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1 Introduction

This document contains the information that centres need to offer the followupgalifications:

Qualification title and City & Guilds Qualification Registration and
level qualification accreditation certification
number number
SVQ in Business and 443620 GL9H5 See Walled Garden/online
Administration Leveb catalogue for last dates

The City & Guis SVQ in Business and Administratiamn SCQREevel5 meets the needs oflearners
who wish to work orare already employed inan administrative role. Thegrovide theyoung or

adult learnerwith a cohesive suite of qualifications that will enable themdevelop asolid
understandingof how to workand communicatein any business environment. These qualifications
give them the opportunity todevelopa broad skill set that will facilitate progressiom the

workplace and/oronto further learning and trainig.

With the inclusion ofoptional IT unitseg using database and word processing softwarthe learner
can tailor theirSVQto suit their individual role and the needs of their employer.

These competence based qualifications replace the City & Gui{36-02 SVQ2 in Business and
Administration at SCQF Level Bhese qualificationgsre based on national occupation standards
developedby the Council for Administration (CfAnd were designedn collaboration with City &
Guilds aad other awarding organisabns. Theyinclude imported unitsfrom the Tech Partnership
Financial Skills Partnership (FSP) and Skills for Justice.

The SV@t SCQF Leveli§ a component of theMlodern Apprenticeship in Business and
Administration framework.

Contacting Skills CFA
Tel:020 7091 9620
Website:www. skillscfa.org

The Institute of Customer Service (ICS)

Tel:020 7260 2620
Website:www.instituteofcustomerservice.com
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1.1

Qualification structure

To achieve tle SVQ in Business and Administratiaih SCQF Levélthe learnermust achieve 8
units :

T
T
T

Three units from Group A: Mandatory Units
At leastthree units from Group B: Optional Units

Two further unit s must be selected from eithetGroup B: Optional Units or Group C:
Optional Units

The following rules apply to how units may be selected

1

T

A maximum oftwo units only may be selected from the Idnd finance unitsimported from
TechPartnership and FSP.

EitherUnit 458 Produce documents in a business environmejor Unit 286 Design and
produce docurrents in a business environmehinay be selected but not both

Onlyone unit may be selected from units 459 (Prepare text from notes), Unit 460 (Prepare
text from notes using touch typing (40wpm)) or Unit 287 (Prepaegttfrom notes using touch
typing (60wpm));

Either unit 461 (Prepare text from shorthand (60wpm)) or Unit 288 (Prepare text from
shorthand (80wpm)) may be selected, but not both;

Either unit 462 (Prepare text from recorded audio instruction (40wpm)) oitl289 (Prepare
text from recorded audio instruction (60wpm)) may be selected, but not both;

Either Unit 469%upport the organisation and cordination of eventg or Unit 319Qrganise
and coordinate eventy may be selected, but not both;

Either Unit223 (Support the organisation of bsiness travel or accommodation) or Unit 294
(Organise business travel or accommodatipmay be selected, but not both;

Either Unit 470%upport the organisation of meetingor Unit 293 Plan and organise
meetings) may be selected, but not both;

Onlyone unit may be selected from the following: Unit 11Bespoke Software )}l Unit 126
(Specialist Software )1 Unit 236(Bespoke Software Pand Unit 252(Specialist Software R
Either Unit 231Data Management Software)dr Unit 115(Data Management Softwadel may
be selected but not both;

Either Unit 238Database Software for Unit 116(Database Software Jimay be selected but
not both;

Either Unit 239Improving Productivity using IT)ar Unit 117(Improving Producivity using IT
1) may be selected but not both;

Either Unit 24QIT Security for Users)ar Unit 118(IT Security for Users)Inay be selected but
not both;

Either unit 241(Presentation Software Por unit 119(Presentation Softwargl may be
selectedbut not both;

Either unit 242Setting up an IT System) 2r Unit 120(Setting up an IT System) inay be
selected but not both;

Either unit 243Spreadsheet Software Yor Unit 121(Spreadsheet Software Jimay be
selected but not both;

Either unit 244(Using collaborative technologies)ar Unit 122(Using collaborative
technologieg 1 may be selected but not both;

Either Unit 245Website Software 2or Unit 123(Website Software Imay be selected but not
both;

Either Unit 24@Word Processing Softwa 2) or Unit 124(Word Processing Software)inay be
selected but not both.

Either Unit261 (Using email Zr Unit113 (Using email Inay be selected but not both
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Thetable below illustrates the unit titles and the credit value of each unit the gfiedition will be

awarded to candidates successfully completing the required combination of units.

Key to table

A a Mandatory, B a Optional, C4 Optional

City & Unit title SCQF SCQF Barred Unit Imported
Guilds credit combination selected? from
unit
Group A
205 Prepare to communicate in a 3
business environment
451 Agree how to manage and 4
improve own performance in i
business environment
452 Undertake work in a business 2
environment
Group B
203 Plan how to solve bsiness 4
problems
209 Handle mail 3
223 Support the organisation of 3 294
business travel or
accommodation
227 Administer HR records 3
228 Administer the recruitment 4
and selection process
236 Bespoke software 2 3 114, 126,252 Tech
partnership
237 Data management software 2 3 115 Tech
partnership
238 Database software 2 4 116 Tech
partnership
239 Improving productivity using 4 117 Tech
IT2 partnership
240 IT security for users 2 2 118 Tech
partnership
241 Presentation software 2 4 119 Tech
partnership
242 Setting up an IT System 2 4 120 Tech
partnership
243 Spreadsheet software 2 4 121 Tech
partnership
244 Using collaborative 4 122 Tech
technologies 2 partnership
245 Website software 2 4 123 Tech
partnership
246 Word processing software 2 4 124 Tech
partnership
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City & Unit title SCQF SCQF Barred Unit Imported

Guilds level credit combination selected? from

unit

252 Specialist software 2 5 3 114, 126, 236 Tech

partnership

255 Calculate critical dates for 5 6 Skills for
sentences Justice

256 Make administrative 5 6 Skills for
arrangements for the Justice

movement of individuals
outside the custodial
establishment

257 Administer documentation for 5 6 Skills for
the appeals process Justice
258 Administer personal money 5 6 Skills for
for individuals in custody Justice
259 Prepare documentation to 5 6 Skills for
help authorities decide on the Justice
conditions on which to release
individuals from custody
260 Make administrative 5 6 Skills for
arrangements for the release Justice
of individuals from custody
261 Using emdi2 5 3 113 Tech
partnership
275 Account for income and 8 3 FSP
expenditure
276 Meet and welcome visitors 5 3
277 Administer parking 5 4
dispensations
279 Process court documentation 6 6 Skills for
Justice
280 Contribute to maintaining 6 6 Skills for
security and protecting Justice
individual sa
custodial environment
282 Control payroll 7 8 FSP
283 Draft financial statements 8 3 FSP
453 Work with other peopleina 5 3
business environment
454 Use voicemail message 5 1
systems
455 Use a diary system 5 3
456 Take minutes 5 4
457 Provide reception services 5 3
458 Produce documents in a 5 4 286
business environment
459 Prepare text from notes 6 4 460, 287
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City & Unit title SCQF SCQF Barred Unit Imported
Guilds level credit combination selected? from
unit
460 Prepare text from notes using 5 3 459, 287
touch typing (40 wpm)
461 Prepare text from shorthand 5 8 288
(60 wpm)
462 Prepare text from recorded 5 4 289
audio instruction (40 wpm)
463 Collate and organise data 5 3
464 Research information 4
465 Store and retrieve information 5 3
using a filing system
466 Provide archive services 5 2
467 Use office equipment 5 3
468 Maintain and issue stock item 5 3
469 Support the organisation and 5 5 319
co-ordination of events
470 Support the organisation of 5 4 293
meetings
471 Respond to change in a 5 3
business environment
472 Support the management anc 7 7
development of an
information system
Group C
113 Using email 1 4 2 261 Tech
partnership
114 Bespoke software 1 4 2 236, 126, 252 Tech
partnership
115 Data management software 1 4 2 237 Tech
partnership
116 Database software 1 4 3 238 Tech
partnership
117 Improving productivity using 4 3 239 Tech
IT1 partnership
118 IT security for users 1 4 1 240 Tech
partnership
119 Presentation softwae 1 4 3 241 Tech
partnership
120 Setting up an IT System 1 4 3 242 Tech
partnership
121 Spreadsheet software 1 4 3 243 Tech
partnership
122 Using collaborative 4 3 244 Tech
technologies 1 partnership
123 Website software 1 4 3 245 Tech
partnership
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City & Unit title SCQF SCQF Barred Unit Imported
Guilds level credit combination selected? from
unit
124 Word Processing software 1 4 3 246 Tech
partnership
126 Specialist software 1 4 2 236, 114, 252 Tech
partnership
281 Calculate pay n/a n/a FSP
284 Develop a presentation 6 3
285 Deliver a presentation 6 3
286 Design and produce 6 4 458
documerts in a business
environment
287 Prepare text from notes using 6 4 459, 460
touch typing (60 wpm)
288 Prepare text from shorthand 6 8 461
(80 wpm)
289 Prepare text from recorded 6 4 462
audio instruction (60wpm)
290 Support the design ad 6 7
development of information
systems
291 Monitor information systems 6 7
292 Analyse and report data 6 6
293 Plan and organise meetings 6 5 470
294 Organise business travel or 6 5 223
accommodation
295 Contribute to running a 6 5
project
296 Deliver, monitor and evaluate 6 3
customer service to internal
and/or external customers
297 Administer parking and traffic 6 9
challenges, representations
and civil parking appeals
298 Administer statutory parking 7 9
and traffic appeals
299 Administer parking and traffic 7 6
debt recovery
300 Verify the release process 6 6 Skills for
Justice
319 Organise and cedrdinate 6 8 469
events
329 Provide administrative 6 8
support in schools
333 Administer agricultural 6 6
records
351 Verify critical dates for 7 6 Skills for
sentences Justice
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City & Unit title SCQF SCQF Barred Unit Imported
Guilds level credit combination selected? from
unit
354 Make agricultural returns, 6 8
applications and claims
355 Administer legal files 6 7
356 Build case files 6 4
357 Manage case files 7 5
431 Use occupationalnd safety 4 2
guidelines when using a
workstation
450 Make and receive telephone 5 3
calls
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1.2  Opportunities for progression
On completion of thesejualifications candidates may progress into employment or to the following
City & Guilds guiffications:

1 SVQin Business and Administratioat SCQF Level (8436-30)

1 SVQin Customer Servicat SCQF level @427-30)
1 Level 3Legal Secretaries (74668)
1

Level 3 Certificate in Medical Administration / Diploma for Medical SecretafB$%/03; 5519
04)

1 Apprenticeship orModern Apprenticeship in Business and Administration.

1.3 Qualification support materials

City & Guilds alsprovides the following publications and resourcespecifically for these
qualifications:

Description How to access
Promotionalmaterials www.cityandguilds.com
SmartScreen www.smartscreen.co.uk
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2  Centre requirements

This section outlines the approval processes for Centres to offegse qualifications and any
resources that Centresvill need in place to offer the qualifations including qualificatiorspecific
requirements for Centre staff.

Centres already offering City & Guilds qualifications in this subject area

Centres currently approved to offer the 46 Level 2SVQin Businessand Administration will be
given automatic approval for the nev8VQin Business and Administration at SCQF Level

Existing sanctions will also apply to the new qualifications.

Centres not already offering City & Guilds qualifications in this subjecta  rea

To offer these qualifications, centres already approved to deliver City & Guilds qualifications will
need to gainqualification approval . Please refer to Appendi for further information.

Centres not yet approved by City & Guilds

To offer these quafications, new centres will need to gain bottentre and qualification
approval . Please refer to Appendi® for further information.

2.1 Resource requirements

Human resources
Staff delivering Business and Administration units within these qualifications niesable to
demonstrate that they meet the following occupational expertise requirements. They should:

1 be occupationally competent to make Business and Administration assessment judgements
about the level and scope of individual candidate performance at Wwar in RWESs; and,
occupationally competent to make assessment judgements about the quality of assessment
and the assessment process

1 be occupationally knowledgeable in the area(s) of for which they are delivering training. This
knowledge must be at leastat the same level as the training being delivered

1 have credible experience of providing training.

For imported units please refer to the relevant Assessment Strategy from the standard setting
body/sector skills councilwww.thetechpartnership.com

Centre daff may undertake more than one rojeg tutor and assessor or internal verifier, but must
never internally verify their own assessments.
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Assessors and internal verifiers

Centre staff should hold, or be working towards, the relevant Assessor/Verifie¥jAmits for their
role in delivering, assessing and verifying these qualifications

or

A trainer, supervisor or manager, employed by an organisation must either:

1. hold or be working towards, the relevant Assessor/Verifier (AMyhits for their role irdelivering,
assessing and verifying these qualifications
or

2. seek guidance and approval from City & Guilds to demonstrate it

1 organisation has appropriate processes in place to facilitate assessment, moderation or
verification functions

1 trainer, supervsor or manager is able to map their assessment, moderation or
verification skills and knowledge 100% to the NOS upon which the qualifications above
are based.

For imported units please refer to the Assessment strategy from the relevant sector skills
council/standards setting body.

Continuing Professional Development (CPD)

Centresare expected to support their staff in ensuring that their knowledgemains currentof the
occupational area and of best practice in delivery, mentoring, training, assessnaamt verification,
andthat it takes account of any national or legislative developments.

2.2 Candidate entry requirements

Candidates should not be entered for a qualification of the same type, content and level as that of a
qualification they already hold.

There are no formal entry requiremetfor candidates undertaking thesgualificatiors. However,
centres must ensure that candidates have the potential and opportunity to gain the qualificdspn
successfully

To be awarded a SVQin Business and Adminisation, candidates must demonstrate that they are
able to perform the job or an appropriate task competently. Competence may be demonstrated in
the private sector, notfor-profit sector or public sector. Candidates may be employed as-irfie,
part-time, paid or voluntary members of staff.

Realistic Working Environment (RWE)

This SVQ should be assessed using genuine workplace evidence. In exceptional circumstances,
simulation may be used fosmall parts of the units at any level, and undertaken in a Rs#c
Working Environment (RWE).

Any RWE should be agreed in advance with the Awarding Organisation.

It is essential that organisations wishing to operate a Realistic Working Environment (B for
the small parts that may be agreed witihhe Awardng Organisatioroperate in an environment
which reflects a real work setting. This will ensure that any competence achiauetiis way will le
sustained in real employment.
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To undertake the assessment in a RWE the following guidelines must be met:

1

f

assessments must be carried out under realistic businggsessures, using real customerand
within a defined service offer

all services that are carried out should be completed in a way, and to a timescale, that is
acceptable in business organisations

candidates must be expected to achieve a volume of work comparable to normal business
practices

the range of services, products, tools, materials and equipment that the candidates use must be
up to date and available. They must enable candidates to meet the isgents of the National
Occupational Standards

account must be taken of any legislation or regulations in relation to the type of work that is
being carried out

candidates must be given workplace responsibilities to enable them to meet the iegments
of the Business and AdministratioNational Occupational Standards at the relevant level

candidates must show that their productivity reflects those found in the work situation being
represented

customer perceptions of the RWE is similar to that found in therk situation being
represented

the RWE is managed as a real work situation.

All Units must be achieved in seal working situation (either paid or voluntary)

For imported units please refer to the Assessment strategy from the relevant sector skills
council/standards setting body.

Age restrictions

These qualifications are approved farandidatesaged 14 ars or over.

18
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3  Course design and delivery

3.1 Initial assessment and induction

Centres will need to make an initial assessment of each candidate poidhe start of their
programme to ensure they are entered for an appropriate type and level of qualification.

The initial assessment should identify:

9 any specific training needs the candidate has, and the support and guidance they may require
when working towards their qualificatiofis) This is sometimes referred to as diagnostic
testing.

9 any units the candidate has already completed, or credit they have accumulated which is
relevant to the qualificatiofis)they are about to begin.

City & Guilds recommnds that centres provide an induction programme to ensure the candidate
fully understands the equirements of the qualificationshey will work towards, their responsibilities
as a candidate, and the responsibilities of the centre. It may be helpful tword the information on
a learning contract.

3.2 Recommended delivery strategies

Centre staff should familiarise themselves with the structure, content and assessment requirements
of the qualificatiors before designing a course programme.

Centres may desigicourse programmes of study in any way which:
1 best meets the needs and capabilities of their candidates
1 satisfies the requirements of the qualificatien

When designing and delivering the course programme, centres might wish to incorporate other
teaching and learning that is not assessed as part of the qualificasiohhis might include the
following:

9 literacy, language and/or numeracy
1 personal learning and thinking

1 personal and social development

1 employability

Where applicable, this could involve enlibg the candidate to access relevant qualifications
covering these skills.

For further information to assist with the planning and development of the programme, please refer
to the following:

1 Evidence requirements and/or notes for guidance in each unit
1 Useful material is available on SmartScresww.smartscreen.co.uk
1 Useful material is also available from tiskills CFAvww.skillscfa.org
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4  Assessment

4.1 Summary of assessment methods
For these qualifications, candidates will be required to complete the falilog assessments:
9 a portfolio of evidence

9 for imported ITQ unitghe City & Guilds 7574540assignments are an acceptable alternative
method of assessment

City & Guilds provides the following assessments:

1 Assignments and assignment guidae for imported ITQ unitan be downloaded from the
7574 or7540qualification pages orwww.cityandguilds.com

1 Sample assignments can also be downloaded from ff&74/7540 sections on SmartScreen.

Time constraints

The following time constraints must be applied to thesessment of these qualifications:
T Assessment mu st be completed within the candi d

1 Indicated time allowances must be followed if using ti&74/7540assignments to assess the
imported ITQ units.

4.2 Evidence requirements

Evidence rguirements have been included for each Business and Administration uhitits may be
assessed through a number of different sources and forms, which must meet the requirements of
assessment criteria, which may include:

Naturalistic observation of workpla ce activities: Assessors must provide information about the
context of the assessment.

Products: Such as reports, letters, -enails, memos, printouts, etc, are also valuable items of

performance evidence. Assessors are encouraged to assess work produtstu and record the

| ocation of evidence within their assessment rec
portfoliosa should first discuss their approach

Expert witness : Can be used to address any gafin the technical and occupational competence of
assessors, and also for confidential or sensitive activities that are not appropriate for assessor
observation. Expert witnesses are identified and trained by the centre.

Witness testimony: Can provide vluable evidence of candidate competence. In line with
established principles, witness testimony must be:

1 aclear, authentic statement indicating how the learner carries out their job
i dated, signed and include the job title of the witness.

Candidate repor ts (feedback) : Oral or written reports from the candidate which involve
descriptions of activities and processes and some safisessmenteg a work diary.

Reflective accounts : A reflective account is usually a write up of how a candidate has carried out
part of their job, recording events that actually happened. Where possible, the account should state
why the candidate took the actions they did.

