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Assessment Guidance

All ILM programmes contain an assessment element to demonstrate your understanding of the content and that the required learning objectives have been achieved. The assessments take various forms to suit the level and subject matter and include short answer questions, written descriptions, reflective reviews, presentations, case studies and practical observation.

Here are some simple guidelines to help you complete your assessments successfully.

1. Read the Instructions

You must follow the instructions given at the start of each assessment fully. This includes:

· Putting headings if requested

· Ensure you meet the minimum word count – if you don’t the work will not be sufficiently comprehensive and you will not be able to gain high marks

· Don’t worry too much about going over top end word counts unless it says maximum word count. If it does say maximum then any words over this limit will not be marked and you could lose marks if something important is in the last few words

· Make sure you hand in by the date and method specified 

2. Read the Question
Read all the questions fully before you start the assessment to make sure you have understood exactly what is being asked, if in doubt, ask your tutor.
· If it says give an example from your own experience make sure it is real, your own and a relevant example

· If it says give examples or items, make sure you give more than 1 and if it says a specific number, make sure you give that number 

· If it says list don’t write huge amounts just give a list

· If it says describe or explain don’t just give a bullet list. Give full sentences describing or explaining the things asked for

· If you only give 1 example or list when you should have given more or described or explained, you will lose marks and could fail the section and therefore the whole assessment
3. Produce Your Own Work

Whatever type of assessment you produce, it must be your own work. By all means use the internet to search for information as well as recommended sites, literature your tutor or peers, but once you have found the information it needs to be put into the assessment in your own words.

· Do not include work of more than a single phrase from another’s work without the use of quotation marks and acknowledgement of the sources. 

· Do not use another’s work by simply changing a few words or the order it was put in originally

· Always acknowledge someone else’s work or ideas such as Tuckman’s stages etc.
· Do not copy someone else’s work with or without their knowledge or get someone else to do the work for you and submit under your name. This includes using their template answer and changing only a few parts.
· Use your own personal examples wherever possible to demonstrate authenticity
· If you submit work which is not wholly your own but incorporates the work of another without proper acknowledgement of this, it is Plagiarism for which there are a number of potential penalties, including failure of the assessment (see the Plagiarism and Misconduct Summary)

4. Feedback

After you submit each assessment you will receive feedback from the assessor on how well you met the assessment criteria. They will state the particularly good points and give suggestions for improvements if required. 
Always take this feedback in the spirit in which it is given i.e. it is to help you improve your learning experience and pass your assessment.
It is quite ok to submit a ‘draft’ assessment to your tutor to look at and give informal feedback on before submitting your actual assessment. You are also allowed a further ‘re-sit’ of the assessment if the first one does not meet the required standard in all sections. Often it is only small sections which need to be resubmitted and not the whole assessment.

Don’t forget, your tutor is more than happy to assist you in your assessment, but remember, it does have to be your own work.


The following pages give some specific guidance on the sufficiency requirements for your particular assignments.

Assessment sufficiency guidance

Assessment 1 – Leading Your Work Team
	Learning Outcome / Section 1:   Understand the difference between leadership and management  [40 Marks]

	Assessment Criteria (AC)
	Sufficiency Descriptors 

	AC 1.1

Explain the difference between leadership and management 
AC 1.2

Explain why leadership is important within own team 

	Leadership and management are each correctly and appropriately explained with the difference(s) made explicitly clear in detail 

A thorough and detailed explanation is given of a range of differences between leadership and management and also their strengths and weaknesses are discussed

(Good Pass) [ca. 15/20] must be 50%+ to pass
The importance of leadership within own team is thoroughly explained in detail and the implications and/or impact of ineffective or inappropriate leadership is explained
The role of leadership in the development and/or cohesion of the team is explained with reference to models such as Adair, Tuckman, Belbin, etc. and examples given to enhance the explanation (Good Pass) [ca. 15/20] must be 50%+ to pass



	Learning Outcome / Section 2:   Understand a range of leadership styles, their benefits and potential impact on individuals and performance [60 Marks]

	Assessment Criteria (AC)
	Sufficiency Descriptors 

	AC 2.1

Describe a range of different leadership styles 
AC 2.2

Identify the most commonly used leadership style(s) within an organisation 
AC 2.3

Explain the likely effect this leadership style(s) has on a team’s performance

AC 2.4

Identify own leadership style and its potential impact on a team

	A range of over three recognisably different leadership styles is described in detail

