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Introduction 
 

NOCN has been providing a qualification and accreditation service to FE Colleges and 
Training Providers for 30 years, the UK and internationally. 

It is an Accredited leader in Diversity and is proud of its reputation as a provider of fully 
accessible, trusted and flexible qualification and accreditation services. 

NOCN works effectively with Centres for the benefit of learners, with a shared interest in 
providing a continuously improving service.  

The organisation offers all the advantages of being with a national Awarding Organisation 
with a wide portfolio of qualifications, alongside providing a personalised, bespoke service to 
its customer. It also prides itself on its local presence and expertise within diverse 
communities. 

This document details the NOCN Qualification Specification for the stated qualifications 
and provides important guidance for Training Providers on the relevant assessment criteria 
and evidence requirements. 

The qualification is relevant to those in middle management roles within larger organisations 
and Senior leadership roles within smaller organisations.   

 

Additional Resources 

 

E-Learning and Assessment Package 

NOCN offers an option for learners to complete this qualification online via e-learning.  
Marking of assessments is also included in this package. 

 

Marking Service 

NOCN offers a marking service for this qualification where assessments will be marked by 
an NOCN Assessor. 

For more details on the Additional Resources available from NOCN, please see our website 
or contact: business-enquiries@nocn.org.uk 

 

  

mailto:business-enquiries@nocn.org.uk
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1. Overview of Qualification 
 

This qualification is vocationally based and as such, offers the opportunity for learners to 
demonstrate an achievement of practical skills, understanding and knowledge in the 
Management of productivity and performance.  Learners will be assessed on their 
knowledge and skills in relation to key concepts, theories and strategies in promoting 
productivity through leadership and management. 

The UK Government has identified that the productivity of the UK workforce is key to 
stimulating and developing the British economy.  In 2016 the Government announced the 
creation of a UK Productivity Council to encourage and support businesses to boost 
management skills and productivity.  This qualification has been designed by NOCN to 
support the achievement of these aims.  We have worked with the Institute for Productivity to 
ensure that the qualification is fit for purpose. 

The qualification will develop learners’ knowledge, understanding and skills in relation to the 
leadership and management of productivity and performance improvement.  

This qualification can be included as part of the on-programme learning and development for 
the Level 5 Operations/Departmental Manager Apprenticeship in England.   

This qualification is for: 

Operational/Departmental Managers who wish to develop their Leadership and Management 
Skills, particularly in relation to developing the productivity and performance of teams and 
individuals.   

This qualification has been developed in response to the development of the 
Operations/Departmental Manager Apprenticeship but can also be used outside of an 
Apprenticeship to ensure that Managers have the knowledge and skills necessary to lead 
and improve the productivity of their workforce. 

 

1.1. Entry Requirements 

This qualification is available to learners aged 18 years or over. 

There are no other formal entry requirements for learners undertaking this qualification 
however they will need to have a good standard of literacy and numeracy equivalent to level 
2 (GCSE Grade A-C or 4-9).  In addition, it is recommended that learners are either working 
in an Operations/Departmental Manager role or seeking to progress in to such a role. 

Learners must be in a position to demonstrate the requirements of the qualification and have 
access to required assessment opportunities and relevant resources.  Please refer to 
specific assessment requirements on individual components for more information. 

Centres should undertake initial assessment activities with learners to ensure this is an 
appropriate qualification and they are capable of achieving the level they will be studying 
before enrolling them onto a programme of learning. 

 

1.2. Progression Routes 

Achievement of this qualification confirms the learner has gained the knowledge and skills 
required to: 

• gain employment as an Operations/Departmental Manager 
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• progress onto other qualifications such as Levels 6 and 7 Leadership and 
Management 

• successfully achieve the Level 5 Operations/Departmental Manager Apprenticeship 

• progress onto a Level 6 Chartered Manager or Project Manager Apprenticeship 

 

2. Qualification Details 
 

2.1. Qualification Structure 

The NOCN Level 5 Diploma in Leadership and Management of Productivity and 
Performance is a 43 credit qualification with a Total Qualification Time (TQT) of 430, 
including 129 Guided Learning Hours (GLH). 

Learners must achieve all 43 credits from the 7 mandatory components.  There is also an 
additional unit which learners may undertake, but this is not required in order to achieve the 
qualification. 