Recognition of prior learning (RPL) / achievement (RPA) : May be evidenced from a range of
activities, usingvalid assessment methods that meet the requirements of the assessment criteria of
a unit. Evidence in support of RPL / RPA must be authentic, current, valid, relevant and sufficient.
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Professional discussion: Professional discussion is a single, or seri#$ structured, planned and
in-depth discussion(s) which can be recorded electronically or manually in paper, computer, audio
or video files. Professional discussions can be used to support observation reports, examination of
work products and knowledge gestionnaires. The CfA supports the use of professional discussion
in holistic assessment.

Verbal / written questions: Also includesquestionnaires; work based tasks; reflective accounts;
case studies; professional discussion; and, feedback reports. Aseasment by observation and
examination of work products usually results in inferred knowledggiestions should only be asked
to fill gaps where knowledge is not explicit. This style of assessment still requires the assessor to
confirm how knowledge and nderstanding has been addressed but avoids over assessment of the
candidate.

Projects: An extended piece of practical and / or written work involving planning and research,
generally presented as a report.

Assignments : May be practical or written taskgiven to learners which test skills, knowledge or
understanding, or combinations of all three.

Case studies: An effective case study report should:

1 clearly identify the core problem(s)

1 analyse the issues underlying the problem

9 discuss and justify alterative solutions using theory / experience
1 present feasible recommendations

1 be presented in an appropriate format.

Audio / video recordings: May be usedo support observation reports, examination of work
products and knowledge questionnaires.

Simulation / role play: A taskbased function where there are clear goals which need to be
achieved and t he out c eworkenviranment'. Seealbasedion@dofthie a ar e
handbook.

This list is illustrative of the options available to prdeievidence in support of achieving the
assessment criteria of a uniThe most appropriate forms of evidence should be selected for each
unit or part of a unit.

Characteristics of assessment guidance

The candidate may produce evidence from a range otexples (as outlined above) which should be

recorded in some form. A record of evidence will confirm to the assessor their confidence in the

candi datees breadth and depth of knowledge and wu
the functional requiements of aBusiness and Administratio®VQunit.

The assessor will need to be assured that the learner can:

9 consistently perform the job or tasks to the required level of competence
1 meet all the learning outcomes of a unit
1 pass all the assessment cetia of a unit.

All examples of evidence submitted for assessment of a unit must be:

current
sufficient
relevant
appropriate
authentic
fair.

= =4 =4 =4 -8 -4

An assessor may request additional evidence if they are not satisfied with the evidence presented
by the learne. If this occurs, it may need to be agreed in partnership with the candidate, the
assessor and, perhaps, their employer.
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Holistic assessment

The approach to assessing evidence should aim to be holistic; that is, evidence in support of one
unit or part ofa unit may be used in part for aspects of another unit. Many of 8Qunits from the
Business and Administration suite are interrelated and evidence from one unit may equally be
applied to part of the evidene requirements of another unit

Using a hdktic approach to assessment will:

1 enrich the assessment process for the candidate and the assessor by bringing together
elements of different units

1 make more sense to the candidate and avoid duplication of assessment
9 provide a rigorous approach to the agssment process

1 allow for evidence for particular units to be drawn from a range of activities, thus making it
easier to cover aspects that may not occur in a co#f assessment

1 efficiently use assessment opportunities and reduce ovassessment
1 Dbe cost efective.

Holistic assessment will minimise repetition, time and the burden of assessment on all parties
involved in the assessment proces3his should not prevent individual units being signeff as they
are completed.

Using other related qualification s as evidence

Ot her qualifications can be used as supporting e
must be current and be benchmarked to one or more of the Business Addinistration SVQunits.

However, it will only be supporting evidencas assessors must still make judgments about how the

learner demonstrates competence at work.

4.3 Recording forms

Candidates and centres may decide to use a pagased or electronic method of recording
evidence.SVQRecording forms are available on the @i & Guilds website.

Although it is expected that new centres will use these forms, centres may devise or customise
alternative forms, which must be approved for use by the external verifier, before they are used by
candidates and assessors at the centrAmendable (MS Word) versions of the forms are available
on the City & Guilds website.

4.4 Recognition of prior learning /achievement (RPL/A)

Recognition of Prior Learning/ Achievement (RPL/A
experience could catribute to a qualification.

RPL/RPA for Business and Administration units may be evidefimad a range of activities, using
valid assessment methods that meet the requirements of the assessment criteria of a unit. Evidence
in support of RPL / RPA muse lauthentic, current, valid, relevant and sufficient.

Please refer to the relevant Assessment Strategy for guidance on RPL/RPA for imported units.
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5 Units

Availability of units
The units for this qualification follow.

Structure of units

The units m this qualification are written in a standard format and comprise the following:
1 City & Guilds reference number

title

level

what the unit is about

specific skills

performance indicators

knowledge and understanding

=A =4 =4 4 4 =4
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Unit 113 Using email 1

SCQF Level: 4
SCQFCredit value: 2

What is the unit about?

This unit is about understanding and usirgrange of basic enail software tools to send, receive
and store messages for straightforward or routine activities. Any aspect that is unfamiliar will
require support and advice from othersThis standard is imported from th&ech Partnership IT
Users suite.

Specific skills
1 Communicating
1 Presenting information
1 Using technology
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Unit 113 Using email 1

Performance indicators

11
1.2
1.3
1.4

2.1
2.2
2.3
2.4

Use e-mail software tools and techniques to compose and send messages
Use software tools to compose and formatmail messages.

Attach files to email messages.

Send email messages.

Use an address book to store and retrieve contact information.

Manage incoming email effectively

Follow guidelines and procedures for usingreail.
Read and respond to-enail messages appropriately.
Organise and store nail messages.

Respond appropriately to common email problems.
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Unit 113 Using email 1

Knowledge and understanding
1.1 Identify how to stay safe and respect others when usingmail.

1.2 Identify when and how to respond to-eail messages.
1.3 Identify what messages to delete and when to do so.
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Unit 114 Bespoke software 1

SCQFLevel: 4
SCQF Credit value: 2

What is the unit about?

This unit is about using basic bespoke software tools and techniques appropriately for
straightforward or routine information. Any aspect that is unfamiliar will require support and advice
from others.

This standard is imported from th&ech Partnership IT Users suite.

Specific skills
1 Checking
1 Communicating
1 Presenting information
1 Using technology
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Unit 114 Bespoke software 1

Performance indicators

1.2
13
1.4

2.1
2.2
2.3

28

Input, organise and combine information using bespoke software

Input relevant information accurately into existing templates and/or files so that it is ready for
processing.

Organise and combine information of different forms or from different sources.

Follow bcal and/or legal guidelines for the storage and use of data where available.
Respond appropriately to data entry error messages.

Use tools and techniques to edit, process, format and present information

Use appropriate tools and techniques to edit, prose or format information.

Check information meets needs, using IT tools and making corrections as necessary.
Use appropriate presentation methods and accepted layouts.
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Unit 114 Bespoke software 1

Knowledge and und erstanding

No Knowledge and understanding in NOS
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Unit 115 Data management software 1

SCQF Level: 4
SCQF Credit value: 2

What is the unit about?
This unit is about using basic data management software tools and techniques to:

1 enter straightforwardor routine information using preset dataentry screens
9 retrieve information by running predefined methods
9 produce reports using predefined menus or short cuts.

This standard is imported from th&ech Partnership IT Users suite.

Specific skills

1 Analysing
Presenting information
Checking
Using technology
Organising
Planning

= =4 =4 4 =4
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Unit 115 Data management software 1

Performance indicators

11
1.2
1.3
1.4
15

2.1
2.2

Enter, edit and maintain data records in a data management system

Enter data accuately into records to meet requirements.

Locate and amend individual data records.

Check data records meet needs, using IT tools and making corrections as necessary.
Respond appropriately to data entry error messages.

Follow local and/or legal guidelindsr the storage and use of data where available.

Retrieve and display data records to meet requirements

Search for and retrieve information using predefined methods to meet given requirements
Select and view specified reports to output information to megiven requirements.
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Unit 115 Data management software 1

Knowledge and understanding

1.1 Identify the security procedures used to protect data.
1.2 Identify which report to run to output the required information.
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Unit 116 Database software 1

SCQF Level: 4
SCQF Credit value: 3

What is the unit about?
This unit is about using basic database software tools and techniques to:

1 enter straightforward or routine information into a database
9 setup asingle table in a flailé database

91 retrieve information by running routine queries

9 produce reports using predefined menus or short cuts.

The structure and functionality of the database will be predefined. Any aspects that are unfamiliar
will require support and advice from o#rs.

This standard is imported from th&ech Partnership IT Users suite.

Specific skills

1 Analysing
Presenting information
Checking
Using technology
Organising
Planning

= =4 =4 4 =4
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Unit 116 Database software 1

Performance i ndicators

11
1.2
1.3
1.4
15

2.1
2.2

34

Enter, edit and organise structured information in a database

Create a database table for a purpose using specified fields.

Enter structured data into records to meet requirements.

Locate and amend data records.

Respond appropriately to data dny error messages.

Check data meets needs, using IT tools and making corrections as necessary.

Use database software tools to extract information and produce reports

Run simple database queries.
Generate and print predefined database reports.
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Unit 116 Database software 1

Knowledge and understanding

1.1 Identify the main components of a database.
1.2 Identify queries which meet information requirements.
1.3 Identify reports which meet information requirements.
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Unit 117 Improving productivity using IT 1

SCQF Level: 4
SCQF Credit value: 3

What is the unit about?

This unit is about the learner planning and reviewing their use of predefined or commonly used IT
tools for activities that are straightforward or routine. As result of reviewing their work, an
individual will be able to identify and use automated methods or alternative ways of working to
improve productivity. Any aspect that is unfamiliar will require support and advice from other
people.

This standard is imprted from the Tech Partnership IT Users suite.

Specific skills

1 Checking
Negotiating
Using technology
Evaluating
Organising
Managing resources
Planning
Monitoring
Problem solving

=A =4 =4 4 -4 -4 4 9
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Unit 117 Improving productivity using IT 1

Performance indicators

11
1.2

2.1
2.2

Plan the use of appropriate IT systems and software to meet requirements
Plan how to carry out the task using IT to achieve the required purpose and outcome.
Select IT systems and software applications as appropriatetfa purpose.

Use IT systems and software efficiently to complete planned tasks
Use automated routines that aid efficient processing or presentation.

Complete planned tasks using IT.

Review the selection and use of IT tools to make sure that tasks are suc  cessful

Review outcomesn terms ofmeeting the requirements of the task and fiessfor purpose.
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Unit 117 Improving productivity using IT 1

Knowledge and understanding

11
1.2
1.3
1.4
15
1.6
1.7
1.8

38

Identify the purpose for using IT.

Identify the methods, skills and resources required to complete the task successfully.
Identify reasons for choosing particular IT systems and software applications for the task.
Identify any legal or local guidelines or constraints that may affect the task owvagti

Identify automated routines to improve productivity.

Decide whether the IT tools selected were appropriate for the task and purpose.

Identify the strengths and weaknesses of the completed task.

Identify ways to make further improvements to work.
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Unit 118 IT security for users 1

SCQF Level: 4
SCQF Creditvalue: 1

What is the unit about?

This unit is about identifying dago-day security risks, the laws and guidelines that affect the use of
IT and using simple methods to protect software and jgenal data €g risks from people getting
access to it who are not authorised, from viruses or from hardware not working properly).

This standard is imported from th&ech Partnership IT Users suite.

Specific skills

1 Checking
Negotiating
Using technology
Ewaluating
Organising
Managing resources
Planning
Monitoring
Problem solving

=A =4 =4 4 -4 -4 -4 4
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Unit 118 IT security for users 1

Performance indicators

11
1.2
1.3
1.4

40

Use appropriate methods to minimise security risks to IT systems and data
Take appropriate security precautions to protect IT systems and data.

Take appropriate precautions to keep information secure.

Follow relevant guidelines and procedures for the secure use of IT.

Ensure personal data is backed up to appropriate media.
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Unit 118 IT security for users 1

Knowledge and understanding
1.1 Identify security issues that may threaten system performance.

1.2 Identify threats to information security associated with the widespread use of technology.
1.3 Describewhy it is important to backup data securely.
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Unit 119 Presentation software 1

SCQF Level: 4
SCQF Credit value: 3

What is the unit about?

This unit is about using a range of basic presentation software tools and techniques to produce
straightforward or routine presentations. Any aspect that is unfamiliar will require support and
advice from others.

This standard is imported from th&ech Partnership IT Users suite.

Specific skills

1 Communicating
Planning
Evaluating
Presenting information
Managing tme
Using technology
Organising

=A =4 =4 4 -4 A

42 SVQ in Business and Administration at SCQF Level 5 (2086



Unit 119 Presentation software 1

Performance indicators

11
1.2
1.3
1.4

2.1
2.2
2.3

3.1
3.2

Input and combine text and other information within presentation slides

Select and use different slide layouts as approgedor different types of information.
Enter information into presentation slides so that it is ready for editing and formatting.
Combine information of different forms or from different sources for presentations.

Store and retrieve presentation files eftgively, in line with local guidelines and conventions
where available.

Use presentation software tools to structure, edit and format slides
Select and use an appropriate template to structure slides.

Select and use appropriate techniques to edit slides.

Select and use appropriate techniques to format slides.

Prepare slides for presentation to meet needs

Prepare slides for presentation.
Check presentation meets needs, using IT tools and making corrections as necessary.
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Unit 119 Presentation software 1

Knowledge and understanding

11
1.2
1.3
1.4

44

Identify what types of information are required for the presentation.
Identify any constraints which may affect the presentation.

Identify what slide structure to use.

Identify how to pre®nt slides to meet needs and communicate effectively.
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Unit 120 Setting up an IT system 1

SCQF Level: 4
SCQF Credit value: 3

What is the unit about?

This unit is about connecting up the basic components of an IT system, removable storage media
and acommunication service safely, using default setup routines, and running simple tests to check
it is working successfully.

This standard is imported from th&ech Partnership IT Users suite.

Specific skills

1 Checking
Negotiating
Using technology
Evaluating
Organising
Managing resources
Planning
Monitoring
Problem solving

=A =4 =4 4 -4 -4 -4 4
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Unit 120 Setting up an IT system 1

Performance indicators

2.1
2.2

3.1
3.2
3.3

4.1
4.2

46

Connect up a personal computer, printer and peripheral devices safely

Connect up the canponents of an IT system safely, including a printer and other peripheral
devices.

Connect removable storage media to a PC safely.

Connect to an IT communication service
Connect communication hardware safely to a PC.
Connect to a communication service fro a PC.

Set up software for use

Configure the user interface to meet needs.
Set up and configure virus protection software.
Set up files and software to meet needs.

Check that the IT system and communication service are working successfully

Run tests tocheck that the system and communication service are working successfully.
Respond to error messages and report faults as appropriate.

SVQ in Business and Administration at SCQF Level 5 (2086



Unit 120 Setting up an IT system 1

Knowledge and understanding

11

1.2
13
1.4
15
1.6
1.7

Identify what ITsystem components, storage and peripheral devices are needed and how to
connect them.

Identify any health and safety issues associated with setting up an IT system.

Identify the details needed to connect to an Internet Service Provider (ISP).

Identify wha security precautions need to be addressed when connecting to the internet.
Identify simple tests that can be used to check the system.

Identify simple communication tests that can be used to check the internet connection.
Identify how to report faults ad seek expert help.
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Unit 121 Spreadsheet software 1

SCQF Level: 4
SCQF Credit value: 3

What is the unit about?

This unit is about using a range of basic spreadsheet software tools and techniques to produce,
present and check spreadsheets that aréraightforward or routine. Any aspect that is unfamiliar
will require support and advice from others.

This standard is imported from th&ech Partnership IT Users suite.

Specific skills
1 Checking
1 Communicating
1 Presenting information
1 Using technology

48 SVQ in Business and Administration at SCQF Level 5 (2086



Unit 121 Spreadsheet software 1

Performance indicators

11
1.2

2.1
2.2

3.1

3.2

3.3
3.4

Use a spreadsheet to enter, edit and organise numerical and other data
Enter and edit numerical and other data accurately.

Store and retrieve spreadsheet files efftively, in line with local guidelines and conventions
where available.

Use appropriate formulas and tools to summarise and display spreadsheet
information

Use functions and formulas to meet calculation requirements.

Use spreadsheet tools and techniques summarise and display information.

Select and use appropriate tools and techniques to present spreadsheet
information effectively

Select and use appropriate tools and techniques to format spreadsheet cells, rows and
columns.

Select and use appropriateools and technigues to generate, develop and format charts and
graphs.

Select and use appropriate page layout to present and print spreadsheet information.

Check information meets needs, using spreadsheet tools and making corrections as
necessary.
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Unit 121 Spreadsheet software 1

Knowledge and understanding

1.1 Identify what numerical and other information is needed and how the spreadsheet should be
structured to meet needs.

1.2 Identify how to summarise and display thequired information.
1.3 Identify which chart or graph type to use to display information.
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Unit 122 Using collaborative technologies 1

SCQF Level: 4
SCQF Credit value: 3

What is the unit about?
This unit is about safely using IT tool and devices to wookaboratively by:

9 preparing and accessing IT tools and devices
1 playing a responsible and active role in rethe communication
9 contributing relevant information.

Any aspect that is unfamiliar will require support and advice from others.
This standards imported from theTech Partnership IT Users suite.

Specific skills
1 Using technology
1 Communicating
1 Presenting information
1 Using technology
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Unit 122 Using collaborative technologies 1

Performance indicators

11
1.2

52

Stay safe and secure when using collaborative technology
Follow guidelines for working with collaborative technology.

Carry out straightforward checks on othersa or
information.

Set up and access IT tools and devices for collaborative working
Set up IT tools and devices that will enable you to contribute to collaborative work.

Prepare collaborative technologies for use

Use given details to access collaborative technologies needed for a collaborative task.
Adjust basic s#tings on collaborative technologies.

Change the environment of collaborative technologies.

Set up and use a data reader to feed information.

Contribute to tasks using collaborative technologies

Contribute responsibly and actively to collaborative working

Contribute to producing and archiving the agreed outcome of collaborative working.
Respond to simple problems with collaborative technologies.
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Unit 122 Using collaborative technologies 1

Knowledge and understandi ng

11
1.2
1.3
1.4
15

1.6
1.7
1.8

Identify risks in using collaborative technology and why it is important to avoid them.
Identify when and how to report online safety and security issues.

Identify what methods are used to promote trust.

Identify the purpose for using collaborative témologies and expected outcomes.

Identify which collaborative technology tools and devices to use for different communication
media.

Identify what terms and conditions apply to using collaborative technologies.
Identify what and why permissions are set tdlow others to access information.
Identify when there is a problem with collaborative technologies and where to get help.
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Unit 123 Website software 1

SCQF Level: 4
SCQF Credit value: 3

What is the unit about?