A range of over three different leadership styles is described in detail along with their uses, associated behaviours and potential impacts on individuals and outputs/performance and the description is enhanced with examples Good Pass [ca. 12/16] must be 50%+ to pass
The leadership style(s) most commonly used within own organisation are described, as opposed to merely identified

A range of most commonly used leadership styles is explained, as opposed to merely identified or described, with the explanation enhanced with examples

The method of identifying those styles most commonly used within own organisation is given Good Pass [ca. 9/12] must be 50%+ to pass

The likely effect(s) on own team’s performance of the leadership style(s) identified for the last AC is explained, with the cause and effect link between the style and the team performance made clear and enhanced with examples

The appropriate use of personal leadership styles is explained, followed by a thorough and detailed explanation of the identified leadership style’s various effects on own team’s performance along with a description of how they affect the team and its effectiveness  Good Pass [ca. 15/20] must be 50%+ to pass

A method/tool for identifying leadership style is used, leading to identification of own leadership style along with its potential impact on own team

Different personal leadership styles that are adopted in different circumstances are identified and explained along with their potential effect(s) on own team

An explanation is given of the various ways in which the identified leadership style(s) could affect the team  Good Pass [ca. 9/12] must be 50%+ to pass




Assessment 2 – Understanding Effective Team Working
	Learning Outcome / Section 1:   Understand effective working teams [100 Marks]

	Assessment Criteria (AC)
	Sufficiency Descriptors 

	AC 1.1
Identify the characteristics of an effective team and the advantages of working in a team
AC 1.2

Identify possible barriers to effective team working
AC 1.3

Outline the possible effects of identified barriers on the team
AC 1.4

Explain how to create and maintain an effective team
	Several characteristics of an effective team and advantages of working in a team are clearly identified

A wide range of different characteristics of an effective team and advantages of working in a team are clearly described, as opposed to merely identified, and relevant models referenced e.g. Belbin, Tuckman Good Pass [ca. 18/24] must be 50%+ to pass
Several possible barriers to effective team working are described, as opposed to merely identified
A range of different possible barriers to effective team working are described in some detail with examples to enhance.  These may include but not be restricted to: location and dispersal of members, leadership, communications, personal values, problem behaviour, trust, disagreement and conflict  Good Pass [ca. 15/20] must be 50%+ to pass
Several effects of barriers to effective teamwork, as identified for the previous AC, are described in some detail as opposed to merely outlined

A wide range of possible different effects are described in detail with some explanation of the cause and effect
Good Pass [ca. 18/24] must be 50%+ to pass

Detailed explanation is given of how both to create and to maintain an effective team with the issue of how to ensure team effectives made explicit and clear

Reference made to appropriate models e.g. Tuckman, Belbin or similar
Good Pass [ca. 24/32] must be 50%+ to pass




Assessment 3 – Workplace Communication
	Learning Outcome / Section 1:   Understand the importance of effective communication [44 Marks]

	Assessment Criteria (AC)
	Sufficiency Descriptors 

	AC 1.1

Explain why clear and effective communication is essential in the workplace 

AC 1.2

Outline the key stages in the communication process 

AC 1.3

List potential barriers to communication and explain how these could be overcome 


	Gives a detailed explanation of why clear and effective communication is essential with its importance to the workplace made explicit

Explains what constitutes clear and effective communication and how to ensure clarity and effectiveness

Explains what might be the result if communication is not clear and/or effective Good Pass [ca. 12/16 must be 50% + to pass
Clear and thorough explanation given of key stages in the communication process including: sender, message, encoding, channel, receiver, decoding, feedback.  Consideration of the recipient’s needs may also be addressed.  These terms are explained and example(s) given to enhance explanation Good Pass [ca. /12]  must be 50% + to pass 

Several potential barriers to communication are described (which may include most of: language differences, inattention, information overload, distractions, noise, emotions or other appropriate barriers), as opposed to merely listed, and some methods are explained in detail as to how each given barrier could be overcome
Good Pass [ca. 12/16] must be 50% + to pass


	Learning Outcome / Section 2:    Understand methods of communication [16 Marks]

	Assessment Criteria (AC)
	Sufficiency Descriptors 

	AC 2.1

Explain methods and their best use when communicating with the team 


	A range of communication methods are explained in detail and their best use when communicating with the team is made explicitly clear in detail

The advantages/disadvantages of communication methods are identified Good Pass [ca. 12/16] must be 50%+ to pass