 

Component Title 
Level 

Credit 
Value 

Mandatory or 
Optional 

Ofqual 
Reference 
Number 

Operations Management 5 10 Mandatory A/617/3478 

Financial Management 5 4 Mandatory F/617/3479 

Leading and Managing People 5 9 Mandatory T/617/3480 

Building Relationships 5 4 Mandatory A/617/3481 

Communication 5 6 Mandatory F/617/3482 

Self-Awareness and Personal 
Effectiveness 

5 4 
Mandatory 

J/617/3483 

Innovation and Creativity  5 6 Mandatory L/617/3484 

Planning and Executing a 
Performance Improvement Project 

5 8 
Additional 

H/617/3488 

 

2.2. Total Qualification Time (TQT)  

Through consultation with users, TQT has been agreed by considering the total number of 
learning hours required for the average learner to achieve this qualification. 

TQT is split into two areas:  

Guided Learning Hours (GLH): 

• learning activity under the immediate guidance or supervision of a lecturer, 
supervisor, tutor or other appropriate provider of education or training 
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• includes the activity of being assessed if the assessment takes place under the 
immediate guidance or supervision of a lecturer, supervisor, tutor or other 
appropriate provider of education or training. 

Other Learning Hours (OLH): 

• an estimate of the number of hours a learner will spend, as directed by (but not under 
the immediate guidance or supervision of) a lecturer, supervisor, tutor or other 
appropriate provider of education or training, including: 

• preparatory work 

• self-study 

• or any other form of education or training, including assessment.  

Examples of GLH activities include:  

• Classroom-based learning supervised by a teacher  

• Work-based learning supervised by a teacher  

• Live webinar or telephone tutorial with a teach in real time  

• E-learning supervised by a teacher in real time  

• All forms of assessment which take place under the immediate guidance or 
supervision of an appropriate provider of training  

• Exam time   

Examples of OLH activities include:  

• Independent and unsupervised research/learning  

• Unsupervised compilation of a portfolio of work experience  

• Unsupervised e-learning  

• Unsupervised e-assessment   

• Unsupervised coursework  

• Watching a pre-recorded podcast or webinar  

• Unsupervised work-based learning  

The agreed Total Qualification Time has been used to identify the qualification’s Credit 
Value. 

 

2.3. Assessment and Evidence  

This qualification is externally set and internally assessed.  Assessment activity must 
ensure evidence of achievement against all of the assessment criteria specified within each 
component. 

Centres must ensure that knowledge based learning is at the correct level for the 
qualification, and relevant to the work or events likely to be encountered in the course of an 
Operations/Departmental Manager job role. 

Assessment activities will be robust in that they are: 

Valid Fit for purpose in that they are suitable for the identified assessment criteria 
and offer the learner the opportunity to demonstrate achievement at the 
required level. 

Sufficient Provide the opportunity for the learner to provide adequate evidence, showing 
full coverage of the requirements of the assessment criteria.  

Reliable Generate clear and consistent outcomes recognising that the activities may 
be applied to differing scenarios and in different contexts, with different 



 

7 

 

Level 5 Diploma in Leadership and Management of Productivity and 
Performance 

learners.  The evidence sought by the activity must be able to be assessed 
and result in assessment decisions that are consistent across all assessors 
and centres offering the qualification.  Assessment activities should not 
deliberately offer an unfair advantage to or disadvantage specific groups of 
learners. 

Authentic Evidence presented must be the learner’s own work.  NOCN Recognised 
Centres will be responsible for verifying the authenticity of learner work which 
is submitted.  NOCN may undertake further verification activity as part of it’s 
external quality assurance process.  

 

This qualification is graded at Pass/Fail. 

 

2.4. Fair and Equitable Assessment  

Assessment must be designed to be accessible and inclusive and the assessment 
methodology must be appropriate for individual assessment, giving due consideration to any 
assessment requirements attached to individual components. 

 

2.5. Learners with Particular Requirements  

If you are a NOCN Recognised Centre and have learners with particular requirements, 
please see the NOCN Reasonable Adjustment and Special Considerations Policy and 
Procedure found on the NOCN website at www.nocn.org.uk 

This policy gives clear guidance on the reasonable adjustments and arrangements that can 
be made to take account of disability or learning difficulty without compromising the 
assessment criteria. 

The NOCN Centre approval process requires the centre to hold policy statements on Equal 
Opportunities, Diversity and Disability Discrimination which will be reviewed by NOCN. 
Please refer to the NON Quality Assurance Manual for further details.  

 

2.6. Recognised Prior Learning  

Recognising Prior Learning is an assessment process that recognises learning that has its 
origins in a learner’s experience and/or previous formal and informal learning contexts.  This 
includes knowledge and skills gained within school, college, university and outside formal 
learning situations such as through life, employment, apprenticeships and other work 
experiences. 