This unit is about using basic websisoftware tools and techniques appropriately to produce
straightforward or routine single web pages from preet templates. Any aspect that is unfamiliar
will require support and advice from others.

This standard is imported from th&ech Partnership IT Users suite.

Specific skills

1 Communicating
Planning
Evaluating
Presenting information
Managing time
Using technology
Organising

=A =4 =4 4 -4 A
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Unit 123 Website software 1

Performance indicators

11
1.2
1.3
1.4

2.1
2.2
2.3

3.1
3.2

Plan and create web pages

Selectand use a website design template to create a single web page.

Enter or insert content for web pages so that it is ready for editing and formatting.
Organise and combine information needed for web pages.

Store and retrieve web files effectively, in lingttvlocal guidelines and conventions where
available.

Use website software tools to structure and format web pages

Select and use website features to help the user navigate simple websites.

Use appropriate editing and formatting techniques.

Check web page meet needs, using IT tools and making corrections as necessary.

Publish web pages to the Internet or an intranet

Upload content to a website.
Respond appropriately to common problems when testing a web page.
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Unit 123 Website software 1

Knowledge and understanding

11
1.2
1.3
1.4
15

56

Identify what content and layout will be needed in the web page.

Identify the purpose of the webpage and intended audience.

l dentify copyright and other constraints
Identify what file types to use for saving content.

Identify what editing and formatting to use to aid both clarity and navigation.
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Unit 124 Word processing software 1

SCQF Level: 4
SCQF Credit value: 3

What is the unit about?

This unit is about using enge of basic word processing software tools and techniques to produce
appropriate, straightforward or routine documents. Any aspect that is unfamiliar will require
support and advice from others.

This standard is imported from th&ech Partnership IT Users suite .

Specific skills
1 Checking
1 Communicating
1 Presenting information
1 Using technology
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Unit 124 Word processing software 1

Performance indicators

11
1.2
13
1.4
15

2.1
2.2

3.1
3.2
3.3

58

Enter, edit and combine text and other information accurately w ithin word
processing documents

Use keyboard or other input method to enter or insert text and other information.
Combine information of different types or from different sources into a document.
Enter information into existing tables, forms and templates.

Use editing tools to amend document content.

Store and retrieve document files effectively, in line with local guidelines and conventions
where available.

Structure information within word processing documents
Create and modify tables to organise tabular numeric information.
Select and apply heading styles to text.

Use word processing software tools to format and present documents

Select and use appropriate techniques to format characters and paragraphs.

Select and use appropriate page layout to praseand print documents.

Check documents meet needs, using IT tools and making corrections as necessary.
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Unit 124 Word processing software 1

Knowledge and understanding
1.1 Identify what types of information are needkin documents.

1.2 Identify what templates are available and when to use them.
1.3 Identify what formatting to use to enhance presentation of the document.
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Unit 126 Specialist software 1

SCQF Level: 4
SCQF Credit value: 2

What is the unit about?

This unitis about using basic specialist software tools and techniques appropriately for
straightforward or routine information. Any aspect that is unfamiliar will require support and advice
from others.

This standard is imported from th&ech Partnership IT Users suite.

Specific skills
1 Checking
1 Communicating
1 Presenting information
1 Using technology
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Unit 126 Specialist software 1

Performance indicators

1.2
13
1.4

2.1
2.2
2.3

Input, organise and combine information using specialist software

Input relevant information accurately into existing templates and/or files so that it is ready for
processing.

Organise and combine information of different forms or from different sources.

Follow local and/or legal guidelines for the storage and use of datere available.

Respond appropriately to data entry error messages.

Use tools and techniques to edit, process, format and present information

Use appropriate tools and techniques to edit, process or format information.

Check information meets needs, uginT tools and making corrections as necessary.
Use appropriate presentation methods and accepted layouts.
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Unit 126 Specialist software 1

Knowledge and understanding

No Knowledge and understanding in NOS

62 SVQ in Business and Administration at SCQF Level 5 (2086



Unit 203 Plan how to solve business problems

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?

This unit is about identifying business problems and phémg how to solve themlt includes
recognising when a problem exists, planning and agreeingapproach to solving it and checking
progress towards the solution, adjusting plans where necessary. It is for administrators who plan
how to solve business problems.

Specific skills

1 Communicating
Decisionmaking
Organising
Planning
Problemsolving
Working with others

= =4 =4 4 =4
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Unit 203 Plan how to solve business problems

Performance indicators

11
1.2
1.3
1.4
15
1.6
1.7
1.8
1.9
1.10
1.11

64

Recognise when a business problem exists.

Confirm the business problem is understood.

Discuss the business problem with others.

Agree an approach to solving the business problem.

Plan the agreed approach to solving the business problem.

Decide how to recognise when the business problem has been solved.

Agree the plan with the appropriate authority.

Put the plan into action.

Use supprt and feedback from others when appropriate.

Check progress towards solving the business problem, adjusting the plan as necessary.

Review the approach to solving the business problem, identifying other approaches which
may have been more productive.
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Unit 203 Plan how to solve business problems

Knowledge and understanding

1.1 How to recognise when a business problem exists.

1.2 How to identify the potential causes of a business problem.

1.3 Problemsolving techniques.

1.4 Plaming techniques.

1.5 Reasons for using support and feedback from others.

1.6 The value of checking progress and adjusting plans as necessary.
1.7 How to recognise when the business problem has been solved.
1.8 How to review the approach to solving the business problem.

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

guestioning

product eg plan

reflective account

organisational documentation, policies and procedures*

= =4 =4 —a -8 A -9

*Internal/organisational documentationneed ot be hel d in the candi dat eea
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 205 Prepare to communicate in a business
environment

SCQF Level: 5
SCQF Credit value: 3

What is the unit about?

This unit is about preparing to communicate in writing and verbally in a business environniient.
includes identifying the purpose of the communication and its audience, communicatingays
that suit the audience and seeking feedback on whether the communication has achieved its
purpose. It is for administrators who communicate in a business environment.

Specific skills
1 Communicating
9 Organising
1 Planning
1 Reflecting
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Unit 205

Prepare to communicate in a business

environment

Performance indicators

11
1.2

2.1
2.2

2.3
2.4
2.5
2.6
2.7

2.8

3.1
3.2
3.3

3.4
3.5

4.1
4.2

Plan communication

Identify the purpose of the communication and the audience.
Decide which method of communication to use.

Communicate in writing

Find and select information that supports the purpose of the communication.

Organise, structure and present iinformati

to say.

Confirm and read written material that contains information that is needed.
Exract the main points needed from written material.

Use accurate grammar, punctuation and spelling.

Proofread or check work and make any necessary amendments.

Produce the communication to meet deadlines recognising the difference between what is

important and what is urgent.

Keep a file copy of all communication.

Communicate verbally

Present information and ideas clearly to others.
Make contributions to discussions that help to move the discussion forward.
Listen actively to information that other peoplera communicating and respond

appropriately.

Ask relevant questions to clarify anything not understood.

Summarise the communication with the person/people being communicated with to make

sure the meaning has been understood.

After communication

Seek feedlack on whether the communication achieved its purpose.
Reflect on the outcomes of communication and identify ways to develop communication skills

further.
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Unit 205 Prepare to communicate in a business
environment

Knowledge and understanding

1. Plan communication
1.1 The reasons for identifying the purpose of communication and the audience.
1.2 Methods of communication and situations in which to use them.

2. Communicate in writing
2.1 Relevant sources of information.

2.2 How to use dnguage appropriate to the audience, the chosen communication method and
the purpose of the communication.

2.3 How to organise, structure and present information for the audience.
2.4 How to check the accuracy of information.

2.5 How to use grammar, punctuation andoglling accurately.

2.6 The principles of Plain English.

2.7 The reasons for proofreading or checking work.

2.8 How to recognise when work is urgent or important.

2.9 The organisational procedures for filing communications.

3. Communicate verbally

3.1 How to present informatia and ideas clearly.

3.2 Ways of contributing to discussions that will help to move them forward.
3.3 Methods of active listening.

3.4 The reasons for summarising communication.

4.  After communication
4.1 How to seek feedback on whether the communication achieved its pur@os

4.2 The value of reflecting on the outcomes of communication and of identifying ways to further
develop communication skills.

Assessment guidance
Evidence may be supplied by:
i1 observation
witness testimony
professional discussion
questioning
product egplan
reflective account
organisational documentation, policies and procedures*

=a =4 -4 A —a A

*I nternal / organi sational documentation need not
workplace with reference made to where it can be found and its relevancéh® criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understandg of how they are applied. This also applies to legal
requirements.
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Unit 209 Handle mail

SCQF Level: 5
SCQF Credit value: 3

What is the unit about?

This unit is about organising the distribution and collection of incoming and outgoing mail or
packages and providing specialised mail servicdst i ncl udes di sposing of u
following procedures to deal with problems. It is for administrators who handle mail.

Specific skills
1 Checking
9 Decisionmaking
9 Prioritising
1 Problemsolving

Links to other NOS
 Communications
i Customer Service
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Unit 209 Handle mail

Performance indicators

11
1.2
1.3
1.4
15
1.6

2.1
2.2
2.3
2.4
2.5
2.6
2.7
2.8

70

Incoming Mail

Receive and check incoming mail or packages.

Sort incoming mail or packages.

Di spose of kuae waanitleed &j un

Follow correct procedures for suspicious or damaged items.

Distribute incoming mail or packages.

Follow the correct procedures when there are problems with incoming mail.

Outgoing Mail

Collect and sort outgoing mail or packages.

Identify best ogions for dispatching mail.

Arrange for courier service to collect outgoing mail or packages where requested.
Prepare items for urgent or special delivery.

Calculate correct postage charges for outgoing mail or packages.

Record postage costs in line witagreed procedures.

Dispatch outgoing mail or packages on time.

Follow the correct procedures when there are problems with outgoing mail.
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Unit 209 Handle mail

Knowledge and understanding

1.1 The purpose of distribting and dispatching mail to the correct recipient within agreed
timescales.

1.2 The organisational structure and names, roles and locations of individuals and teams.
1.3 The organisational procedures for dealing with different types of mail.

1.4 The range of mail swices available and how to choose the most appropriate service.
1.5 Organisational security procedures for handling mail or packages.

1.6 Approved courier services and how to make use of these.

1.7 Methods of calculating postage charges for mail or packageg,franking, stamping, using on
line postage system.

1.8 The types of problems that may occur with incoming and outgoing mail and how to deal with
them.

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

questioning

product eg plan

reflective account

organisational documentation, policies and procedures*

= =4 -4 a8 -8 -8 -9

*I nternal / organisational documentation need not
workplace with reference made to where it can be founddits relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss themshowing understanding of how they are applied. This also applies to legal
requirements.
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Unit 223 Support the organisation of business travel or
accommodation

SCQF Level: 5
SCQF Credit value: 3

What is the unit about?

This unit is about supporting th organisation of business travel or accommodation arrangements.

It includes checking the itinerary and schedule with the traveller, making arrangements that are the
best value for money and keeping accurate records. It is for administrators who suppaat th
organisation of business travel or accommodation.

Specific skills

1 Communicating
Checking
Decisionmaking
Evaluating
Managing time
Negotiating
Planning
Problemsolving
Researching
Organising

= =4 =4 4 =4 4 4 -4 4

Links to other NOS
1 Events and Meetings
1 Communications
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Unit 223 Support the organisation of business travel or

accommodation

Performance indicators

11
1.2
13

1.4
15

1.6
1.7

1.8
1.9

Confirm business travel or accommodation and budget requirements from the organiser.
Check draft itinerary and schedule witie traveller.

Research and book business travel arrangements or accommodation as agreed, obtaining
best value for money.

Obtain and collate documents and information for business travel or accommodation.

Maintain records of business travel or accommodai and store any confidential information
securely, including financial records.

Follow arrangements for payment facilities for business travel or accommodation.

Follow the correct procedures when there are problems with business travel or
accommodation arangements.

Provide the traveller with an itinerary, documents and information in good time.

Confirm with the organiser or traveller(s) that itinerary, documents and information meet
requirements.
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Unit 223 Support the organisation of business travel or
accommodation

Knowledge and understanding

1.1 The purpose of confirming the brief and budget for travel or accommodation.
1.2 How to support the organisation of business travel or accommodation to meet expectations.

1.3 The man types of business travel or accommodation arrangements that may need to be
made and the procedures to follow.

1.4 The sources of information and facilities that are used to make business travel or
accommodation arrangements.

1.5 How to obtain best value for mogy when making business travel or accommodation
arrangements.

1.6 How to keep records of business travel or accommodation arrangements.

1.7 The documents and information to provide to the person who is travelling and how to obtain
these.

1.8 The types of problems thiamay occur with travel or accommodation arrangements and the
correct procedures to follow in order to deal with these problems.

Assessment guidance

Evidence may be supplied by:
i1 observation

witness testimony

professional discussion

questioning

product eg travel and budget requirements, itinerary and schedule, research notes, booking
details, documents for travel

reflective account
1 organisational documentation, policies and procedures*

= =4 -4

E ]

*Internal/organisational documentation need notbe heldinthercal i dat ees portfol i o &
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficiet. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 227

SCQF Level:
SCQF Credit value:

What is the unit about?
This unit is about the work a human resources administrator undertakes when dealing with

employee records.

Specific skills

1

= =4 =4 4 -4 -4 -4 - -8 a

Accuracy
Evaluating
Quality checking
Analysing
Managing time
Recording
Attention to detail
Organising
Researting
Communicating
Problem solving

5
3

Administer HR records
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Unit 227 Administer HR records

Performance indicators

11
1.2
1.3
1.4
15

2.1
2.2

2.3

4.2
4.3

76

Create personnel files for new starters

Open a new personnel file.

Record required information about the employee.
File d@wuments relevant to the employee.
Process monitoring data, as appropriate.

Check that information and documents are complete, requesting missing information and
documents, when necessary.

Maintain Human Resource information

Keep required personnel infor@ation upto-date.
Maintain records of:

1 performance management and development
1 holiday, sickness and other leave

9 disciplinary and grievance

9 exit process.

Process and file relevant correspondence and documentation Report Human Resource
information.

Report Human Resource information

Provide as requested:

9 information from individual personnel files
1 management information reports.

Comply with organisational and legal requirements

Comply with organisational and legal requirements for confidentiality, freedoin
information, data protection and security of information.

Remove outof-date information in line with organisational policy and procedures.

Archive relevant information in line with current legislation and organisational policy and
procedures.
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Unit 227 Administer HR records

Knowledge and understanding

1.2

2.2

3.1
3.2

4.1
4.2

4.3

4.4
4.5
4.6
4.7

Create personnel files for new starters

The systems, procedures and software used by the organisation for Human Resource records
and how to use it to open a newgrsonnel file.

The information that should be entered in a new personnel file and how to do this, including:
name, address, next of kin, date employment commenced, proof of eligibility to work in the
UK, offer letter, references, contract of employment,jalescription/person specification,
equal opportunities monitoring data.

Maintain human resource information

How to enter and update HR information, including information on: terms and conditions of
employment, employment benefits, pay, pension, sick legmaternity/paternity leave,

holiday, other leave of absence, induction and results of review following any probationary
period, performance management, training and development, promotion or other changes to
terms and conditions of employment, disciplimg or grievance issues, staff exit.

The information that should be held for members of staff and the action to take if this is
incomplete.

Report human resource information
The types of reports that may be requested.
How to produce reports from individuleor multiple human resource files.

Comply with organisational and legal requirements
The current legislation that applies when dealing with Human Resource records.

What the limits of your responsibility are, and to whom matters outside your respongpil
should be referred.

The data protection principles that apply to personnel recordsg(requirement to file sickness
certificates separately from the personnel file).

Organisational policy and procedure for removal of eot-date information.
Organisatonal policy and procedure for archiving information.
Organisational procedures for confidentiality and security of human resource records.

The purpose of confidentiality and security of human resource information and the potential
consequences of a breachf confidentiality or security.
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Assessment Guidance

Evidence may be supplied by:

1

= =4 -8 —a -9

observation

witness testimony

professional discussion

questioning

reflective account

organisational documentation, policies and procedures*

*Internal/organisational®@ c ument ati on (due
portfolio but held in the workplace with reference made to where it can be found and its relevance
to the criteria.

t o

confidentiality)

**Note: While the candidate can provide a copy of the organisai# policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 228

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?

This unit is about a human resources administrator assisting with the recruitment and selection
process.

Specific skills

T

=A =4 =4 4 4 -4 4 -4 - -8 -8 -4

Accuracy
Evaluating
Problem solving
Prioritising
Analysing
Managing time
Quality checking
Attention to detail
Organising
Recording
Communicating
Presenting yourself
Researching

Administer the recruitment and selection
process
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Unit 228 Administer the recruitment and selection

process

Performance indicators

11
1.2
13
1.4
15

2.1
2.2
2.3

3.1
3.2
3.3
3.4
3.5
3.6
3.7

4.1
4.2
4.3

80

Advertise job vacancies

Confirm personnel requirements with the responsible people.
Confirm the information that will appear in job advertisements.
Confirm how the vacancy will be advertised.

Advertise the vacancy as agreed.

Liase with any relevant agencies to confirm details of job vacancies making sure that they
understand the requirements of the organisation.

Respond to potential applicants

Send out application packs or other information to potential applicants on request.
Respond appropriately to queries from potential applicants.

Maintain records of responses received.

Administer the selection process

Collate applications and make these available to those involved in selection.
Invite shortlisted candidates to take parin the selection process.

Process feedback for unsuccessful applicants.

Keep records of responses from shelisted candidates.

Provide appropriate support for the selection process.

Help to make sure candidates have a positive impression of the orgarosati
Keep records of the outcomes of the selection process.

Administer the appointment process
Carry out appropriate preemployment checks.
Format and send out offer letters and employment contracts.

Maintain records of the recruitment and selection procesn line with current legislation and
organisational requirements.
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Unit 228 Administer the recruitment and selection

process

Knowledge and understanding

11
1.2

1.3

1.4
15

1.6

1.7
1.8

2.1
2.2
2.3

3.1
3.2

3.3
3.4

3.5
3.6
3.7

3.8

3.9
3.10

4.
4.1

4.2
4.3

Advertise job vacancies
Organisational policies, proceduseand constraints that affect your area of responsibility.

Procedures to identify and process personnel requirements in the organisation: who is
involved and what do they do?

Ways in which personnel requirements are expressed) {ob descriptions and persn
specifications) and how to interpret these.

The current legislation that applies when you are dealing with recruitment and selection.

What the limits of your responsibility are, and to whom matters outside your responsibility
should be referred.

The types of information to include in a job advertisement and legal/organisational
requirements that affect this.

How to place advertisements in different locationed press, website).
How to liaise with recruitment agencies.