	Learning Outcome / Section 3:    Understand the importance of maintaining accurate records of communication [40 Marks]

	Assessment Criteria (AC)
	Sufficiency Descriptors 

	AC 3.1

Explain why it is important to have a record of communication 

AC 3.2

Outline the importance of keeping a record of oral communication
AC 3.3

Describe methods of maintaining accurate records of electronic and oral communication
	Clear and valid reasons, perhaps with examples, are explained in detail as to why it is necessary to have a record of communication and the importance of this is made explicitly clear

An explanation is given of what might be the result if records of communication are not kept Good Pass [ca. 12/16] must be 50%+ to pass
Perhaps with examples, clear and valid reasons are explained, as opposed to merely outlined, as to why it is necessary to have a record of oral communication and the importance of this is made explicitly clear

Outlines what might be the result if records of communication are not kept Good Pass [ca. 6/8] must be 50%+ to pass
A variety of methods of maintaining accurate records of electronic and oral communication are fully described and perhaps explained.  Some of the methods may be documented or paper based whilst others are electronic.  Examples of each may be given. Good Pass [ca. 12/16] must be 50%+ to pass




Assessment 4 – Understanding Change in the Workplace
	Learning Outcome / Section 1:  Understand the nature of teams [60 Marks]

	Assessment Criteria (AC)
	Sufficiency Descriptors 

	AC 1.1

Give potential internal or external reasons or factors for change in the workplace
AC 1.2

Explain team members’ possible attitudes and responses to change at work
AC 1.3

Identify potential barriers to change in the workplace and state how they can be overcome
AC1.4

Identify potential benefits of change in the workplace

	Both internal and external reasons and factors for change are explained, as opposed to merely given

The source and/or recognition of benefits of change to the organisation are acknowledged and examples given Good Pass [ca. 9/12] must be 50% + to pass
Team members’ possible different attitudes and responses to change at work are explained in some detail, making fully clear what the attitudes/responses might be; how and why they come about; and how they could affect the team members, the team and/or the change
Different attitudes and responses are explained and compared, the impact of both positive and negative attitudes on change at work are explained, good examples from workplace are given to enhance the explanation Good Pass [ca. 12/16]  must be 50% + to pass 

Practical and human barriers, potential or actual, are appropriately described, as opposed to merely stated, and methods for overcoming these barriers are explained, perhaps in some detail
The identified methods indicate levels of difficulty in overcoming the different types of barriers, with good examples given to enhance the explanation Good Pass [ca. 9/12] must be 50% + to pass
A variety of potential benefits of change in the workplace are described, perhaps in some detail, as opposed to merely identified, including major and minor changes, practical changes and personnel changes
Immediate, short term and longer-term benefits are described, as opposed to merely identified, including identification of who/what benefits from the change with examples given to enhance the description Good Pass [ca. 9/12] must be 50% + to pass



	Learning Outcome / Section 2:  Understand the advantages and disadvantages of team working [40 Marks]

	Assessment Criteria (AC)
	Sufficiency Descriptors 

	AC 2.1

Explain how a team leader can implement change in the workplace
AC 2.2

Explain how a team leader can support change in the team
AC 2.3

Explain how to develop and maintain cohesion within a team during change
	Step-by-step detailed explanation is given of what is typically involved in the team leader managing self and team to effectively implement change in the workplace with the practical and communication necessities recognised

Explanation of how to ensure change is in line with organisation’s culture, values and goals Good Pass [ca. 12/16] must be 50% + to pass
Detailed explanation is given of a range of ways in which a team leader can support change in the team taking into account the function of the team and the different roles, skills and experience of its members

Relevance of individual personalities and skillsets are recognised and the need to identify and  address individual and team development needs Good Pass [ca. 12/16] must be 50% + to pass
A range of ways in which cohesion within a team can be retained and enhanced during change are clearly explained, taking into account some of: group identity and culture; value systems; the individual personalities within the team; nature of the change and the way the team culture impacts upon the success of the change
Ways of improving positive team identity and culture through teambuilding are recognised.  Likely impact of poor cohesion is recognised. A range of ways in which cohesion within a team can be retained and enhanced during change are clearly explained, taking into account some of: group identity and culture; value systems; the individual personalities within the team; nature of the change and the way the team culture impacts upon the success of the change
Ways of improving positive team identity and culture through teambuilding are recognised.  Likely impact of poor cohesion is recognised. Good Pass [ca. 12/16] must be 50% + to pass
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