NOCN is committed to the Recognition of Prior Learning (RP) and has developed a policy 
and procedures to inform and support centres.  This is available on the NOCN website at 
www.nocn.org.uk 

 

2.7. Assessment and Evidence for the Components 

Knowledge Criteria will be assessed by: 

• Assignments 

• Professional Discussion 

http://www.nocn.org.uk/
http://www.nocn.org.uk/
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Competence Criteria will be assessed by: 

• Assignments 

• Professional Discussion 

Assignments are set by NOCN for each component of this qualification.  Centres are 
responsible for ensuring that the evidence presented by the learner is their own work.  
Where Centres choose to mark learner assignments they will also be responsible for 
marking in accordance with NOCNs guidance for assessors1.   

In order to ensure the authenticity of learner work Centres are responsible for holding a 
professional discussion with each learner.  The professional discussion should confirm work 
as authentic and individual to the learner.   Centres may use electronic means to conduct the 
professional discussion, but, where this is the case, must be able to verify the identity of the 
learner.  All professional discussions must be recorded for the purposes of internal and 
external quality assurance. 

Assessment materials are only available to centres approved to deliver the qualification. 

Assessment materials can be accessed within the Documents section on Quartzweb. 
Please refer to the NOCN Registration and Awards User Guide for further detail on how to 
access documents. 

 

3. Centre Information 
 

3.1. Required Resources for Delivering the Qualification 

As part of the requirement to deliver this qualification there is an expectation that staff 
undertaking roles as part of the delivery and assessment of the qualification have a 
demonstrable level of expertise. 

NOCN expects that Tutors and Assessors are able to demonstrate the following 
competencies: 

 

3.1.1. Tutor Requirements 

• Be technically competent/subject matter experts, hold or be registered as working 
towards, a recognised education and training qualification, have experience of 
delivering training within this subject area.  The minimum expectation is that the level 
of competence of the Tutor should be at the same level as the training that is to be 
delivered. 

3.1.2. Assessor Requirements  

• Be technically competent/subject matter experts, have experience of carrying out 
assessment activities and hold, or be registered as working towards, a recognised 
assessing qualification.  The minimum expectation is that the level of competence of 
the Assessor should be at the same level as the qualification being assessed. 

 

 
1 In order to gain approval to mark learner work: Centres must provide evidence that they have appropriately 

trained staff and robust quality assurance processes in place to ensure the standardisation of marking decisions. 
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3.1.3. Internal Quality Assurer Requirements  

Each centre must have internal quality assurance policies and procedures in place to ensure 
that decisions made by Assessors are appropriate, consistent, fair and transparent, and that 
they do not discriminate against any learner.  The policies and procedures must be sufficient 
to secure the quality of the award, ensuring validity, reliability and consistency.  

NOCN expects that an Internal Quality Assurer is able to demonstrate the following 
competencies: 

They should: 

• Have an understanding of the subject area and occupational knowledge of 
management theory and practice.  Have experience in carrying out internal quality 
assurance activities and hold, or be registered as working towards, a recognised 
Internal Quality Assurance qualification.  The minimum expectation is that the level of 
competence should be at the same level as the qualification being quality assured. 

NOCN supports and recognises Centres’ internal quality assurance systems which support 
the above; any system should include standardisation and sharing of good practice. 

Centre staff may undertake more than one role, e.g. tutor, assessor or internal quality 
assurer, but they cannot carry out any quality assurance on work that they have previously 
assessed. 

 

3.1.4. Continuing Professional Development (CPD)  

Centres are expected to support their staff, ensuring that their subject knowledge remains 
current and that their members of staff are up to date with regards to best practice in 
delivery, assessment and quality assurance. 

 

3.1.5. External Quality Assurance  

Once recognised as a Centre, NOCN will allocate an External Quality Assurer.  The External 
Quality Assurer will have ongoing responsibility for monitoring the Centre’s compliance with 
the requirements of centre approval status.  

The External Quality Assurer will make regular visits to all Centres.  During these visits they 
will: 

• Monitor the Centre’s compliance with the Centre approval criteria by reviewing 
course documentation, meeting managers, tutors, internal quality assurers, learners 
and administrative staff. 

• Review the standard of the Centre’s assessment and internal quality assurance 
practices and decisions to determine whether all assessment requirements are met 
to support safe and valid claims for certification.  

 

Refer to the NOCN Quality Assurance manual for further information on the External 
Quality Assurance process. 

 

 

3.2. Offering the qualification 

Existing Centres 



 

10 

 

Level 5 Diploma in Leadership and Management of Productivity and 
Performance 

If you are already recognised to offer NOCN qualifications and would like more information 
about offering this qualification, please contact: 
business-enquiries@nocn.org.uk.  