Respond to potential applicants

The types of information that should be in an application pack.

The types of queries that applicants may have and how to respond to them.
How to keep records of responses received and their purpose.

Administer the selection process

The procedures used tshortlist applicants: who is involved and what do they do?
Procedures and methods for contacting shalisted candidates to invite them to participate
in the selection processgg by phone, letter, email).

How to process feedback for unsuccessful applidan

Different types of selection processes that may be used) (nterview, assessment centre)
and how they work.

The selection processes used in your organisation and your role in those.
The administrative support needed for different types of selectioropesses.

Procedures for obtaining the resources needed for selection processeglfooking rooms
and refreshments).

The different types of documents used for selection processeg interview schedules,
question pro formas, recording documentation, testssed in assessment centres).

The purpose of giving candidates a favourable impression of the organisation.

The range of records that must be kept following the selection process and the purpose of
following organisational procedures for this.

Administer the appointment process

The range of preemployment checks (eg CRB checks, reference checks) that might be
required and how to carry these out.

How to format offer letters and employment contracts.
The purpose of confidentiality and security of record éging.

SVQ in Business and Administration at SCQF Level 5 (2036 81



Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

questioning

product eg job advertisements, application packs
reflective account

organisational documentation, policies and procedures*

= =4 =4 48 -8 -2 -

*Internal/organisational documentation (in view of possible confidentiality) need not be held in the
candi datees portfolio but held in the workplace
relevance to the criteria.

**Note: While the candidatecan provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also appb legal
requirements.
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Unit 236 Bespoke software 2

SCQF Level: 5
SCQF Credit value: 3

What is the unit about?

This unit is abouselectingand using a wide range of intermediate bespoke or specialist software
tools and techniques, for informatin that is, at times, noaoutine or unfamiliar. Any aspect that is
unfamiliar may require support and advice from others.

This standard is imported from th&ech Partnership IT Users suite.

Specific skills
1 Checking
1 Communicating
1 Presenting information
1 Using technology
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Unit 236 Bespoke software 2

Performance indicators

11
1.2

13

2.1
2.2

3.1
3.2
3.3

84

Input and combine information using bespoke applications
Input relevant information accurately so that it is ready for processing.

Select and se appropriate techniques to link and combine information of different forms or
from different sources within the software.

Respond appropriately to data entry error messages.

Use appropriate structures to organise and retrieve information efficiently
Sekct and use appropriate structures and/or layouts to organise information.

Apply local and/or legal guidelines and conventions for the storage and use of data where
available.

Use the functions of the software effectively to process and present informatio n
Select and use appropriate tools and techniques to edit, process and format information.
Check information meets needs, using IT tools and making corrections as necessary.
Select and use appropriate methods to present information.
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Unit 236 Bespoke software 2

Knowledge and understanding

1.1 Describe what functions to apply to structure and layout information effectively.
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Unit 237 Data management software 2

SCQF Level: 5
SCQF Credit value: 3

What is the unit a bout?

This unit is abouselectingand using intermediate data management software tools and techniques
to:

1 enter information into data management systems, that is at times Aautine or unfamiliar
1 retrieve information using multiple selection criteria
9 produce customised reports from the system.

The data management system tools, functions and
because the:

1 software tools and functions involved will at times be noautine or unfamiliar

9 choice and use of inputmnanipulation and output techniques will need to take account of a
number of factors or elements.

Any aspect that is unfamiliar may require support and advice from others.
This standard is imported from th&ech Partnership IT Users suite.

Specific skil Is

1 Analysing
Presenting information
Checking
Using technology
Organising
Planning

= =4 =4 4 =4
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Unit 237 Data management software 2

Performance indicators

11
1.2
1.3
1.4
15

2.1
2.2

Enter, edit and maintain data records in a data management system

Enter data accurately into groups of records to meet requirements.

Locate and amend data associated with groups of records.

Check data records meet needs, using IT tools and making corrections as necessary.
Respond appropriately to data entry and other erroreasages.

Apply local and/or legal guidelines for the storage and use of data where available.

Retrieve and display data records to meet requirements

Select and use queries to search for and retrieve information to meet given requirements.
Create and vieweports to output information from the system to meet given requirements.
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Unit 237 Data management software 2

Knowledge and understanding

1.1 Describe the risks to data security and procedures used for data protectio
1.2 Identify what queries and reports need to be run to output the required information.
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Unit 238 Database software 2

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?
This unit is abouselectingand using intermediate database software ¢ds and techniques to:

I enter information into databases, that is at times neoutine or unfamiliar;
1 retrieve information by creating queries using multiple selection criteria; and
1 produce reports by setting up menus or short cuts.

Also about creating andnodifying single table, nomelational databases. Any aspects that are
unfamiliar may require support and advice from others.

This standard is imported from th&ech Partnership IT Users suite.

Specific skills

1 Analysing
Presenting information
Checking
Using technology
Organising
Planning

=A =4 =4 4 =4
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Unit 238 Database software 2

Performance indicators

11
1.2
1.3

2.1
2.2
2.3
2.4

3.1
3.2
3.3
3.4

90

Create and modify non -relational database tables

Create and modify database tables using a range of field types.

Respond appopriately to problems with database tables.

Use database tools and techniques to ensure data integrity is maintained.

Enter, edit and organise structured information in a database

Create forms to enter, edit and organise data in a database.

Select and ue appropriate tools and techniques to format data entry forms.

Check data entry meets needs, using IT tools and making corrections as necessary.
Respond appropriately to data entry errors.

Use database software tools to run queries and produce reports

Create and run database queries using multiple criteria to display or amend selected data.
Plan and produce database reports from a single table Aatational database.

Select and use appropriate tools and techniques to format database reports.

Check reportameet needs, using IT tools and making corrections as necessary.
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Unit 238 Database software 2

Knowledge and understanding
1.1 Identify the components of a database design.

1.2 Describe the field characteristics for theada required.
1.3 Describe ways to maintain data integrity.
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Unit 239 Improving productivity using IT 2

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?

This unit is about planning and reviewing the use of predefined or commonly used IT fools
activities that are, at times, nomoutine or unfamiliar. As a result of reviewing their work, the learner
will be able to devise solutions to use IT tools to improve productivity. Any aspect that is unfamiliar
will require support and advice from othepeople.

This standard is imported from th&ech Partnership IT Users suite.

Specific skills

1 Checking
Negotiating
Using technology
Evaluating
Organising
Managing resources
Planning
Monitoring
Problem solving

=A =4 =4 =4 -4 -8 4 4
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Unit 239 Improving productivity using IT 2

Performance indicators

11
1.2

2.1
2.2

3.1
3.2

Plan, select and use appropriate IT systems and software for different purposes
Plan how to carry out tasks using IT to achieve the required purpose and outcome.

Select and use IT systems drsoftware applications to complete planned tasks and produce
effective outcomes.

Review and adapt the ongoing use of IT tools and systems to make sure that
activities are successful

Review ongoing use of IT tools and technigues and change the approaaieased.
Review outcomes to make sure they match requirements and are fit for purpose.

Develop and test solutions to improve the ongoing use of IT tools and systems

Develop solutions to improve own productivity in using IT.
Test solutions to ensure thatitey work as intended.
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Unit 239 Improving productivity using IT 2

Knowledge and understanding

11
1.2
1.3
1.4

15
1.6
1.7
1.8
1.9

Describe the purpose for using IT.
Describe the methods, skills and resources required to complete the task succegsfull
Describe any factors that may affect the task.

Describe how the purpose and outcomes have been met by the chosen IT systems and
software applications.

Describe any legal or local guidelines or constraints that may apply to the task or activity.
Describewhether the IT tools selected were appropriate for the task and purpose.
Assess the strengths and weaknesses of final work.

Describe ways to make further improvements to work.

Review the benefits and drawbacks of IT tools and systems used, in terms afymtivity and
efficiency.

1.10 Describe ways to improve productivity and efficiency.

94
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Unit 240 IT security for users 2

SCQF Level: 5
SCQF Credit value: 2

What is the unit about?

This unit is about avoiding common security risks and controlling accessaftvgare and data.The
unit also involves using a wider range of methods to protect software and data (eg from exchanging
information by email or when downloading software from the Internet).

This standard is imported from th&ech Partnership IT Users suite.

Specific skills

1 Checking
Negotiating
Using technology
Evaluating
Organising
Managing resources
Planning
Monitoring
Problem solving

= =4 =4 4 -4 - 4 4
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Unit 240 IT security for users 2

Performance indicators

11
1.2
1.3
1.4

96

Select and use app ropriate methods to minimise security risk to IT systems and data
Apply a range of security precautions to protect IT systems and data.

Keep information secure and manage personal access to information sources securely.
Apply guidelines and procedures fdhe secure use of IT.

Select and use effective backup procedures for systems and data.
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Unit 240 IT security for users 2

Knowledge and understanding

11
1.2
1.3
1.4

Describe the security issues that may threaten system perfornocan

Describe the threats to system and information security and integrity.

Describe ways to protect hardware, software and data and minimise security risk.
Describe why it is important to backup data and how to do so securely.
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Unit 241 Presentation softwa re 2

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?

This unit is about effectively selecting and using a wide range of intermediate presentation
software, tools and techniques to produce presentations that are at times Aoiitine or unfamiliar.
Any aspect that is unfamiliar may require support and advice from others.

This standard is imported from th&ech Partnership IT Users suite.

Specific skills

1 Communicating
Planning
Evaluating
Presenting information
Managing time
Using technology
Organising

=A =4 =4 4 -4 A
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Unit 241 Presentation software 2

Performance indicators

11
1.2
1.3
1.4

15

2.1
2.2
2.3
2.4

3.1
3.2
3.3

Input and combine text and other information within presentation slides
Enter text and other information using layouts appropriate to type ofarmation.
Insert charts and tables into presentation slides.

Insert images, video or sound to enhance the presentation.

Organise and combine information of different forms or from different sources for
presentations

Store and retrieve presentation files ffctively, in line with local guidelines and conventions
where available.

Use presentation software tools to structure, edit and format slide sequences

Select, change and use appropriate templates for slides.

Select and use appropriate techniques to edilides and presentations to meet needs.
Select and use appropriate techniques to format slides and presentations.

Select and use animation and transition effects appropriately to enhance slide sequences.

Prepare slideshow for presentation
Prepare slidesha for presentation.
Check presentation meets needs, using IT tools and making corrections as necessary.

Identify and respond to any quality problems with presentations to ensure that presentations
meet needs.
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Unit 241 Presentation software 2

Knowledge and understanding

1.1 Identify what types of information are required for the presentation.

1.2 Identify any constraints which may affect the presentation.

1.3 Identify what slide structure and themes to use.

1.4 Identify what presatation effects to use to enhance the presentation.

1.5 Describe how to present slides to meet needs and communicate effectively.
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Unit 242 Setting up an IT system 2

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?

This unit is about selectingnd connecting up an IT system with a range of hardware, removable
storage media and a communication service safely and running more advanced tests to check it is
working successfully.

This standard is imported from th&ech Partnership IT Users suite.

Specific skills

1 Checking
Negotiating
Using technology
Evaluating
Organising
Managing resources
Planning
Monitoring
Problem solving

= =4 =4 4 -4 - 4 4

SVQ in Business and Administration at SCQF Level 5 (2036 101



Unit 242 Setting up an IT system 2

Performance indicators

11

2.1
2.2

3.1
3.2
3.3
3.4

4.2

102

Select and connect up a personal computer safely with associated hardware and
storage media to meet needs

Select and connect up the components of an IT system safely, including any peripheral
devices and storage media.

Select and connect an IT system to a communication servicet 0 meet needs
Select and connect communication hardware safely to an IT system.
Select and connect to a communication service from an IT system.

Install and configure software for use

Configure the user interface to meet needs.

Set up and configure virusrnptection software.

Install and set up application software to meet needs.
Backup and restore system and data files.

Check that the IT system and communication service are working successfully

Select and run suitable tests to make sure that the system aodmunication service are
working successfully.

Respond to faults and error messages and use help and troubleshooting facilities to
determine and take appropriate action.

SVQ in Business and Administration at SCQF Level 5 (2086



Unit 242 Setting up an IT system 2

Knowled ge and understanding

11
1.2
1.3
1.4
15

1.6
1.7
1.8

Describe what IT system components, storage and peripheral devices are needed.
Describe any health and safety issues associated with setting up an IT system.

Describe the characteristics of IT systems that affect performance.

Describethe factors that affect data transfer.

Identify the login and password details heeded to connect to an Internet Service Provider
(ISP).

Describe what security precautions need to be addressed.

Identify what tests can be used to check the IT system and coamications.

Identify the help and troubleshooting facilities available to solve problems.
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Unit 243 Spreadsheet software 2

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?

This unit is about selecting and using a wide range of intermedispiecadsheet software tools and
techniques to produce, present and check spreadsheets that are at times-noutine or unfamiliar.
Any aspect that is unfamiliar may require support and advice from others

This standard is imported from th&ech Partnership IT Users suite.

Specific skills
1 Checking
1 Communicating
1 Presenting information
1 Using technology
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Unit 243 Spreadsheet software 2

Performance indicators

11
1.2
1.3

3.2
3.3
3.4

3.5

Use a spreadsheet to enter, edit and organise numerical and ot  her data
Enter and edit numerical and other data accurately.
Combine and link data across worksheets.

Store and retrieve spreadsheet files effectively, in line with local guidelines and conventions
where available.

Select and use appropriate formulas and data analysis tools to meet requirements

Select and use a range of appropriate functions and formulas to meet calculation
requirements.
Use a range of tools and technigues to analyse and manipulate data to meet requirements.

Select and use tools and techn iques to present and format spreadsheet information

Select and use appropriate tools and techniques to format spreadsheet cells, rows, columns
and worksheets.

Select and format an appropriate chart or graph type to display selected information.
Select anduse appropriate page layout to present and print spreadsheet information.

Check information meets needs, using spreadsheet tools and making corrections as
necessary.

Respond appropriately to any problems with spreadsheets.
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Unit 243 Spreadsheet software 2

Knowledge and understanding

1.1 Identify what numerical and other information is needed in the spreadsheet and how it should
be structured.

1.2 Identify which tools and techniques to use to analyse and manipulate data &&m
requirements.

1.3 Plan how to present and format spreadsheet information effectively to meet needs.

1.4 Describe how to find errors in spreadsheet formulas.

106 SVQ in Business and Administration at SCQF Level 5 (2086



Unit 244 Using collaborative technologies 2

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?

This unit is about facilitating the use of appropriate combinations of IT tool and devices for groups
to work collaboratively by:

1 planning and selecting the IT tools and devices to be used for work purposes and tasks;
1 preparing and setting up acces® collaborative technologies;

1 presenting information and facilitating others contributions; and

1 moderating the use of collaborative technologies.

Any aspect that is unfamiliar may require support and advice from others
This standard is imported from th&ech Partnership IT Users suite.

Specific skills
1 Checking
1 Communicating
1 Presenting information
1 Using technology
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Unit 244 Using collaborative technologies 2

Performance indicators

1.2
13
1.4

2.1
2.2

3.1
3.2
3.3
3.4
3.5

4.1
4.2
4.3
4.4
4.5

108

Stay safe and secure when worki ng with collaborative technology

Take appropriate steps to avoid risks when working with collaborative technology, in line with
relevant guidelines.

Use appropriate methods to promote trust when working collaboratively.
Carry out appropriate checksonothes &2 onl i ne identities and
Identify and respond to inappropriate content and behaviour.

Plan and set up IT tools and devices for collaborative working
Select an appropriate combination of IT tools and devices to carry outatmorative tasks.

Connect and configure the combination of IT tools and devices needed for a collaborative
task.

Prepare collaborative technologies for use

Set up and use access rights to enable others to access information.

Set up and use permissions filter information.

Adjust settings so that others can access IT tools and devices for collaborative working.
Select and use different elements to control environments for collaborative technologies.
Select and join networks and data feeds to manage dadasuit collaborative tasks.

Contribute to tasks using collaborative technologies

Enable others to contribute responsibly to collaborative tasks.
Present relevant and valuable information.

Moderate the use of collaborative technologies.

Archive the outcone of collaborative working.

Respond to problems with collaborative technologies.
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Unit 244 Using collaborative technologie s 2

Knowledge and understanding

11

1.2
13

1.4

15

1.6
1.7
1.8
1.9

Explain what risks there may be in using collaborative teology and how to keep them to a
minimum.

Describe the purposes for using collaborative technologies.

Describe what outcomes are needed from collaborative working and whether or not archiving
is required.

Describe the roles, IT tools and facilities needfmt collaborative tasks and communication
media.

Describe the features, benefits and limitations of different collaborative technology tools and
devices.

Describe the compatibility issues in different combinations of collaborative tools and devices.
Descrbe what access rights and issues others may have in using collaborative technologies.
Assess what permissions are needed for different users and content.

Describe rules of engagement for using collaborative technologies.

1.10 Assess when there is a problem wittollaborative technologies and when to get expert help.
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Unit 245 Website software 2

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?

This unit is about selecting and using a wide range of intermediate website software tools and
techniquesto produce multiplepage websites Any aspect that is unfamiliar may require support
and advice from others

This standard is imported from th&ech Partnership IT Users suite.

Specific skills

1 Communicating
Planning
Evaluating
Presenting information
Managing time
Using technology
Organising

=A =4 =4 4 -4 A
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Unit 245 Website software 2

Performance indicators

11
1.2

13

1.4

2.1
2.2
2.3

2.4
2.5
2.6

3.2
3.3

Create structures and styles for websites
Plan and create web page templates to layout.

Select and use website features argfructures to help the user navigate round web pages
within the site.

Create, select and use styles to keep the appearance of web pages consistent and make them
easy to understand.

Store and retrieve files effectively, in line with local guidelines andiwentions where
available.

Use website software tools to prepare content for websites
Prepare content for web pages so that it is ready for editing and formatting.
Organise and combine information needed for web pages including across different software.

Select and use appropriate editing and formatting techniques to aid both clarity and
navigation.

Select and use appropriate development techniques to link information across pages.
Change the file formats appropriately for content.
Check web pages meet nets, using IT tools and making corrections as necessary.

Publish websites

Select and use appropriate testing methods to check that all elements of websites are
working as planned.

Select and use an appropriate programme to upload and publish the website.
Respond appropriately to problems with multiple page websites.
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Unit 245 Website software 2

Knowledge and understanding

1.1 Describe what website content and layout will be needed for each page.
1.2 Describe how copyright ad other constraints may affect the website.

1.3 Describe what access issues may need to be taken into account.

1.4 Describe what file types to use for saving content.

1.5 Identify any quality problems with websites and how to respond to them.
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Unit 246 Word processin g software 2

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?

This unit is about selecting and using a range of intermediate word processing software tools and
techniques to produce documents that are at times nanutine or unfamiliar Any aspect that is
unfamiliar may require support and advice from others

This standard is imported from th&ech partnership IT Users suite.

