
The unit ‘Plan Change’ will help you to develop a strategy to successfully introduce a change at work.  It will help you to take into account the barriers to the change and the risks involved as well as the need to communicate the change to other and to monitor the progress of your plan.  

The unit ‘Implement Change’ follows on from ‘Plan Change’.  It will enable you to put into practice your change plan by ensuring that you have the necessary resources and support systems which will enable you to turn the vision of the change into a reality.   

The two units are closely linked to each other and they cover a specific change or putting into practice a programme of change.  Between them, the units should help you, as a manager, to demonstrate that you have the competence to manage change in your organisation.   

You will be guided through the units by an adviser/assessor who will help you plan for assessment and advise and help you on how to prove that you can meet the standards in the units.  

You will prove that you can meet the standards by gathering evidence from your place of work of the things that you have done, and are doing, as a manager.  You will be expected to explain to your assessor, in writing or by discussion, exactly how the evidence that you have shows that you meet the standards set out in the requirements of the units.   You will gather your evidence together in a portfolio which you will be able to use to prove that you are a competent manager in terms of those parts of the national standards covered by the PDA.    

The PDA is a qualification in its own right but it will also help you to progress to further management awards such as the full SVQ in Management at SCQF Levels 7, 9, or 11, depending on the management position you occupy and your experience as a manager. 

The PDA is jointly certificated by SQA and The Chartered Management Institute (CMI). It has also been agreed with CMI, that candidates registered for the current PDAs in Management (consisting of SVQ Units) are eligible for 12 months free studying membership of CMI. Studying membership will allow you instant access to a range of management information, tools and support, to help you achieve your PDA and perform more effectively and efficiently within your management and leadership position. Membership of CMI also brings professional recognition, and demonstrates your commitment to continuing professional development (CPD) and improving your skills as a manager.
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PDA in Strategic Leadership at SCQF Level 11 (GM7C 51)
Welcome to the Professional Development Award (PDA) in Strategic Leadership at SCQF Level 11. This PDA offers you the opportunity to develop your competence, knowledge and skills to provide direction for people in your organisation and inspire and motivate them to achieve what your organisation has set out to do - including overseeing the continuous improvement of the overall performance of your organisation.
The award makes use of the National Occupational Standards (NOS) for management as specified by Skills CFA, the standards setting body for management and leadership throughout the UK. 
By achieving this award, you will be able to demonstrate that, in your work as a manager, you are able to operate in accordance with these national standards. Success in the award will mean that you will have proof that your work is up to the national standards and in this way you can contribute to your own future and to that of your organisation.   

The PDA in Strategic Leadership at SCQF Level 11 is made up of two mandatory units:

· Lead Your Organisation
· Manage Continuous Improvement
Both these units are at SCQF level 11, which makes it a demanding PDA and in order to be eligible this PDA, you have to be in a role where you are providing leadership within your organisation and also improving organisational performance on an on-going basis. 
The unit ‘Provide Lead Your Organisation’ will help you to develop your leadership skills by providing direction to people in your organisation and enabling, inspiring, motivating and supporting them to achieve what your organisation has set out to do. 

The Unit ‘Manage Continuous Improvement’ is closely linked to ‘Lead Your Organisation’. It will enable you to oversee continuous improvement of the overall performance of your organisation. The emphasis of this Unit is very much on identifying and implementing changes which will add value in the eyes of customers and other key stakeholders
You will be guided through the two units by an adviser/assessor who will help you plan for assessment and advise and help you on how to prove that you can meet the standards in the units.  

You will prove that you can meet the standards by gathering evidence from your place of work of the things that you have done, and are doing, as a manager.  You will be expected to explain to your assessor, in writing or by discussion, exactly how the evidence that you have shows that you meet the standards set out in the requirements of the units. You will gather your evidence together in a portfolio which you will be able to use to prove that you are a competent manager in terms of those parts of the national standards covered by the PDA.    

The PDA is a qualification in its own right but it will also help you to progress to further management awards such as the full SVQ in Management at SCQF level 11 (both Units are mandatory within this SVQ), depending on the management position you occupy and your experience as a manager.  

The PDA is jointly certificated by SQA and The Chartered Management Institute (CMI). It has also been agreed with CMI, that candidates registered for the current PDAs in Management (consisting of SVQ Units) are eligible for 12 months free studying membership of CMI. Studying membership will allow you instant access to a range of management information, tools and support, to help you achieve your PDA and perform more effectively and efficiently within your management and leadership position. Membership of CMI also brings professional recognition, and demonstrates your commitment to continuing professional development (CPD) and improving your skills as a manager.