Use Horizon to add this qualification to your centre.  

 

New Centres 

If you are interested in offering this qualification, but are not yet a NOCN Approved Centre 
and would like more information about becoming a NOCN centre and offering this 
qualification please see Become a Registered Centre on our website 
https://www.nocn.org.uk/customers/nocn-centres/ and click Become a Centre. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:business-enquiries@nocn.org.uk
https://www.nocn.org.uk/customers/nocn-centres/
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4. Component Information  
 

This qualification consists of 7 mandatory components and 1 additional component. 

To achieve this qualification a learner must provide evidence of learning and achievement 
against all of the assessment criteria within each mandatory component.   

A copy of each of the components follows: 
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4.1 Mandatory Components 

Unit Title Operations Management 

Ofqual unit reference number 
(code) 

A/617/3478 

Unit Level Level 5 

GLH 30 

Unit Credit Value 10 

Sector Subject Areas 15.3 Business Management 

Assessment Guidance Assessment of this unit is through an assignment task 
set by NOCN. 

 
 

LEARNING OUTCOMES 

 

 

ASSESSMENT 
CRITERIA 

 

 

INDICATIVE CONTENT 

 

 

The learner will: 
 

 

The learner can: 
 

 
 
 

 

1 Understand the role of 
operations management 
within the overall 
leadership/management 
context 

  

 

1.1 
  

Analyse the nature 
and role of 
operations 
management within 
an identified 
business 

  

 

• Relationship between 
operational and other 
core, and non-core 
managerial functions 

 

2 Understand the strategic 
planning process of 
moving from an 
organisational mission 
and vision statement to 
establishing action plans 
for sub-units 

  

 

2.1 
  

Evaluate the 
process of moving 
from a strategic 
plan through critical 
success factors 
and Key 
Performance 
Indicators to action 
plans in relation to 
a given scenario 

  

 

• Mission, vision, values 
and organisational 
strategy to sub-unit 
action plans  

• Continuous 
improvement 

 

3 Understand performance 
measures appropriate to 
different hierarchical 
levels and organisational 
sub-units 

  

 

3.1 
  

Critically evaluate 
whether key 
performance 
indicators are 
appropriate for 
different 
hierarchical levels 
of an organisation 

 

• The need for metrics 

• Key and Critical 
Performance Indicators 

• Hierarchy of measures 

• Target setting 
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3.2 
  

Propose additional 
or alternative 
performance 
measures that 
could be used in a 
given business 
scenario 

  

 

4 Understand how 
workforce planning could 
be used to support given 
operational activities 

  

 

4.1 
  

Explain how 
workforce planning 
could be 
implemented for 
operational 
activities in a given 
context 

  

 

• Workforce planning 

• Measuring and 
estimating workloads 

 

5 Understand the role of 
data analysis as part of a 
structured problem 
solving methodology in 
supporting planning and 
decision making 

  

 

5.1 
  

Identify and use an 
appropriate data 
analysis tool in 
relation to a given 
scenario 

5.2 
  

Describe a 
structured problem 
solving 
methodology and 
explain the various 
stages of problem 
solving 

5.3 
  

Explain the 
importance of 
effective 
implementation 
when making 
changes to 
operational 
processes 

5.4 
  

Analyse what 
potential problems 
could arise when 
implementing 
operational 
changes 

  

 

• Information for 
planning, decision-
making and operations 
management 

• Data processing 
systems 

• Risks associated with 
data loss 

• Problem solving 
methodologies 

• Diagnosis 

• Planning and 
investigation 

• Sources of data 

• Establishing success 
criteria 

• Implementing solutions 
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Unit Title Financial Management 

Ofqual unit reference number 
(code) 

F/617/3479 

Unit Level Level 5 

GLH 12 

Unit Credit Value 4 

Sector Subject Areas 15.3 Business Management 

Assessment Guidance Assessment of this unit is through an assignment task 
set by NOCN. 