Specific skills
1 Checking
1 Communicating
1 Presenting information
1 Using technology
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Unit 246 Word processing software 2

Performance indicators

11
1.2
13
1.4
15

2.1
2.2

3.1
3.2

3.3
3.4

114

Enter and combine text and other information accurately within word processing
documents

Use appropriate techniques to enter text and other information accurately and efficiently.
Select and se appropriate templates for different purposes.

Select and use a range of editing tools to amend document content.

Combine or merge information within a document from a range of sources.

Store and retrieve document and template files effectively, in liwéh local guidelines and
conventions where available.

Create and modify appropriate layouts, structures and styles for word processing
documents

Create, use and modify columns, tables and forms to organise information.
Select and apply styles to text.

Use word processing software tools and techniques to format and present
documents effectively to meet requirements

Select and use appropriate techniques to format characters and paragraphs.

Select and use appropriate page and section layouts to present gnitit multi-page and
multi-section documents.

Check documents meet needs, using IT tools and making corrections as necessary.

Respond appropriately to any quality problems with documents to ensure that outcomes
meet needs and are fit for purpose.
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Unit 246 Word processing software 2

Knowledge and understanding

11
1.2

13
1.4
15
1.6

Identify what types of information are needed in documents.

Identify when and how to combine and merge information from other software or other
documents.

Identify the document requirements for structure and style.

Identify what templates and styles are available and when to use them.
Identify how the document should be formatted to aid meaning.
Describe any quality problems with documents.
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Unit 252 Specialist software 2

SCQF Level: 5
SCQF Credit value: 3

What is the unit about?

This unit is abouselectingand using a wide range of intermediate specialist software tools and
techniques, for information that is, at times, narmutine or unfamiliar. Any asgct that is unfamiliar
may require support and advice from others.

This standard is imported from th&ech Partnership IT Users suite.

Specific skills
1 Checking
1 Communicating
1 Presenting information
1 Using technology
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Unit 252 Specialist software 2

Performance indicators

11
1.2

13

2.1
2.2

3.2
3.3

Input and combine information using specialist applications
Input relevant information accurately so that it is ready for processing.

Select and use appropriate techniques to link and combinérmation of different forms or
from different sources within the software.

Respond appropriately to data entry error messages.

Use appropriate structures to organise and retrieve information efficiently
Select and use appropriate structures and/or laytsuo organise information.

Apply local and/or legal guidelines and conventions for the storage and use of data where
available.

Use the functions of the software effectively to process and present information
Select and use appropriate tools and technigs to edit, processanalyseand format
information.

Check information meets needs, using IT tools and making corrections as necessary.
Select and use appropriate methods to present information.
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Unit 252 Specialist software 2

Knowledge and understanding

1.1 Describe what functions to apply to structure and layout information effectively.
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Unit 255 Calculate critical dates for sentences

SCQF Level: 5
SCQFCredit value: 6

What is the unit about?

This unit is aboticalculating and recalculating critical dates for sentences so that individuals are
released from custody on time. You have to check and interpret the relevant documentation, and
calculate and recalculate critical dates every time you receive new infonmatvhich may have an
impact on critical dates. Accuracy, timeliness and confidentiality are critical in this area of work, as is
the ability to explain clearly how you have made the calculations. The critical dates you are
calculating will relate to senteces awarded by a court in the country in which you are working.

There are two elements:
1 Check and interpret documentation relevant to the imprisonment or detention of indivitlua
1 Calculate critical dates

This unit applies to administrators working ihé custodial care sector who have to calculate critical
dates for sentences.

Links to other NOS

This unit links to all the dier administration units in theustodial care framework. links closely
with Unit: Verify critical dates for sentences, whichpplies to experiencecadministrators whohave
responsibility for verifying thecalculations made by others. It also links closely with Unit

Receive and discharge individuals apdoperty into andout of the custodial establishment.
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Unit 255 Calculate critical dates for sentences

Performance indicators

1. Check and interpret documentation relevant to the imprisonment or detention of
individuals

1.1 Verify that thedocumentation allows lawful imprisonment or detentionfathe individual in
the establishment

1.2 Interpret correctly all information on thelocumentation
1.3 Check with therelevant authority if you are in doubt about how to interpret information
1.4 Enter all information accurately inteystems, in line with organisatinal procedures

2. Calculate critical dates

2.1 Asses accuratelynformation which may have an impact on critical dates

2.2 Calculate accurately critical dates for sentences of all individuals in the establishment
2.3 Check with therelevant authority where you are in dubt about critical dates

2.4 Ensure that full information relevant to critical dates is recorded and documented accurately
on systems, in line with organisational procedures

2.5 Communicate critical dates to those authorised to have this information, in the apaa
format and within the agreed time limits

2.6 Explain your calculations clearly where you are requested to do so by those authorised to
have this information.

120 SVQ in Business and Administration at SCQF Level 5 (2086



Unit 255 Calculate critical dates for sentences

Knowle dge and understanding

1.1 Current, relevant legislation, policies, procedures, codes of practice and practice advice for
calculating critical dates for sentences

1.2 Current, relevant legislation and organisational requirements in relation to race, diversity and

human rights
1.3 Current, relevant legislation and organisational requirements in relation to health and safety
1.4 The legal requirements which impact on the calculation of critical dates

15 Your organisationeaes policies and procedures f

1.6 The documentation required in order to imprison or detain an individual lawfully

1.7 The different types of documentation which are relevant to the imprisonment of individuals
and the calculation of critical dates for sentences, and how to interpret the infatran they
contain

1.8 The relevant authorities to contact when in doubt about how to interpret information or
calculate sentences

19 The organisationeaes systems and how to use

1.10 The range of different types of information which may have an impact on criticaed, where
to obtain this information, and how to assess its impact accurately

1.11 The range of critical dates which apply to different types of sentences, and how to calculate
these accurately

1.12 The importance of ensuring critical dates are entered accurately systems

1.13 The people who are authorised to have information about critical dates

1.14 The formats and time limits within which information about critical dates must be supplied
1.15 How to explain clearly how critical dates have been calculated

1.16 The types of documetation which must be completed and how to complete it correctly.

Additional Information

Scope/range related to performance criteria
Check and interpret documentation relevant to the imprisonment or detention of individuals

1. Documentation

1.1. warrants of imprisonment

1.2. detention orders

1.3. recall orders

1.4. accompanying documentation

2. Relevant authority

2.1. the originator or endorser of the documentation
2.2. supervisor or line manager

2.3. specialist in sentence calculation

3. Systems

3.1. manual
3.2. computerised
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Calculate critical dates

4. Information which may have an impact on critical dates
4.1. sentences

4.2. types of offence

4.3. types of warrants

4.4. relationships between warrants and sentences
4.5. sentence sta dates

4.6. interim liberations

4.7. periods unlawfully at large

4.8. added days imposed

4.9. police custody record

4.10. appeals documentation

4.11. payment of fines
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Unit 256 Make administrative arrangements for the
movement of individuals outs ide the custodial
establishment

SCQF Level: 5
SCQFCredit value: 6

What is the unit about?

This unit is about making administrative arrangements to move individuals held in custody to other
establishments and other environments. You need to keep ae and upto-date records of when
individuals need to be moved and make the necessary arrangements with other establishments,
other environments and the escorting authoritieg\ccuracy, timeliness and confidentiality are

critical in this area of work, ais the ability to negotiate arrangements with a range of internal and
external authorities. This standard is imported from Skills for Justice Custodial Administration suite.

There are two elements
1 Identify and record requirements for moving individuatsitside the custodial establishment

1 Make administrative arrangements with escorting authorities, other establishments and
other environments.

Specific skills
1 Accuracy
M1 Timeliness
1 Confidentiality
1 Negotiation

Links to other NOS

This unit links to all thether administrationunits in thecustodial care framework. It alstinks
closelywith Unit Maintain security whist escorting individuals to courtand other environments.
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Unit 256 Make administrative arrangements for the
movement of individuals outside the custodial
establishment

Performance indicators

1. Identify and record requirements for moving individuals outside the custodial
establishment

1.1 Maintainsystems to record when individuals in custody need to beovwed and where to, in
line with organisational requirements

1.2 Obtain and record sufficient, accurate and #p-date information to allow the movement of
individuals to be arranged

1.3 Update records promptly, if there are changes to the requirements for movindividuals

2. Make administrative arrangements with escorting authorities, other establishments
and other environments.

2.1 Make arrangements with other custodial establishments or other environments to receive
individuals, where required

2.2 Communicate in ways thacan be understood by individuals, responding to their different
needs, abilities and preferences

2.3 Confirm full details omovements with the relevantescorting authorities at the agreed
time

2.4 Inform internal authorities about thenovements in time for themto get the individuals and
their property ready

2.5 Prepare the required paperwork to support themovements

2.6 Inform only those authorised to have the information about thheovements

2.7 Check that individuals have returned to the establishment where arrangemerggeéhbeen
made for this to happen, and take appropriate action if they have not.
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Unit 256 Make administrative arrangements for the
movement of individuals outside the custodial
establishment

Knowledge and understan ding

1.1 Current, relevant legislation, policies, procedures, codes of practice go@ctice advice for
making administrative arrangements for the movement iodividuals outside the custodial
establishment

1.2 Current, relevant legislation and organisational reqements in relation taace, diversity and
human rights

1.3 Current, relevant legislation and organisational requirements in relationhtealth and safety

1.4 Manual and computerised systems for recording dates when individuaigst be moved, and
how to use theg systems

1.5 Organisational requirements for makingrrangements for the movement ahdividuals to
other custodial establishments and other environments

1.6 The escorting authorities, other custodial establishments and othemvironments with which
you need to nake arrangements

1.7 The details of movements that the escorting authorities require and the tinveisen they
require these details

1.8 The internal authorities you must inform about the movements, and when youst inform
them to allow them to prepare individualand their property

1.9 The importance of confidentiality, and how to ensure information is oalyailable to those
authorised to have it

1.10 What action to take if individuals do not return as expected
1.11 The types of documentation which must be completed and howdaomplete itcorrectly.

Additional Information
Scope/range related to performance criteria

Identify and record requirements for moving individuals outside the custodial
establishment

1. Systems
1.1. manual
1.2. computerised

Make administrative ar rangements with escorting authorities, other establishments and
other environments

2. Movements
2.1. to other custodial establishments
2.2. to other environments

3. Escorting authorities

3.1. internal to the establishment
3.2. external agencies
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Unit 257 Administer documentation for the appeals
process

SCQF Level: 5
SCQFCredit value: 6

What is the unit about?

This unit is about providing limited administrative assistance in the appeals process. You have to
ensure that the correct appeals doauentation is available, and that details of the appellant are
recorded.

Accuracy and confidentiality are critical in this area of work, as is the ability to clearly assert the
limits of your role in assisting with appeals.

There are two elements
1 Provideappeals documentation
1 Record details of appellants

This unit applies to administrators working in the custodial care sector.

Specific skills
1 Accuracy
1 Confidentiality
1 Communication

Links to other NOS
This unit links to all the other administration s in the custodial care framework.
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Unit 257 Admi nister documentation for the appeals
process

Performance indicators

1. Provide appeals documentation

1.1 Ensure the correct appeals documentation is available

1.2 Ensure theappellant is aware that the establishment is not able to provide any advice about
their appeals

1.3 Ensure the appellant is told to contacelevant sources if they require further information or
advice

2. Record details of appellants

2.1 Record and document detés of the appellant accurately ogystems, in line with
organisational requirements

2.2 Inform only authorised people about the appellant

2.3 Refer to a higher authority if you are in doubt about your role in assisting individuals with
appeals
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Unit 257 Administer documentation for the appeals
process

Knowledge and understanding

1.1 Current, relevant legislation, policies, procedures, codes of practice goactice advice for
administering documentation for the appeals process

1.2 Current, relevant legislation and organisational requirements in relationréee, diversity and
human rights

1.3 Current, relevant legislation and organisational requirements in relationhtealth and safety

1.4 The documentation individuals need if they are @mding to appeal againgteir conviction
and/or sentences

1.5 The importance of not providing individuals with advice about their appeal

1.6 The higher authority to whom you should refer if you are in doubt about yoale in assisting
individuals with appeals

1.7 The types of documentation which must be completed and how to completedtrectly.
Additional Information

Scope/range related to performance criteria

Provide appeals documentation

1. Relevant sources

1.1. legal representatives

1.2. advice agencies

1.3. court of appeal

Record details of appellants

2. Systems

2.1. manual
2.2. computerised
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Unit 258 Administer personal money for individuals in
custody

SCQF Level: 5
SCQFCredit value: 6

What is the unit about?

This unit is about accountinggfr i ndi vi dual se& personal money and v
record deposits, spending and deductions of indi
sent out of the establishment on indivisdual se& r e
about individual see wages, in |ine with organisat

confidentiality are critical in this area of work.

There are two elements
1 Account for individuals' personal money
T Record individuals' wages

This unit applis to administrators working in the custodial care sector who administer personal
money for individuals in custody.

Specific skills
1 Accuracy
1 Timeliness
1 Confidentiality

Links to other NOS
This unit links to all the other administration units in the custaldcare framework.
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Unit 258 Administer personal money for individuals in

custody

Performance indicators

1. Account for individual se personal money

11

1.2
1.3

1.4
15
1.6
1.7
1.8

1.9

Maintain systems to account fwihrorganisatianali dual s & p
requirements

Ensure thadeposits of i ndi vi dual sa& personal money are ac

Accurately enter and update, where required to do so, the limits of money individuals are
allowed to spend within the establishment

Record accuragly money spent by individuals within the establishment

Makedeductions f r om i ndi vi dual se personal money accou
Record and prepare money that individuals request to be sent out of the establishment

Get approval from the ppropriate authority for money to be sent out

Provide information about individual sae persona
this information, in the format and timeframe required by the organisation

Communicate in ways that can be understood lindividuals, responding to their different

needs, abilities and preferences

1.10Reconcil e individual sae personal money accounts

2. Record individual se wages

2.1
2.2
2.3
2.4

130

Maintainsystemst o recor d i ndi vi dugahisstenaweggrenents i n | i ne
Ensure that the rates at which individuals are paid are accurately entered and updated
Ensure that the work individuals have done is accurately entered ondistems

Provide information about idtahave thidioferhasiose invages t
the format and timeframe required by the organisation.
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Unit 258 Administer personal money for individuals in
custody

Knowledge and understanding

1.1 Current, relevant legislation, polies, procedures, codes of practice and practice advice for
administering personal money for individuals in custody

1.2 Current, relevant legislation and organisational requirements in relation to race, diversity and
human rights

1.3 Current, relevant legislation ashorganisational requirements in relation to health and safety

1.4 Manual and computerised systems for accounti ng¢
these systems

15 Organi sational requirements for accounting for

1.6 Theimportanceoensuring that deposits of individual sa

deductions are recorded accurately, and how to do so
1.7 How to prepare money to be sent out of the establishment

1.8 The importance of confidentiality, and how to ensure information is only aaalié to those
authorised to have it

19 Manual and computerised systems for recording
systems
1100r gani sational requirements for recording indi

1.11 The importance of ensuring that rates of pay and the work indivals have done are recorded
accurately, and how to do so

1.12 The types of documentation which must be completed and how to complete it correctly.

Additional Information
Scope/range related to performance criteria

Account for individuals' personal money

1. Systems
1.1. manual
1.2. computerised

2. Deposits
2.1. on arrival at the establishment
2.2. sent to individuals from outside the establishment

3. Deductions
3.1. for facilities
3.2. for fines

Record individuals' wages
4. Systems

4.1. manua

4.2. computerised
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Unit 259 Prepare documentation to help authorities
decide the conditions on which to release
individuals from custody

SCQF Level: 5
SCQFCredit value: 6

What is the unit about?

This unit is about preparing all the documentatioaquired to allow the authorities to decide

whether individuals should be released from custody and the conditions on which they should be
released. Accuracy, timeliness and confidentiality are critical in this area of work, as is the ability to
liaise efectively with internal and external authorities.

There are two elements
T Request and receive reports on individuals in custody
1 Prepare documentation for authorities to decide the conditions of release

This unit applies to administrators working in tleaistodial care sector who are required to put
together information and documentation to help authorities decide whether or not individuals
should be released from custody on parole or on some other form of licence.

Links to other NOS
This unit links to kithe other administration units in theustodial care framework.

It links closely with Unit; Make administrative arrangents or the release of intviduals from
custody and Unit: Verify the release process.
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Unit 259  Prepare documentation to help authorities decide
the conditions on which to release individuals
from custody

Performance indicators

1. Request and receive reports on individuals in custody
1.1 Identify correctly individuals eligible farelease in time forthe necessarydocumentation to
be prepared

1.2 Identify correctly the reports required and thenternal and external authorities  which must
complete them

1.3 Prepare the correct forms and send these the internal and external authorities at the
correct time

1.4 Maintain systems to track the return of reports frominternal and external authorities , in
line with organisational requirements

1.5 Record the return of completed reports on thgystems

1.6 Contact theinternal and external authorities in appropriate ways to requesthe immediate
return of completed reports, if these are not returned on time

1.7 Refer to a higher authority if completed reports are not returned to you despite your requests

1.8 Communicate in ways that can be understood by individuals, responding to theiedzffit
needs, abilities and preferences.

2. Prepare documentation for authorities to decide the conditions of release

2.1 Copy, collate and number atlocumentation , in line with organisational requirements
2.2 Refer to a higher authority if you need to obtaftocumentation which is not available
2.3 Provide reasons if not all the requiredbcumentation is available

2.4 Send the collatedlocumentation to the releasing authorities in the required format at the
required time

2.5 Communicate in ways that can be understood bydimiduals, responding to their different
needs, abilities and preferences
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Unit 259 Prepare documentation to help authorities
decide the conditions on which to release
individuals from custody

Knowledge and underst anding

1.1 Current, relevant legislation, policies, procedures, codes of practice and practice advice for
preparing documentation to help authorities decide the conditions on which to release
individuals from custody

1.2 Current, relevant legislation and organiianal requirements in relation to race, diversity and
human rights

1.3 Current, relevant legislation and organisational requirements in relation to health and safety

1.4 The legal and organisational requirements which impact on the release of individuals from
custody on parole or on some other form of licence

1.5 The range of different internal and external authorities involved in the release of individuals,
and how to identify the correct authorities in each case

1.6 Manual and computerised systems for tracking the retuof reports, and how to use them

1.7 Appropriate ways of contacting internal and external authorities to request the immediate
return of reports

1.8 The range of documentation required by releasing authorities for each type of release

1.9 The higher authority to whib to refer, if you do not receive completed reports or if all
required documentation is not available

1.10 The importance of confidentiality, and how to ensure information is only available to those
authorised to have it

1.11 The types of documentation which must beompleted and how to complete it correctly.
Additional Information

Scope/range related to performance criteria

Request and receive reports on individuals in custody

1. Release
1.1. on parole
1.2. on some other form of licence

2. Documentation
2.1. information from the individual's file
2.2. reports about the individual from internal and external authorities

3. Internal and external authorities

3.1. people employed by the custodial authority

3.2. people working in the establishment but empled by other authorities
3.3. people outside the establishment

4. Systems

4.1. manual
4.2. computerised

134 SVQ in Business and Administration at SCQF Level 5 (2086



Prepare documentation for authorities to decide the  conditions of release

5. Documentation
5.1. information from the individual's file
5.2.reports about the individual from internal and externalthorities

6. Releasing authorities

6.1. parole board
6.2. prison governor/controller
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Unit 260 Make administrative arrangements for the
release of individuals from custody

SCQF Level: 5
SCQFCredit value: 6

What is the unit about?

This unit is about making administrative arrangements for all the official documentation, cash, travel
warrants and personal property to be available so that individuals can be released from custody.
Accuracy, tireliness and confidentiality are critical in this area of work, as is the ability to liaise
effectively with internal and external authorities.

There are two elements
1 Process information about the release of individuals from custody
1 Prepare documentatiorand entitlements for individuals on release

This unit applies to administrators working in the custodial care sector who are required to make
administrative arrangements for the release of individuals.

Links to other NOS
This unit links to all the dier administration units in theustodial care framework.

It links closely to UnitPrepare documentation to hel@uthorities decide theconditions on which to
releaseindividuals from custody, Unit: Verify the release process dddit: Receive and dischge
individuals and property intand out of the custodial establishment.
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Unit 260 Make administrative arrangements for the
release of individuals from custody

Performance indicators

1. Process information about the release of individuals from custody
1.1 Maintainsystemswhi ch gi ve you adequate notice about i

1.2 Identify correctly individuals eligible for release in time for the necessdogumentation and
entitlements to be prepared

1.3 Provide information about release dates and terms
1 totheinternal and external authorities who require this information
9 only to those authorised to have this information
1 inthe required format
9 atthe required time

1.4 Communicate in ways that can be understood hdividuals, responding to their different
needs, abilities and preferences.

2. Prepare documentation and entitlements for individuals on release
2.1 Identify correctly theentittements of individuals on release

2.2 Prepare thoseentittements for which you are diretly responsible accurately and in time for
release

2.3 Prepare the requireddocumentation in line with legal and organisational requirements
2.4 Notify others in time for them to preparentittements ready for release
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Unit 260 Make administrative arrangements for the
release of individuals from custody

Knowledge and understanding

1.1 Current, relevant legislation, policies, procedures, codes of practice gmactice advice for
making administrative arrangements for the releaséindividuals from custody

1.2 Current, relevant legislation and organisational requirements in relationréee, diversity and
human rights

1.3 Current, relevant legislation and organisational requirements in relationhtealth and safety

1.4 The legal and organisional requirements which impact on the release widividuals from
custody

15 Manual and computerised syst emselfblityfopr ovi di ng
release, and how to use them

1.6 The range of different internal and external authorities invely in the releaseof individuals,
and how to identify the correct authorities in each case

1.7 The importance of confidentiality, and how to ensure information is oalyailable to those
authorised to have it

1.8 The range of documentation required on release, ahow to prepare it

1.9 The range of entitlements of individuals on release, and how to prepare these

1.10 Cthers in the organisation who are involved in preparing entitlements rahease

1.11 The types of documentation which must be completed and how to completeatrectly.
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Unit 260 Make administrative arrangements for the
release of individuals from custody

Additional Information
Scope/range related to performance criteria
Process information about the release of individ  uals from custody

1. Systems
1.1. manual
1.2. computerised

2. Documentation

2.1. licences

2.2. information to be provided to individuals on release

2.3. information to be provided to internal and externalithorities on release

3. Entitlements

3.1. personal cash and wages
3.2. grants

3.3. travel warrants

3.4. personal property

3.5. official documentation

4. Internal and external authorities

4.1. people employed by the custodial authority

4.2. people working in the establishment but emplogidoy other authorities
4.3 people outside the establishment

Prepare documentation and entitlements for individuals on release

5. Entitlements

5.1. personal cash and wages
5.2. grants

5.3. travel warrants

5.4. personal property

5.5. official documentation

6. Documentation

6.1. licences

6.2. information to be provided to individuals on release

6.3. information to be provided to internal and externalithorities on release
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Unit 261 Using e-mail 2

SCQF Level: 5
SCQFCredit value: 3

What is the unit about?

Understanding and using range of basic @nail software tools to send, receive and store messages
for straightforward or routine activities. Any aspect that is unfamiliar will require support and advice
from others.

This standard is imprted from the Tech Partnership IT Users suite.

Specific skills
1 Communicating
1 Presenting information
1 Using technology
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Unit 261 Using e-mail 2

Performance indicators

1. Using e-mail software tools and techniques to compose and send messages

1.1 Select and use software tools to compose and formatreil messages, including attachments
1.2 Send email messages to individuals and groups

1.3 Use an address book to organise contact information

2. Manage incoming email effectively

2.1 Folbw guidelines and procedures for usingraail

2.2 Read and respond to-eail messages appropriately
2.3 Organise, store and archive-mail messages effectively
2.4 Respond appropriately to enail problems
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Unit 261 Using e-mail 2

Knowledge and understanding
1.1 Determine the message size and how it can be reduced

1.2 Describe how to stay safe and respect others when usingalil
1.3 Describe how to archive enail messages, including attachments
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Unit 275 Account for income and expendit ure

SCQF Level: 8
SCQF Credit value: 3

What is the unit about?
This unit is about an organisationeaes accounting

1 checking and verifying bank transactions
1 preparing ledger balances and control accounts

9 drafting a trial balance

It also involves identifying and correcting or referring any errors or discrepancies as well as
maintaining security and confidentiality of information at all times.

The figures you produce here may form tahe basi s
statements.

This standard is imported from theSSC Accountancy and Finance suite.

Specific skills

1 Checking
Managing time
Communicating
Using technology
Monitoring
Problem Solving

= =4 =4 4 =4

Links to other NOS

Computerised Accounting Software
Spreadsheet Softwee

Bespoke or Specialist Software

Project Management Software

Word processing software

IT security for users

Manage a budget

Manage a project

Manage Finance In your area of responsibility
Manage Redundancies In Your Area Of Responsibility
Keep Finanial Records For Your Business
Manage Cash Flow In Your Business

Get Customers To Pay On Time

Monitor Borrowing For Your Business

Carry Out The Banking For Your Business
Prepare Wages

VAT Registration And Returns

Communicate Information And Knowledy

=
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IT Communication Fundamentals

IT Software Fundamentals

Ensure Compliance With Legal, Regulatory, Ethical Sodial Requirements
Manage The Environmental Impact Of Your Work

Make Sure Your Own Actions Within The Workplace

Aim To Protect The Environemt

Make Sure Your Own Actions Reduce Risks To Heglth Safety
Develop Procedures To Safely Control Work Operations
Conduct A Health And Safety Assessment Ofrkplace

IT User Fundamentals

Build Relabnships to Build Your Business

Resolve CustomeiService Problems

Monitor And Solve Customer Service Problems

Support Customer Service Improvements

Prepare ForAnd Participate In Quality Audits

Carry Out Quality Audits

Keep Up To Date With Current Legislation Affecting YBusiness

= =4 =4 =4 =8 4 4 -f A A -f A -a oa e s
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Unit 275 Account for income and expenditure

Performance indicators

11
1.2
1.3

1.4
15
1.6
1.7
1.8
1.9

1.10 Draft a trial balance and open a suspense account to record any imbalance where necessary.

Record details from the relevant primary records in the cashbook and ledgers.
Correctly calculate totals and balances of receipts and payments.

Compare individuaitems on the bank statement and in the cashbook for accuracy and
identify discrepancies.

Prepare a bank reconciliation statement that illustrates any discrepancies.

Make and record authorised adjustments.

Balance relevant accounts in the main ledger.

Recacile control accounts with the totals of the balance in the subsidiary ledger accounts.
Reconcile the petty cash book with cash in hand and subsidiary records.

Identify discrepancies arising from the reconciliation of control accounts and either resolve
them or refer to the appropriate person.

1.11 Identify reasons for imbalance, rectify them and make accurate corrections in the journal.
1.12 Securely store documentationinilne wi th t he organisati onaes

SVQ in Business and Administration at SCQF Level 5 (2036 145

conf



Unit 275 Account for income and expenditure

Knowledge and understanding

1. The business environment

1.1 Types of business transactions and the documents involved.

1.2 The general principles of VAT.

1.3 Relevant bank services and the operation of the bank clearing system.
1.4 The function and form of banking documentation.

2. Accounting techniques, principles and theory

2.1 Capital and revenue expenditure.

2.2 How to identify differenttypes of errors.

2.3 How to make adjustments to correct errors and write off bad debts.

2.4 Methods of posting from books of prime entry to ledger accounts.

2.5 Double entry bookkeeping and balancing accounts.

2.6 The interrelationship of accounts and the double entry sgem.

2.7 The use of journals.

2.8 How to identify discrepancies through control account reconciliation.

2.9 The function and form of a trial balance.

2.10 How to rectify imbalances and adjust errors not requiring a suspense account.
2.11 The purpose and function of a suspensgcount.

2.12 How to rectify imbalances by creating and then subsequently clearing a suspense account.

3. The organisation
31 The organisationas accounting, administrative
32 The nature of the organisationaes business trat

Assessment guidance

Evidence may be supplied by:
9 observation
witness testimony
professional discussion
guestioning
product eg accounts.
reflective account
organisational documentation, policies and procedures*

= =4 & —a —a A

*Internal/organisational documentation ifi view of possible confidentiality) need not be held in the
candi datees portfolio but held in the workplace
relevance to the criteria.

**Note: While the candidate can provide a copy of the organisatibpalicies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 276 Meet and welcome visitors

SCQF Level: 5
SCQF Credit value: 3

What is the unit about?

This unit is about meeting and welcoming visitordtincludese nsur i ng Vvi sitorsaeae nee
presenting a positive image of the organisatiand ensuring that oganisational procedures for

health, safety and security are followedk is for administrators who meet and welcome visitors as

part of their role.

Specific skills

1 Communicating
Decisionmaking
Interpersonal skills
Listening
Personal presentation
Problem solving

= =4 =4 —a A

Links to other NOS
T Communications
1 Customer Service
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Unit 276 Meet and welcome visitors

Performance indicators

11
1.2
1.3
1.4
15

1.6
1.7
1.8
1.9

148

Meet and greet visitors promptly, treating them politely and making them feel welcome.

Identify visitors and the reason for their visit.

Use the organisationeaes systems to receive and
Make sure visitorseae needs are met .

Explain to visitors reasons for any delay in dealing with them, and keep them informed of
developments.

Present a positive image of yourself and your organisation.

Follow organisational, health, safety and security procedures.

I nform relevant people about visitorse arrival
Deal with any problems that may occur, or refer these to an appriape colleague.
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Unit 276 Meet and welcome visitors

Knowledge and understanding

1.1 The organisational procedures for receiving and dealing with visitors, including security.
1.2 The typical range of visitors to the preises and their needs.

1.3 How to respond to any individual needs the visitor may have (for example, accessibility).
1.4 Own responsibilities for health, safety and security.

1.5 Organisation structures and communication channels within the organisation.

1.6 How to deal wih challenging behaviour from visitors calmly and in line with organisational
procedures.

1.7 The types of problems that may occur with visitors, including conflict and aggression, and
how to deal with these.

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

guestioning

product

reflective account

organisational documentation, policies and procedures*

= =4 -4 —a —a -—a -9

*I nternal/ organisational document ation need not
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require tordenstrate their application and be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 277 Administer parking dispensations

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?

This unit is abouthe provision ofadministrative services for the issue of parking dispensations,
including permits, season tickets, suspensions, dispensations/waivers and blue badges.

Specific skills

T Accuracy
Evaluating
Presenting yourself
Researching
Analysing
Managing time
Problem solving
Using technology
Communicating
Monitoring
Quality checking
Decision making
Organising
Recording

=4 =4 -8 -8 -8 -4 8 a8 -9 9 -2 -2 -9
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Unit 277 Administer parking dispensations

Performance indicators

11
1.2
1.3
1.4
15
1.6

1.7

2.2
2.3
2.4

Receive and process applications

Advise customers on criteria for eligibility.

Review applications and supporting evidence against published criteria.
Seek additional evidence from the customer if required.

Carry out relevant checks in accordance with organisatiopabcedures.
Where necessary, seek opinions from appropriate medical professionals.

Handle supporting documentation securely and in line with current legislation or relevant
terms and conditions.

Make a decision to approve or decline the application.

Issue documentation

Communicate the decision to the customer, return documentation where necessary and
issue appropriate paperwork.

Maintain appropriate records including renewals.
Process payments and handle refunds in line with organisational procedures.
Communicate the decision or information to other relevant departments.
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Unit 277 Administer parking dispensations

Knowledge and understanding

1.1 The services that you are responsible for and the limits and scope of yesponsibilities and
authority in providing these services.

12 Your organisationeaes policies, procedures and
responsibility and how to apply them.

1.3 The current legislationTraffic Regulation Orders and other retations that apply.
1.4 The requirements of the Data Protection A&®98and its implications for your role.

1.5 The criteria, policy and procedures in relation to permits, season tickets, suspensions,
dispensations / waivers and blue badges.

1.6 The range of checkdhat are relevant to applications and how and when to carry them out.
17 Your or g anifraudpoliciesramdprocedurtes and how to operate them.

1.8 The specialist software used by your organisation for the issue of permits, season tickets,
suspensions, dipensations / waivers and blue badges and how to use it.

1.9 The evidence required to support an application for a permit, season tickets, suspension,
dispensation / waiver or blue badge.

1.10 Understanding of payment and refund processing within your organisation.

1.11 How to communicate effectively with customers and other relevant departments.
1.12 The importance of the audit trail of controlled stationary.

1.13 How to update and maintain records as necessary.

Assessment Guidance
Evidence may be supplied by:
 observation

1 witness testimony
1 professional discussion
1 questioning
1 product eg meeting brief, venue and catering requirements, papers for the meeting,
evaluation of the meetingrecord of external services
1 reflective account
9 organisational documentation, policies and pcedures*
*I nternal/ organisational document ation need not

workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of tleganisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 279 Process court documentation

SCQF Level: 6
SCQFCredit value: 6

What is the unit about?

This unit is about processing court documentation to ensure that individuals held in custody appear
in court when required. You need to keep accuraded upto-date records of when individuals must
appear in court. Accuracy, timeliness and confidentiality are critical in this area of work.

There is one element
Process court documentation

This unit applies to experienced administrators working in tbestodial care sector who have to
process court documentation for the appearance of individuals at courts.

Links to other NOS

This unit links to all the other administration units in the custodial care framework. It also links
closely with Unit: Receivand discharge individuals and property into and out of the custodial
establishment and Unit: Maintain security whist escorting individuals to courts and other
environments.
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Unit 279 Process court documen tation

Performance indicators

Process court documentation

1.1 Maintain systems to record court documentation and the dates when individuals must appear
in courts, in line with organisational requirements

1.2 Ensure court documentation is served on individuals in custodydaecord this, according to
legal and organisational requirements

1.3 Confirm with the courts which individuals are required to be produced on which day

1.4 Identify whether the individuals could be released from court, or whether they must return to
the establiqiment

1.5 Update records promptly, if there are changes to the requirements of courts
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Unit 279 Process court documentation

Knowledge and understanding

11

1.2

1.3
1.4

15

1.6

1.7

1.8

Current, relevant legislation, policies, procedures, codes obptice and practice advice for
processing court documentation

Current, relevant legislation and organisational requirements in relation to race, diversity and
human rights

Current, relevant legislation and organisational requirements in relation to heaitid safety
Manual and computerised systems for recording dates when individuals must appear in
courts, and how to use these systems

Organisational requirements for making arrangements for the movement of individuals to
courts, other custodial establishmerstand other environments

The types of court documentation that may be served on individuals in custody, and the legal
and organisational requirements relating to these

The circumstances under which individuals must return to the establishment and how to
identify if this is the case
The type of documentation which must be completed and how to complete it correctly

Additional Information

Scope/range related to performance criteria

1. systems
1.1. manual
1.2. computerised

2. courts
2.1. criminal
2.2. civil
2.3. martial
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Unit 280 Contribute to maintaining security and
protecting individuals rights in the custodial
environment

SCQF Level: 6
SCQFCredit value: 6

What is the unit about?

This unit is about taking precautions to prent breaches @ security in thecustodial environment,
protecting the rights of individuals and promotingantii scr i mi nat ory prac
to anyone in the custodial environment and includes fellow workers, individuals in custody anc
visitors.

This urit underpins all the work carried out by administrative and support staff in custodial
environments. Competence is unlikely to be proved through a erfé assessment; evidence of
competent performance in this unit will need to be gathered over an extendmstiod.

There are two elements
1 Contribute to maintaining security of the custodial environment
1 Contribute to protecting the rights of individuals and promoting astiscriminatory practice

Target Group
This unit applies to all those working in a ¢adial environment who do not have unsupervised
direct contact with individuals in custody.

Specific skills
1 Accuracy
91 Timeliness
1 Confidentiality

Links to NOS

1 Custodial care maintain restrictions on individuals' liberty whilst promoting and protectin
their rights, which is for those who have unsupervised direct contact with individuals in
custody.
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Unit 280 Contribute to maintaining security and
protecting individuals rights in the custodial
environment

Performance indicators

1. Contribute to maintaining security of the custodial environment

1.1 Organise and carry out your duties in a way that follows both legal requirements and the
policies and procedures of you organisation

1.2 Take appropriate steps to maintaintreecur ity of the organisati on &
are responsible

13 Remain constantly alert to the possibility of
1.4 Provide relevant people with the information they need to maintain control and restrinsmn
individual e |liberty
1.5 Resist and report any pressure or inducemedithat is not consistent with legal and
organisational requirements&it o reduce restrictions on individ
2. Contribute to protecting the rights of individuals and promoting anti-discriminatory
practices

2.1 Record and use information about individuals in custody in ways that are consistent tith
protection of their rights andcomply with your organigtion's policies and procedures.

2.2 Provide information about indiiduals in custody oty to those entitled to have it.

2.3 Identify when individuals' rights are being infringed and follow your organisation's policy in
reporting infringements.