 
 

LEARNING OUTCOMES 

 

 

ASSESSMENT 
CRITERIA 

 

 

INDICATIVE CONTENT 

 

 

The learner will: 
 

 

The learner can: 
 

 
 
 

 

1 Understand the 
financial statements 
and control 
instruments used to 
control the finances of 
an organisation 

  

 

1.1 
  

Explain how financial 
systems and the 
financial function 
interact and relate to 
other systems and 
functions within an 
organisation 

1.2 
  

Explain how 
management 
accounts inform the 
management 
function in real time 
on performance and 
action needed and 
how metrics and 
indicators drive 
activity 

1.3 
  

Explain how financial 
statements can be 
used to examine the 
financial health of an 
organisation 

1.4 
  

Explain the process 
of budgeting and 
budgetary control 

  

 

• Core financial 
statements 

• Financial ratios 

• Relationship of the 
finance function to other 
core business functions 

• The process of 
budgetary control – 
analysis of variance 

 

2 Be able to construct a 
cost budget for an 
area of managerial 
responsibility 

  

 

2.1 
  

Construct a cost 
budget for a simple 
operating unit of a 
business 

  

 

• Different types of budget 

• Costing 

• Application of overheads 

• Preparation of an 
operating budget 



 

15 

 

Level 5 Diploma in Leadership and Management of Productivity and 
Performance 

 

3 Be able to evaluate 
sources of finance 
available to an 
organisation to 
finance business 
growth 

  

 

3.1 
  

Evaluate sources of 
finance appropriate 
to a given growth 
scenario 

  

 

• Identifying the need for, 
and the amount of, 
finance required 

• Internal and external 
sources 

• Possible sources of 
security 

• Relinquishing control 
 

4 Understand the 
differences in 
financial control 
processes used to 
manage day-to-day 
operations and 
project activities 

  

 

4.1 
  

Evaluate the 
particular 
requirements of 
projects in terms of 
budgeting and 
costing and identify 
where, and why, 
these differ from 
budgeting and 
costing for 
operational activity 

  

 

• Project life cycle: 
estimating, budgeting 
and cost control 

• Activity Based Costing 

• Cost estimates for work 
packages  

• Defining and prioritising 
project resources 
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Unit Title Leading and Managing People 

Ofqual unit reference number 
(code) 

T/617/3480 

Unit Level Level 5 

GLH 27 

Unit Credit Value 9 

Sector Subject Areas 15.3 Business Management 

Assessment Guidance Assessment of this unit is through an assignment task 
set by NOCN. 

 
 

LEARNING 
OUTCOMES 

 

 

ASSESSMENT 
CRITERIA 

 

 

INDICATIVE CONTENT 

 

 

The learner will: 
 

 

The learner can: 
 

 
 
 

 

1 Be able to apply the 
strategic planning 
process within 
organisations 

  

 

1.1 
  

Critically review the 
strategic plan of a 
given organisation 

1.2 
  

Justify the choice of 
strategic planning 
approaches and 
tools used in a given 
situation 

1.3 
  

Apply a strategy 
deployment model to 
a given scenario 

  

 

• Relationship between 
mission, vision and 
organisational strategy 

• Importance of 
organisational culture 
and values, and their 
impact on performance 

• Tools and techniques for 
developing strategic 
plans 

• Critical Success Factors 
and Key performance 
indicators 

• An organisational 
hierarchy of objectives 
and targets 

 

2 Understand the 
differences between 
leadership and 
management styles 
and their 
effectiveness in 
identified situations 

  

 

2.1 
  

Critically analyse the 
differences between 
leadership and 
management and 
their different 
contributions to an 
organisation’s 
success 

2.2 
  

Analyse different 
models and theories 
about leadership and 
suggest which 
style(s) might be 

 

• Leadership and 
Management 

• Lewin’s leadership style 
framework 

• Transactional leadership 

• Transformational 
Leadership 

• Motivating and Leading 
towards targets and 
objectives 

• Development of 
individuals and teams 
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appropriate to use in 
given situations 

  

 

3 Understand 
strategies used to 
prevent, minimise 
and manage conflict 
between and within 
teams 

  

 

3.1 
  

Analyse why conflict 
occurs between 
managers and 
functional teams in 
work situations 

3.2 
  

Evaluate approaches 
that could be used to 
prevent, minimise 
and resolve conflict 
when it occurs 
between individuals 

  

 

• Sources of conflict 

• Defining acceptable 
behaviour 

• WHIIM (What’s In It for 
Me) 

• Prioritising when to take 
a stand 

• Conflict Resolution 

• Conflict as an 
opportunity 

 

4 Understand how to 
assess the 
performance of 
individual managers 
and the techniques 
available to help 
improve their 
performance 

  

 

4.1 
  

Create an outline 
process to assess 
and compare the 
performance of 
managers and their 
individual 
development needs 

4.2 
  

Recommend 
processes for 
developing the 
capability of 
leadership teams 
and individuals to 
achieve agreed aims 
and objectives 

  

 

• Performance 
measurement and 
performance appraisal 

• Engagement & 
Participation 

• Capability 
assessment/Talent Audit 

• Coaching & Mentoring 

• Personal development 
plans 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

18 

 

Level 5 Diploma in Leadership and Management of Productivity and 
Performance 

Unit Title Building Relationships 

Ofqual unit reference number 
(code) 

A/617/3481 

Unit Level Level 5 

GLH 12 

Unit Credit Value 4 

Sector Subject Areas 15.3 Business Management 

Assessment Guidance Assessment of this unit is through an assignment task 
set by NOCN. 

 
 

LEARNING 
OUTCOMES 

 

 

ASSESSMENT 
CRITERIA 

 

 

INDICATIVE CONTENT 

 

 

The learner will: 
 

 

The learner can: 
 

 
 
 

 

1 Understand the 
importance of 
building meaningful 
and mutually 
supportive 
relationships with 
other individuals and 
organisations 

  

 

1.1 
  

Explain the 
characteristics of a 
‘good’ working 
relationship 

1.2 
  

Evaluate the skills 
needed by leaders 
and managers to 
build relationships 
with others, including 
those internal and 
external to the 
organisation 

  

 

• Defining a ‘good’ working 
relationship – trust & 
mutual respect 

• Open communication & 
data sharing 

• People skills, Emotional 
intelligence & Active 
listening 

• Managing boundaries 

 

2 Be able to identify 
stakeholders and 
their requirements 

  

 

2.1 
  

Use a structured 
process for 
identifying, analysing 
and prioritising 
stakeholders 

  

 

• Identifying stakeholders 
and their interests and 
influence. 

• Identifying key 
stakeholders 

• Addressing stakeholder 
needs 

 

3 Be able to recognise 
opportunities for 
resource sharing with 
partners 

  

 

3.1 
  

Analyse the 
productivity 
implications of 
resource sharing and 
identify the issues to 
be addressed if 
resource sharing is to 
be successful 

  

 

• Sharing knowledge and 
information 

• Sharing physical 
resources 

• Shared services 

• Structures to facilitate 
resource sharing clubs, 
cooperatives, etc. 
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4 Be able to prepare 
for effective 
negotiation to reach 
desired outcomes 

  

4.1 
  

Prepare to carry out 
a business 
negotiation 

  

• Individual and group-
based negotiations 

• Stages of negotiation 

• Failure to agree 

• Employing an advocate 
or agent 

 

5 Understand 
strategies for 
reducing, minimising 
and dealing with 
conflict 

  

 

5.1 
  

Identify possible 
sources of conflict in 
a given business 
scenario and critically 
evaluate strategies 
which might avoid or 
minimise such 
conflict 

  

 

• Why and when does 
conflict arise 

• The conflict resolution 
process 

• Controlling emotions 

• Using conflict as a 
development opportunity 
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Unit Title Communication 

Ofqual unit reference number 
(code) 

F/617/3482 

Unit Level Level 5 

GLH 18 

Unit Credit Value 6 

Sector Subject Areas 15.3 Business Management 

Assessment Guidance Assessment of this unit is through an assignment task 
set by NOCN. 

 
 

LEARNING 
OUTCOMES 

 

 

ASSESSMENT 
CRITERIA 

 

 

INDICATIVE CONTENT 

 

 

The learner will: 
 

 

The learner can: 
 

 
 
 

 

1 Understand how to 
use communication 
methods, media and 
tools for 
management 
purposes 

  

 

1.1 
  

Justify the selection 
of the content and 
communication 
methods to be used 
in a specific 
leadership or 
managerial context 

  

 

• Clarifying the aim of a 
message/communication 

• Identifying audiences 
and their interests and 
communication 
preferences 

• Addressing audience 
needs – selecting 
appropriate messages, 
methods and media 

• The interaction between 
message, method and 
media 

 

2 Be able to prepare 
communication plans 
for managerial 
contexts 

  

 

2.1 
  

Use information from 
a given scenario to 
create a detailed 
communication plan 
for internal and 
external stakeholders 

2.2 
  

Propose methods for 
evaluating the 
effectiveness of 
communication in 
relation to a given 
scenario 

  

 

• Oral, written and digital 
communication 

• Formal and informal 
communication 

• Non verbal 
communication 

• One way versus Two 
way communication 

• Communication across 
geographical and cultural 
boundaries 

• When confidentiality is 
important 

 

3 Understand 
strategies for dealing 

 

3.1 
  

Analyse why, and 
when 
communications 

 

• Barriers to 
communication 

• Gaining and losing trust 
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with the breakdown 
of communication 

  

might fail and 
propose 
contingencies 

  

• Shared values, shared 
aims 

• Signs and symptoms of 
communication 
breakdown 

• Re-establishing a 
communications channel 

 

4 Be able to produce a 
structure for a 
management report 
on completion of a 
performance 
improvement project 

  

 

4.1 
  

Structure a report 
which summarises 
the process of, and 
results of, a 
performance 
improvement project 

  

 

• Management and 
business reports – 
purpose, structure, 
format and content. 