2.4 Resist and report any pressure to infringe individuals' rights

2.5 Promote antidiscriminatory practice in ways that comply with legislative requiremeratsd
your organisation's policy.

2.6 Take appropriate action to minimise unfair discrimination in the custodial establishment

2.7 Communicate in wayghat can be understood by individuals, responding to their different
needs, abilities and preferences.
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Unit 280 Contribute to maintaining security and

protecting individuals rights in the custodial
environment

Knowledge and understanding

11

1.2

13
1.4

15
1.6
1.7
1.8

1.9
1.10
1.11

1.12
1.13
1.14
1.15

1.16

1.17

158

Current, relevant legislation, policies, procedures, codes of practice and practice advice for

contributing to maintaining security and prot e

environment

Current, relevant legislation andrganisational requirements in relation to race, diversity and
human rights

Current, relevant legislation and organisational requirements in relation to health and safety

The principles and standards of security awareness appropriate to your role and hoapply
them

The importance of security awareness and how it is relevant to your job

Appropriate steps to take to maintain the sec.!

The types of potenti al breaches to restrictd.i

The types of infomation that will help other people to maintain control and restrictions on
individual se | iberty

I ndi vidual se rights conferred by |l aw and by
Relevant legal requirements

What information can be held on individuals and how this can be haddh accordance with

current data protection legislation

Who is entitled to have what information

Relevant organisational policies and procedures

Good antidiscriminatory practice and how to promote it

The importance of taking action to minimise unfairsdrimination, and how to do so

appropriately

Your organisationeaes systems and requirements
information

The types of documentation which must be completed and how to complete it correctly
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Unit 280 Contribute to maintaining security and
protecting individuals rights in the custodial
environment

Additional Information

Contribute to maintaining security of the custodial environment

1. breaches

1.1. in physical security

1.2. in the management and control of individuals whose liberty is restricted

2. relevant people
2.1. people in your organisation
2.2. people in other organisations

Contribute to protecting the rights of individuals and promoting anti -discriminatory
practice

3. appropriate action
3.1. challenge the source of discrimination
3.2. seek the support of others to challenge discrimination

Assessment guidance

Evidence may be supplied by:
9 observation
witness testimony
professional discussion
guestioning
product eg data analysis, reports.
reflective account
organisational documentation, policies and procedures*

= =4 a4 —a -8 A

*Internal/organisational documentation (in view of confidentiality) need not be held in the
candi dat eeaes portfol i o réferancemade t when it carmbe fownd andifs| a c e
relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate thagplication and be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 281 Calculate pay

SCQF Level: N/A
SCQFCredit value:  N/A

What is the unit about?
This unit is about calculating mp |l oyeesa& gross and net pay. It inv
9 calculating gross pay
9 processing entitlements and deductions
9 calculating and verifying net pay
T resolving employeesa queries about their pay

In this function, you are working with instructions and/or figurpsovided by someone elsgou are

not responsible for verifying the legality of i
Links to NOS
1 CAS Computerised Accounting Software

SS Spreadsheet Software

BS Bespoke or Specialist Software

PM Project Mangement Software

WP word processing software

ITS IT security for users

E1 Manage a budget

F1 Manage a project

E2 Manage Finance iyour area of responsibility

D16 Manage Redundancies lYour Area Of Responsibility

MN3 Keep Financial Records For YousBiess

MN4 Manage Cash Flow I¥our Business

MN5 Get Customers To Pay On Time

MN8 Monitor Borrowing For Your Business

MN9 Carry Out The Banking For Your Business

MN210 Prepare Wages

MN11 VAT Registration And Returns

E11 Communicate Information Andhkwledge

ICF IT Communication Fundamentals

ISF IT Software Fundamentals

B8 Ensure Compliance With Legal, Regulatory, Ethical And Social Requirements
E9 Manage The Environmental Impact Of Your Work

HSS7 Make Sure Your Own Actions Within The WorkplageTd Protect The Environment
HSS1 Make Sure Your Own Actions Reduce Risks To Health And Safety
HSS2 Develop Procedures To Safely Control Work Operations

HSS6 Conduct A Health And Safety Assessment Of A Workplace

IUF IT User Fundamentals

EES5 Build Rationships to Build Your Business

=4 =4 =4 -8 8 -4 8 _a -4 _9 -8 _2 _9 _2 -2 _9 -2 -2 -9 -2 -9 -2 -2 -9 -9 -2 -9
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F5 Resolve Customer Service Problems

F6 Monitor And Solve Customer Service Problems

F7 Support Customer Service Improvements

F14 Prepare For And Participate In Quality Audits

F15 Carry Out Quality Audits

LG2 Keep UpadlDate With Current Legislation Affecting Your Business Link
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Unit 281 Calculate pay

Performance indicators

11

1.2

1.3
1.4
15

1.6

1.7

1.8

1.9

1.10

1.11

1.12
1.13

1.14
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Checkall data and documentation relating to temporary variations for accuracy
reasonablenessand proper authorisation

Identify employees where action is required to ensure payment and correctly entelevant
detailsinto the system

Checkrates for overtime payments against agreed scales for each type of employee affected
Processpensions and expeses payments

Processtemporary payments and deductions accurately and identify the appropriate tax and
national insurance treatment for them as well as any effect they may have on pension
contributions.

Processtermination payments in accordance witlegislative requirements

Checkthe employment status of all employees and verify their entittement to receive pay for
the pay period

Enterany applicable praax deductions and all relevant statutory and nestatutory voluntary

or contractual deductons into the system

Produceand distribute accurate and legible payslips in accordance with statutory and
organisational requirements

Checknet pay totals to ensure that the full range of applicable allowances and deductions
has been made

Filesource documents in a logical and orderly manner in accordance with statutory and
organisational requirements

Effectivelyresolve queries relating to pay calculations in a polite, see@nd timely manner.

Referenquiries to the appropriate person whenou do not have the authority or expertise to
resolve them
Maintaint he security and confidentiality of dat a,

other sensitive information, at all times
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Unit 281 Calculate pay

Knowledge and understanding

1. Types of payroll
1.1 Negative payrolls (those where employees will be paid automatically unless action is taken to

prevent payment).

1.2 Positive payrolls (those where employees will not be paid unless individual payments a

specifically instructed in the system).

2. The statutory framework

2.1
2.2
2.3
2.4
2.5
2.6

Legislation relating to payroll processing and data protection.
Types of temporary variations.

Sources of authorisation.

Types of statutory additions to pay.

Types of pretax deductions.

Types of statutory and nosstatutory deductions.

3. The organisation

3.1
3.2
3.3
3.4
3.5
3.6

How to check that the payment due is valid and authentic.

The organisationeaes procedures and timeline fol
The or gani s aesandautewisasonsgprocedues. i

The organisationeaes procedures for maintaining
Organisational, external agency and employee requirements for information.

Sources of information for resolving discrepanae

Assessment guidance

Evidence may be supplied by:

)l
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observation

witness testimony

professional discussion

questioning

product

reflective account

organisational documentation, policies and procedures*

*Internal/organisational documentation neednotdd hel d i n the candi dateeaes p
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its ownis not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 282 Control payroll

SCQF Level: 7
SCQFCreditvalue: 8

What is the unit about?

This unit is about controlling the accuracy and compliance of the payroll.
It involves:

1 applying controls to the payroll function

9 producing management information

1 providing information and making payments to authorisedjencies
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Unit 282 Control payroll

Performance indicators

11

1.2

1.3

1.4
15

1.6

1.7

1.8

1.9

1.10

1.11

1.12

1.13
1.14
1.15
1.16
1.17

Correctly identify the treatment of all allowances and enhancements with respect to tax,
national insurance and pensions deductions

Update rates for permanent and temporary payments and deductagainst agreed scales
for each type of employee affected

Reconcile the national insurance liability for directors against the national insurance actually
paid

Monitor compliance with attachments of earnings legislation

Correctly code and reconcile totiecharges to organisational budgets against aggregate
payroll totals

Promptly reconcile the number of no pays and actual pays with the number of employees on
the payroll

Calculate and reconcile aggregate payroll totals, including aggregate statutory paytaemd
non-statutory deductions, against authorised control totals

Calculate and reconcile aggregate amounts payable to, or recoverable from, statutory and
non-statutory bodies against control totals

Reconcile payroll records with the organisation's fineial reports

Make payments to statutory and nostatutory bodies by the required deadline, accompanied
by the applicable documentation and in accordance with organisational regulations and
procedures

Check that individuals raising queries are authorisedreceive the information they are
requesting

Seek clarification or additional information from employees or managers where the nature of
their queries is not clear

Present accurate information extracted from the payroll system in an appropriate format
Deal effectively with enquiries from statutory agencies and netatutory bodies

Obtain employee authorisation where required prior to the release of information

Supply information within the specified timescale and in compliance with relevant legislation

Fie copies of responses in a logical and orderly manner in accordance with statutory and
organisational requirements
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Unit 282 Control payroll Control payroll

Knowledge and understanding

1. The statutory framework
1.1 Legslation relating to payroll processing and data protection

1.2 The regulations of the relevant tax authority in respect of income tax and national insurance
liability on pay, expenses and benefits

1.3 National insurance regulations concerning directors

1.4 Income taxand nationalinsurace r egul ations relating to ter mi
synca payment s

1.5 Legislation controlling attachments of earnings and the rules applying to how they interact
with each other

1.6 Types of exceptional payment
1.7 Types of attachmentsd earnings
1.8 Types of termination payments

2. The organisation

21 The organisationeaes policies for recording and
2.2 Organisational, external agency and employee requirements for information

23 The organi sationaes pr oc edu rcenfidentiadty ofinffamatianai ni ng
2.4 Sources of information for resolving discrepancies

Assessment guidance

Evidence may be supplied by:
1 observation
witness testimony
professional discussion
guestioning
product
reflective account
organisational document#on, policies and procedures*

= =4 4 —a -8 -

*I nternal / organisational documentation need not
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate caprovide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrakeir application and be able

to discuss them, showing understanding of how they are ajguol. This also appliestlegal
requirements.

166 SVQ in Business and Administration at SCQF Level 5 (2086



Unit 283 Draft financial statements

SCQF Level: 8
SCQFCredit value: 3

What is the unit about?

This unit is about drafting the financial statements of incorporated organisations following the
preparation of an initial trial biance.

You need to be aware that:

1 the financial statements will need to comply with relevant accounting standards and
applicable legislation

T the accounting systems of an organisation are affected by its organisational structure, its
administrative sysems and procedures and the nature of its business transactions

1 reporting and presentation requirements may vary if you are working in certain types of
organisation, particularly in the public sector

You will need to maintain security and confidentiglibf information and business transactions at alll
times, and may be responsible for handling queries.

Links to other NOS

CAS Computerisedccounting Software

Spreadsheet Software

Bespoke @ Specialist Software

Project Managenent Software

Word processingsoftware

IT security for users

Manage a budget

Manage a project

Manage Finance In your ares responsibility

Manage Redundancies In Your Area Of Respongjbil

Keep Financial Recordsor Your Business

Manage Cash F@ In Your Business

Get Custaners To PayOn Time

Monitor BorrowingFor Your Business

Carry Out The Banking For Your Business

Prepare Wages

Registation And Returns

Communicate Information And Knowledge

IT Communiation Fundamentals

IT Sftware Fundamentals

Ensure Compliance With Legal, RegulatpEthical AndSocial Requirements
Manage The Environmental jpact Of Your Work

Make Sure Your Own Actions Within The Workplace Aim To Ptdtee Environment
Make Sure Your Own Actions ReduRésks To Health And Safety
Develop Procedures To Safely CoatiWork Operations

]
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Conduct A Health And Safety Assesemt Of A Workplace

ITUser Fundamentals

Build Relationships t@uild Your Business

Resolve Customer Servideroblems

Monitor And Solve Customr Service Problems

Support Customer Sevice Improvements

Prepare For And Participatén Quality Audits

CarryOut Quality Audits

Keep Up To Date With Current Legislation Affecting Your Business

= =4 =4 4 -4 A8 —a -2 -
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Unit 283 Draft financial statements Draft financial

statements

Performance indica tors

11
1.2

1.3

1.4
15

1.6
1.7
1.8
1.9
1.10
1.11
1.12

Identify the users of financial accounting information and financial statements

Identify the general purpose, elements and relationships between the elements of financial
statements

Use appropriate information to draft financial statements in the@ppriate form and in
compliance with relevant accounting standards and domestic legislation and with the
organi sationes policies, regulations and
Correctly identify and implement subsequent adjustments

Identify discrepancies, unusual features queries and either resolve them or refer to the
appropriate person

Prepare consolidated accounts

Prepare and interpret a cash flow statement

Interpret financial statements using ratio analysis

Draw valid conclusions from the information containedthn financial statements

Present issues, interpretations and conclusions clearly to the appropriate people

Work under pressure to meet year end deadlines

Identify the need for an external audit and refer as appropriate
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Unit 283 Draft financial statements Draft financial
statements

Knowledge and understanding

1.  The business environment

1.1 The elements and purposes of financial statements of the organisation

1.2 The statutory form of financial statements and disclosurequirements

1.3 Relevant accounting standards

1.4 The obligations of directors or other responsible parties in respect of financial statements
1.5 The forms and composition of equity, reserves and loan capital

1.6 The presentation of business taxation in financial satents

1.7 The audit needs and threshold relating to accounts

1.8  The differences between the published accounts and financial statements of different types
of organisations

2. Accounting techniques, principles and theory

2.1 Generally Accepted Accounting Princigénternational Financial Reporting Standis
(GAAP/IFRS)

2.2 and concepts

2.3 The types of financial statements and how to prepare them in the proper form

2.4 The elements of financial statements

2.5 The types of relationship between the elements of financial statements

2.6 2.5How to calculate and interpret accounting ratios and analyse the information contained in
financial statements

2.7 The concept of group accounts and the general principles of consolidation

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

guestioning

product

reflective account

organisational documentation, policies and procedures*

= =4 -4 —a —a -—a -9

*I nternal / organisational documentation need not
workplace wih reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate ith&pplication and be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.

170 SVQ in Business and Administration at SCQF Level 5 (2086



Unit 284 Develop a presentation

SCQF Level: 6
SCQF Credit value: 3

What is the unit about?

This unit is about reseahing, planning and preparing a presentation for specific audiencks.
includes agreeing the purpose, content, style and length of the presentation and researching and
developing the presentation to suit the audience. It is for administrators who devetopsentations
as part of their role.

Specific skills
1 Communicating
1 Evaluating
1 Organising
1 Planning
1 Researching
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Unit 284 Develop a presentation

Performance indicators

1.1 Agree the purpose, content, style and time tifie presentation and who the audience will be
1.2 Research and plan the presentation

1.3 Choose the equipment required to deliver the presentation

1.4 Prepare the presentation to achieve its purpose and suit the needs of the audience

1.5 Obtain feedback on the presentatioand make necessary adjustments

1.6 Estimate how long the presentation will last

1.7 Produce presentation handouts, when required

1.8 Reflect on feedback obtained of the presentation and identify learning points
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Unit 284 Develop a presentation

Knowledge and understanding

11
1.2
1.3
1.4
15
1.6

The advantages and disadvantages of using presentations to provide information
Different ways of making presentations and their features

How to prepare presentations so they are engaging, interesting, casgcand informative
How to tailor the presentation to the audience

The different types of equipment that can be used to deliver the presentation

How handouts can complement presentations

Assessment guidance

Evidence may be supplied by:

*I nternal/ organisational

= =4 =4 —a -8 -—a -9

observation

witness testimony

professional discussion

guestioning

product eg brief, presentation, handouts

reflective account

organisational documentation, policies and procedures*

workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate Niequire to demonstrate their application and be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 285 Deliver a presentation

SCQF Level: 6
SCQF Credit value: 3

What is the unit ab out?

This unit is about preparing for, delivering and evaluating a formal presentatlbmcludes making

contingency arrangements for potential problems, using voice tone, pace, volume and body
languagetoree nf or ce t he pr esent ainaudieneesnterast ang rafigatingam d ma i
the outcomes to identify learning points and improvements for the future. It is for administrators

who make formal presentations.

Specific skills
1 Communicating
1 Evaluating
1 Managing time
1 Organising
1 Planning

Links to other NOS
T Communications
T IT
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Unit 285 Deliver a presentation

Performance indicators

11
1.2
1.3
1.4
15
1.6
1.7
1.8

1.9

1.10

1.11
1.12
1.13
1.14
1.15
1.16
1.17
1.18

Choose equi pment and plan how to use the equij
Develop contingency plans in case of equipment fadwr other problems

Practise and time the delivery of the presentation

Obtain feedback on the presentation and make necessary adjustments

Make sure the equipment and resources are in working order

Make sure the audience receive presentation materials

Introduce self to the audience and state the aims of the presentation

Address the audience by speaking clearly and confidently, using language which is
appropriate to the topic and the audience

Use equipment, where appropriate, to enhance the presentation ashell with any problems
that may occur

Vary your voice tone, pace and volume to emphsza
interest

Use your body language in a way that reinforces your message

Gauge audience reaction during the presentation and adagtordingly

Summarise the key points

Provide the audience with the opportunity to ask questions

Listen carefully to questions and respond i n
Collect feedback on the presentation

Reflect on own performance and identifgarning points

Evaluate the presentation and identify changes that will improve future presentations
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Unit 285 Deliver a presentation

Knowledge and understanding

1.1 Different ways of delivering presentations antieir features

1.2 How to tailor the presentation to the audience

1.3 The purpose and benefits of rehearsing presentations and how to do so
1.4 How handouts can complement presentations

1.5 The types of equipment used for presentations and their features

1.6 The purpose and &lue of checking equipment in advance

1.7 How to use equipment to make presentations

1.8 The purpose and benefits of contingency planning

1.9 The types of problems that may occur with presentation equipment and how to deal with
these

1.10 How to gauge audience reaction tthe presentation
1.11 Methods of collecting feedback from the audience on the presentation.
1.12 How toevaluat the presentation

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

guestioning

product eg mntingency plan, presentation, evaluation
reflective account

organisational documentation, policies and procedures*

= =4 =4 —a -8 -—a -9

*Il nternal/ organisational document ation need not
workplace with reference made to wher# can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be abl

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 286 Design and produce documents in a business
environment

SCQF Level: 6
SCQF Credit value: 4

What is the unit about?

This unit is aboutesigning and producing higiguality, attractive documents to agreed
specifications.It includes clarifying the requirements for the document, checking work for accuracy
and editing and correcting text as necessary. It is for administrators who design prodiuce
documents.

Specific skills

1 Checking
Designing
Listening
Managing time
Negotiating
Organising
Questioning
Researching
Using technology
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Links to other NOS
1 Document Production
T IT
1 Health, Safety and Security of People, Premises and Property

SVQ in Business and Administration at SCQF Level 5 (2036 177



Unit 286 Design and produce documents in a business
environment

Performance indicators

1.1 Agree the purpose, content, style, quality standards and deadlines for the document.
1.2 Identify and prepare the resources needed.