• Formal and informal 
reports 

• Using appendices 

• The Executive Summary 

• Presenting a report 
 

5 Be able to reflect on 
and improve own 
performance in a 
variety of 
communication 
settings 

  

 

5.1 
  

Undertake a critical 
reflection of own 
performance, and 
own communication 
skills 

  

 

• Preferred communication 
styles 

• Evaluating self 
performance and 
effectiveness 

• Advice and support 
resources 

• Creating an action plan 
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Unit Title Self-Awareness and Personal Effectiveness 

Ofqual unit reference number 
(code) 

J/617/3483 

Unit Level Level 5 

GLH 12 

Unit Credit Value 4 

Sector Subject Areas 15.3 Business Management 

Assessment Guidance Assessment of this unit is through an assignment task 
set by NOCN. 

 
 

LEARNING 
OUTCOMES 

 

 

ASSESSMENT 
CRITERIA 

 

 

INDICATIVE CONTENT 

 

 

The learner will: 
 

 

The learner can: 
 

 
 
 

 

1 Understand the 
relationship between 
organisational values, 
culture and strategy 

  

 

1.1 
  

Explain the influence 
and impact of 
organisational values 
on its culture and 
strategy 

  

 

• Organisational values 

• Organisational ethics 

 

2 Understand the link 
between own values 
and emotions and 
own thoughts and 
actions 

  

 

2.1 
  

Describe how 
emotions and 
feelings affect 
individual and group 
motivation and shape 
their actions 

  

 

• Personal, professional, 
organisational values 

• Organisational ethics 

• Emotional intelligence 

• Individual and group 
motivation 

 

3 Understand the skills 
required to take 
difficult decisions 

  

 

3.1 
  

Analyse the factors 
that can influence 
decision-making 

3.2 
  

Use a structured 
decision making 
framework to analyse 
the possible 
consequences of 
alternative actions 
arising from a 
decision 

  

 

• Head vs Heart 
(Reasoning vs intuition) 
decisions 

• Evaluating impact and 
importance of key 
stakeholders 

• Understanding 
uncertainty 

• Setting limits and 
deadlines 

• Decision trees and 
matrices 

• Making trade-offs 

• ‘Analysis paralysis’ 
 

4 Be able to undertake 
a self-critical review 

 

4.1 
  

Critically evaluate the 
outcomes of a major 
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and recognise key 
personal motivating 
factors 

  

event or activity to 
draw lessons on self-
performance and 
achievement 

  

• Conducting a personal 
SWOT 

• Understanding core 
values 

• Soliciting feedback from 
others 

• Key learning 
opportunities 

• Creating a development 
plan: for learning, for 
skills, for behaviour 

 

5 Be able to assess 
and plan for personal 
professional 
development 

  

 

5.1 
  

Construct a detailed 
action plan to 
address evaluated 
weaknesses or 
opportunities for 
personal and 
professional 
development 

  

 

• Key learning 
opportunities 

• Creating a development 
plan: for learning, for 
skills, for behaviour 
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Unit Title Innovation and Creativity 

Ofqual unit reference number 
(code) 

L/617/3484 

Unit Level Level 5 

GLH 18 

Unit Credit Value 6 

Sector Subject Areas 15.3 Business Management 

Assessment Guidance Assessment of this unit is through an assignment task 
set by NOCN. 

 
 

LEARNING 
OUTCOMES 

 

 

ASSESSMENT CRITERIA 

 

 

INDICATIVE CONTENT 

 

 

The learner will: 
 

 

The learner can: 
 

 
 
 

 

1 Understand the 
need for innovation 
within an 
organisation and its 
role within 
continuous 
improvement 

  

 

1.1 
  

Explain the role of 
innovation in 
business growth and 
development and in 
continuous 
improvement 

  

 

• Product, process and 
organisational innovation. 

• Innovating to enter new 
markets 

• Incremental change and 
improvement 

• Innovation as a means of 
exploiting talent and 
technology 

• Responding to increasing 
customer choice 

• Open innovation 
 

2 Be able to define an 
innovation process 
for an organisation 

  

 

2.1 
  

Critically analyse 
structured processes 
for promoting and 
facilitating innovation 
and apply an 
appropriate model to 
a given scenario 

  

 

• Meeting vs creating a 
need 

• Idea generation 

• Idea screening & 
evaluation 

• Development, design, 
prototyping 

• Implementation 
 

3 Understand how to 
lead teams seeking 
innovative solutions 
to a business 
problem 

  

 

3.1 
  

Explain the roles of 
organisational values, 
culture and employee 
engagement and 
motivation on 
creativity and 
intrapreneurship 

3.2 
  

Evaluate the impact 
on productivity of 

 

• The role of collaboration 
in innovation: across 
functions and across 
levels 

• Tapping the talent 
pipeline to build a 
talented and motivated 
team 

• Learning from failure 
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team building and 
team dynamics 

3.3 
  

Explain how to create 
an atmosphere of 
trust and support 
within which team 
members feel free to 
express and ‘expose’ 
themselves 

  

• The leader as facilitator 

• Removing barriers 

• Selling ideas 

• Managing change 

 

4 Be able to create 
and implement a 
change 
management plan 

  

 

4.1 
  

Explain the need for a 
structured change 
process 

4.2 
  

Critically analyse a 
structured change 
process in relation to 
a given scenario 

  

 

• Product, process and 
organisational change 

• The dimensions of 
change 

• Change process models 
– including Kotter’s 8-
step model 
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4.2 Additional Components  

Unit Title Planning and Executing a Performance 
Improvement Project 

Ofqual unit reference number 
(code) 

H/617/3488 

Unit Level Level 5 

GLH 24 

Unit Credit Value 8 

Sector Subject Areas 15.3 Business Management 

Assessment Guidance Assessment of this unit is through an assignment task 
set by NOCN. 

 
 

LEARNING OUTCOMES 

 

 

ASSESSMENT 
CRITERIA 

 

 

INDICATIVE CONTENT 

 

 

The learner will: 
 

 

The learner can: 
 

 
 
 

 

1 Be able to define the 
components, stages 
and lifecycle of a 
project 

  

 

1.1 
  

Define the stages 
and lifecycle of a 
project 

1.2 
  

Identify the specific 
roles and 
responsibilities of 
managing a project 

  

 

• Project activity vs 
operational activity 

• Stage of a typical project 

• Project management vs 
programme 
management 

 

2 Be able to specify 
and justify a 
performance 
improvement project 

  

 

2.1 
  

Develop suggestions 
for performance 
improvement 
projects from own 
work experience 

2.2 
  

Explain a structured 
framework for 
establishing terms of 
reference for a 
performance 
improvement project 

2.3 
  

Determine success 
criteria for a 
proposed 
performance 
improvement project 

  

 

• Selecting areas for 
investigation 

• Setting terms of 
reference – aims, 
objectives, scope. 

• Establishing success 
criteria 

 

3 Understand how to 
develop a project plan 

  

 

3.1 
  

Explain the process 
of planning and 
scheduling a simple 

 

• Elements of a project 
plan and schedule 

• Gantt charts 
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performance 
improvement project 
based on defined 
terms of reference 

  

• Work breakdown 
structures 

• Resource allocation 

 

4 Be able to identify 
and mitigate risks 
within a project 

  

 

4.1 
  

Explain the process 
of identifying 
potential risks and 
proposing actions to 
reduce or mitigate 
those risks 

  

 

• Risks associated with 
projects 

• Identifying, assessing 
sand minimising risks 

• Mitigating risks 

 

5 Be able to construct a 
monitoring and review 
strategy 

  

 

5.1 
  

Construct a 
monitoring and 
review process 

  

 

• Project control - the need 
for regular review 

• Monitoring progress 

• Control actions 
 

6 Be able to make and 
justify 
recommendations 
that achieve the 
project aim 

  

 

6.1 
  

Propose a list of 
potential actions 
following an 
investigative phase 
to improve the 
performance of the 
area under review 

6.2 
  

Prioritise actions 
based on their 
contribution to the 
successful 
completion of the 
project 

  

 

• Creating alternative 
scenarios 

• Making the case for 
change 

• Selling the proposals 

 

7 Be able to prepare a 
project report and 
associated 
presentation 

  

 

7.1 
  

Produce a 
framework of a 
report for a 
management team 
summarising project 
activity and making 
recommendations for 
change 

7.2 
  

Prepare a format for 
a complementary 
presentation to key 
stakeholders of the 
project 

7.3 
  

Justify the framework 
and content when 
reporting at the end 
of a project 

 

 

• Management report 
writing 

• Presenting findings and 
recommendations 
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