1.3 Research and organise the content needed.

1.4 Make appropriate and efficient use of available technology.

1.5 Design and produce the document in the agreed style.

1.6 Integrate nontext objects in the agreed layout.

1.7 Check for accuracy, editing and correcting as necesy.

1.8 Store the document safely and securely in approved locations.

1.9 Clarify document requirements, when necessary.

1.10 Present the text in the required format within agreed deadlines.
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Unit 286 Design and produce documents in a business
environment

Knowledge and understanding

1.1 The purpose and benefits of producing higluality and attractive documents.

1.2 The different types of documents that you may be asked to design and produce and the
document styles that should be wexl.

1.3 The different formats in which the text may be presented.

1.4 The benefits of agreeing the purpose, content, style, quality standards and deadline for the
production of the document.

1.5 The different types of technology available for inputting, formatting aaditing text and their
main features.

1.6 The types of resources needed to produce higjuality and attractive documents.

1.7 How to research and organise the content needed for the document.

1.8 How to integrate and layout text and notext objects.

1.9 How to check foraccuracy and correctness, including spelling and grammar, and the purpose
for doing this.

1.10 How tostore the document safely and securely

1.11 The purpose of confidentiality and data protection.

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

questioning

product eg documents

reflective account

organisational documentation, policies and procedures*
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*I nternal/ organisational document ation need not
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to densbrate their application and be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 287 Prepare text from notes: using touch typing
(60 wpm)

SCQF Level: 6
SCQF Credit value: 4

What is t he unit about?

This unit is aboupresenting accurate and correct text in an agreed format, from notes; using touch
typing at a speed of 60 words per minuigpm). It includes checking the content for accuracy,
editing and correcting text as necessary argforing both the text and the original notes safely and
securely. It is for administrators who prepare text from notes.

Specific skills

1 Checking
Keyboarding skills
Listening
Managing time
Questioning
Using technology

= =4 -4 —a -9

Links to other NOS
1 Document Producton
T IT
1 Health, Safety and Security of People, Premises and Property
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Unit 287 Prepare text from notes: using touch typing

(60 wpm)

Performance indicators

11
1.2
13
1.4
15
1.6
1.7

Agree the purpose, format and deadlines for the trangation

Input text using touch typing to 60 words per minute

Format the text, making efficient use of available technology

Check content for accuracy, editing and correcting text when necessary
Clarify text requirements when necessary

Store text and original notes safely and securely in approved locations
Present text in the required format within agreed deadlines
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Unit 287 Prepare text from notes: using touch typing

(60 wpm)

Knowle dge and understanding

1.1 The different types of documents that may be produced from notes and the formats they
should follow
12 The difference between producing text from owr
notes
1.3 The benefits of agreeing t purpose, format and deadline for the text
1.4 The purpose of accuracwhen preparing text
1.5 How to check for accuracy and correctnessincluding spelling, grammar and punctuati@n
and the purpose of doing this
1.6 How tostore text safely and secrtely.
1.7 The purpose of confidentiality and data protection
Assessment guidance
Evidence may be supplied by:
9 observation
1 witness testimony
1 professional discussion
1 questioning
1 product eg notes, documents
1 reflective account
I organisational documentton, policies and procedures*
*I nternal/ organisational document ation need not

workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate caprovide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also apptidsgal
requirements.
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Unit 288 Prepare text from shorthand (80 wpm)

SCQF Level: 6
SCQF Credit value: 8

What is the unit about?

This unit is aboutdking shorthand notes and produce accurate and correct text in an agreed format
from these notes, ah minimum speed of 80 words per minufgvpm). It includes checking the

content for accuracy, editing and correcting text as necessary and storing both the text and the
original shorthand notes safely and securely. It is for administrators who prepare texn

shorthand.

Specific skills

1 Checking
Listening
Managing time
Noting
Questioning
Using technology
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Links to other NOS
T Document Production
T IT
1 Health, Safety and Security of Peopleremises and Property
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Unit 288 Prepare text from shorthand (80 wpm)

Performance indicators

11
1.2
1.3
1.4
15
1.6
1.7
1.8

184

Agree the purpose, format and deadlines for the text

Take dictation using shorthand at a minimum speed of 80 words per minute

Clarify text requirements when necessary

Input and format the text from shorthand notes

Make efficient use of available technology

Check content for accuracy, editing and correcting the text

Store the text and the original shorthand notes safely and securely in approved locations
Present the text in the required format within agreed deadlines
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Unit 288 Prepare text from shorthand (80 wpm)

Knowledge and understanding

1.1 The different types of documents that may be produced fromathand and the formats they
should follow

1.2 The benefits of agreeing the purpose, format and deadline for the text

1.3 How to check for accuracy and correctnessincluding spelling, grammar and punctuatiod
and the purpose of doing this

1.4 The pupose of storing text safely and securely and how to do so
1.5 How tostore the original shorthand notes safely

1.6 The purpose of confidentiality and data protection

1.7 The different formats in which the text may be presented.

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

guestioning

product eg notes, documents

reflective account

organisational documentation, policies and procedures*

= =4 -4 —a —a -—a -9

*Internal/organisational documentation need notbehed i n t he candi dat e as
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own isnot sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 289 Prepare text from recorded audio instruction
(60 wpm)

SCQF Level: 6
SCQF Credit value: 4

What is the unit about?

This unit is aboutranscribing accurate and correct text in an agreed format from an audio
recording, at a minimum speed of 60 words per minuge&pm). It includes checking the content fo
accuracy, editing and correcting text as necessary and storing both the text and the original
recording safely and securely. It is for administrators who prepare text from recorded audio
instruction.

Specific skills
1 Checking
9 Listening
1 Managing time
1 Questioning
1 Using technology

Links to other NOS
1 Document Production
T IT
1 Health, Safety and Security of Peopleremises and Property
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Unit 289 Prepare text from recorded audio instruction

(60 wpm)

Performance indicato rs

11
1.2
13
1.4
15
1.6
1.7

Agree the purpose, formatjuality standardsand deadlines for the transcription

Input the text from the audio recording at a minimum speed of 60 words per minute
Format the text, making efficient use of available technology

Checkcontent for accuracy, editing and correcting the text

Clarify text requirements when necessary

Store the text and the original recording safely and securely in approved locations
Present the text in the required format within agreed deadéisand quality standards.
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Unit 289 Prepare text from recorded audio instruction
(60 wpm)

Knowledge and understanding

1.1 The different types of documents that may be produced from audio recordings and the
formats they should follow

1.2 The benefits of agreeing the purpose, format and deadline for the text

1.3 How to check for accuracy and correctnessincluding spelling, grammar and punctuati@n
How tostore text safely and securely

1.5 The purpose of coriflentiality and data protection
1.6 The different format in which the text may be presented.

1.7 The different types of technology available for playing back recordings and their main
features

Assessment guidance

Evidence may be supplied by:

observdion

witness testimony

professional discussion

questioning

product eg audio recording, documents

reflective account

organisational documentation, policies and procedures*
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*I nternal/ organisational document atiodbotheldinghed not
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidatwill require to demonstrate their application and be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 290 Support the design and development of
information systems

SCQF Level: 6
SC@F Creditvalue: 7

What is the unit about?

This unit is aboutontributing to the design and support the development of information systems to
me et us e it mdedes dentdysng the information to be managed within the system and
supporting the testing of the system against the specification. It is for administrators who are
responsible for supporting the design and development of information systems.

Specific skills

1 Analysing
Evaluating
Managing resources
Negotiating
Organising
Planning
Reseaching
Using technology
Problem solving
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Links to other NOS
1 Manage Information
T IT
1 Health, Safety and Security of People, Premisesl Property
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Unit 290 Support the design and development of
information systems

Performance indicators

1.1 Identify the information that will be managed within the system

1.2 Identify the resources required and available to deliver and implement the system

1.3 Contribute to the design of a system specification that meets identifieceds and budgetary
controls

1.4 Support the development of an information system that meets the specification

1.5 Support testing of the information system against the agreed specification

1.6 Resolve faults, within the limits of own authority
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Unit 290 Support the design and development of
information systems

Knowledge and understanding

1.1 The purpose and benefits of managing information to meet specifications

1.2 The types of information that need to be maged in a business

1.3 The types of information systems available and their main features

1.4 How to develop specifications for information management, including resources and budgets
1.5 How to create and develop an information system based on identifuser needs

1.6 The purpose and benefits of testing information systems

1.7 How to test an information system

1.8 How to resolve faults, within the limits of own authority

Assessment guidance

Evidence may be supplied by:
1 observation
witness testinmony
professional discussion
questioning
product eg specification
reflective account
organisational documentation, policies and procedures*
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*I nternal / organisational documentation need
workplace wih reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate ithepplication and be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 291 Monitor information systems

SCQF Level: 6
SCQF Credit value: 7

What is the unit about?

This unit is aboumonitoring and maintaininginformation systems to meet agreed specifications
within legislation and organisational requirementH.includes resolving problems when they occur
and reviewing and further developing the information system. It is for adminigira who monitor
information systems as part of their role.

Specific skills

1 Analysing
Developing others
Evaluating
Monitoring
Organising
Planningresources
Negotiating
Using technology
Problemsolving
Researching
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Links to other NOS
1 Manage Information
T IT
1 Health, Safety and Security of People, Premises and Property
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Unit 291 Monitor information systems

Performance indicators

11
1.2
1.3
1.4
15
1.6
1.7

Identify the information to be monitored and the resources available to do so
Provide training and ongoing support to users

Maintain and update the information system

Monitor the use of the information system

Resolve problems when they occur

Review and further develop information systems to meet agreed specificas
Make sure all relevant legal and organisational requirements are followed
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Unit 291 Monitor informati on systems

Knowledge and understanding

1.1 The different ways of monitoring usef an information sysem

1.2 The benefits of training usersrothe information system

1.3 The purpose of maintaining and updating the information system and methods you can use
14 The types of problems that occur with information systems and how to deal with them

1.5 Thebenefits of continuously improving information systems

1.6 Legislation and organisational requirements covering data protection and freedom of
information

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional disaission

questioning

product eg specifications, training notes

reflective account

organisational documentation, policies and procedures*
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*I nternal / organisational documentation need not
workplace with rderence made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate thgiphcation and be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.

194 SVQ in Business and Administration at SCQF Level 5 (2086



Unit 292 Analyse and report data

SCQF Level: 6
SCQF Credit value: 6

What is the unit about?

This unit is abouainalysingand reporting on data. It includes selecting and organising relevant, valid
and reliable data for analysis and using appropriate analysis techniques to produce accurate,
unbiased results and conclusions. It is for administrators who analyse and repordata as part of
their role.

Specific skills

1 Analysing
Communicating
Decisionmaking
Organising
Planning
Presenting information
Researching
Using technology
Problemsolving

= =4 -4 48 -8 -8 - -9

Links to other NOS
T Document Production
T IT
1 Health, Safety and Securityf @eople Premises and Property
1 Manage Information
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Unit 292 Analyse and report data

Performance indicators

11
1.2
1.3
14
15
16

17
18

196

Agree the aims and objectives of the research and the deadline forahalysis.

Select relevant, validnd reliable data for analysis

Organise data for analysis

Apply analysis and evaluation techniques appropriate to the purpose of the research
Produce accurate, unbiased results and conclusions

Check the accuracy of the analysis usingpaopriate technigues and make adjustments
where necessary

Get feedback on what you have found, if necessary
Present data on time and in the agreed format
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Unit 292 Analyse and report data

Knowledge and understanding

11
12
13
14
15
16
17
18

The differences between primary and secondary research methods

The differences between quantitative and qualitative research methods

Relevant data sources and search methods

How to evaluate the relevance and reliability thfe sources of data

What constitutes relevant, valid and reliable data

How to organise data for analysis

Analysis and evaluation techniques which produce accurate and unbiased results
The different formats that may be required when reping data

Assessment guidance

Evidence may be supplied by:

= =4 =4 —a -8 A -9

observation

witness testimony

professional discussion

guestioning

product eg aims and objectives, feedback, analysis
reflective account

organisational documentation, policies and procedures*

*Il nternal/ organisational documentation need
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the orgartisaal policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 293 Plan and organise meetings

SCQF Level: 6
SCQF Credit value: 5

What is the unit about?

This unit is about planning and organising meetindsincludesensuring the necessary activities are
carried out before, during and after the meetingMleetingsmay be faceto-face or conducted
remotely using appropriate technology. It is for administrators who plan and organise meetings
ensuring the necessary activities are carried oefore, during and after the meeting.

Specific skills

1 Communicating
Checkirg
Evaluating
Interpersonal skills
Managing resources
Managing time
Negotiating
Problemsolving
Organising
Planning

=A =4 =4 4 -4 -4 4 -8

Links to NOS
1 Events and meetings
T Communications
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Unit 293 Plan and organise meetings

Performance indicators

11
1.2
1.3
1.4
15
1.6
1.7
1.8
1.9
1.10
1.11

2.1
2.2
2.3

3.1
3.2

3.3

Before the meeting

Plan and agree the meeting brief

Agree a budget for the meeting, where appropriate

Organise and confirm venue, equipment and catering requirements

Agree and prepare agenda and meeting papers

Invite attendees, confirm attendance and identify any special requirements
Make sure attendeesa&® needs are met
Collate and dispatch papers for the meeting within agreed timescales
Make sure the chair receives an appropriate briefing

Arrange the equipment and layout of the room

Arrange catering, if appropriate

Make sure someone has been nominated to take minutes, if required

At the meeting

Make sure attendees are welcomed and receive suitable refreshments
Make sure atendees have the papers and other resources they need
Provide information, advice and support when required

After the meeting

Evaluate and maintain a record of external services, where these have been used
Collect and evaluate participarfeedback from the meeting and share the results with

relevant people

Agree learning points and use these to improve the organisation of future meetings
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Unit 293 Plan and organise meetings

Knowledge and und erstanding

1.1 How to plan meetings that meet agreed aims and objectives

1.2 The different types of meetings and their main features

1.3 The purpose and benefits of planning and agreeing a brief for the meeting

1.4 The role of the person organising éimeeting

1.5 How to identify suitable venues for different types of meetings

1.6 The types of resourcesincluding technologyneeded for different types of meetings

1.7 Health, safety and security requirements when organising meetings

1.8 The main paits that should be covered by an agenda and meeting papers

1.9 The types of information attendees will need

1.10 Any special requirements that attendees may have and how to meet them

1.11 The benefits of briefing the chair in advance of the meeting

1.12 The purpose of welcoming and providing suitable refreshments to attendees

1.13 The types of information, advice and support that may be asked to be provided during
meetings

1.14 The types of problems that may occur during meetings and how to solve thes

1.15 How to record and follow up actions

1.16 How to evaluate external services

1.17 Different ways to collect and evaluate participant feedback from the meeting

1.18 How to agree learning points to improve the organisation of future meetings

Assessment guidance

Evidence may be supplied by:
observation

witness testimony
professional discussion
questioning

product eg meeting brief, budget, agenda, meeting papers, record of external services,
evaluation

of participant feedback
9 reflective account
9 organisational documentation, policies and procedures*

= =4 4 —a A

=

*I nternal / organisational documentation need not
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are ajggl. This also applies to legal
requirements.
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Unit 294
SCQF Level: 6
SCQF Credit value: 5

What is the unit about?
This unit isabout organising busiess travel or accommodation. ihcludes researching, orgaising
and agreeng arrangements for travel andccommodation, making sure they meet the brief and
agreed budget. It igor administrators who have responsibility for organising business travel or
accommodation

Specific skills

f

= =4 =4 48 -8 a8 —a -8 -9

Communicating
Checking
Dedsion-making
Evaluating
Managing time
Negotiating
Planning
Problemsolving
Researching
Organising

Links to other NOS

1 Events and Meetings
T Communications

Organise business travel or accommodation
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Unit 294 Organise business travel or accommodation

Performance indicators

11
1.2
1.3

1.4
15
1.6

1.7
1.8

1.9

Confirm travel or accommodation and budget requirements
Check draft itinerary and schedule with the traveller

Research and book travel arrangements or accommodation as agreed, obtaining best value
for money

Obtain breign currency, relevant insurance and visas, if required
Obtain and collate documents and information for travel or accommodation

Maintain records of travel or accommodation and store any confidential information securely,
including financiakecords

Arrange payment facilities for travel or accommodation

Follow the correct procedures when there are problems with travel or accommodation
arrangements

Provide the traveller with an itinerary, documents and information in good time

1.10 Confirm with the traveller that itinerary, documents and information meet requirements
1.11 Evaluate and maintain a record of external services used

202
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Unit 294 Organise business travel or accommodation

Knowle dge and understanding

1.1 Confirm travel or accommodation and budget requirements

1.2 Check draft itinerary and schedule with the traveller

1.3 Research and book travel arrangements or accommodation as agreebtaining best value
for money

1.4 Obtain foreign currency, relevant insurance and visas, if required

15 Obtain and collate documerg and information for travel oaccommodation

1.6 Maintain records of travel or accommodan and store any confidentiahformation
securely, including financialecords

1.7 Arrange payment facilities for travel or accommodation

1.8 Follow the correct procedures when thre are problems with travel oaccommodation
arrangements

1.9 Provide the traveller with an itinerary, dcuments and information in goodime

1.10 Confirm with the traveller that itinerarydocuments and information meetequirements

1.11 Bvaluate and maintain a record of external services used

Assessment guidance

Evidence may be supplied by:
observation

witness testimony
professional distission
questioning

product eg travel, accommodation, budget requirements; draft itinerary and schedule,
booking

documents and information for travel, itinerary, record of external services
M1 reflective account
1 organisational documentation, policies and peedures*

= =4 —a A -1
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*I nternal / organisational documentation need
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of tleeganisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 295 Contribute to running a project

SCQF Level: 6
SCQF Credit value: 5

What is the unit about?

This unitis about contributing to progct planning and supporting thémplementation and

monitoring of projectsto achieve planned outcomes. Ihcludes communicating with all those
involved in the projects, keepingecords of project activities and providing progress reports. It is for
administrators who help to run projects.

Specific skills

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

=4 =4 =4 8 -8 a8 8 -8 -2 9

Links to other NOS
1 Business Support Systems
1 Manage information

204 SVQ in Business and Administration at SCQF Level 5 (2086



Unit 295 Contribute to running a project

Performance i ndicators

11
1.2
1.3
1.4
15

2.1
2.2
2.3
2.4
2.5
2.6

Contribute to project planning

Identify all stakeholders involved in the project.

Confirm the purpose of the project with all relevant stakeholders.
Confirm the project scope, timescale, aims and objectives.
Contribute to the preparation of groject specification.

Confirm the resources needed for the project.

Run the project

Implement and monitor the project to meet the agreed budget and timescales.

Communicate with all those involved in or affected by the project.
Seek advice in response tonexpected events.

Keep records of all project activity in the agreed format.

Provide interim reports on project progress.

Achieve required outcomes on time and to budget.
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Unit 295 Contribute to running a project

Knowledge and understanding

11
1.2
1.3
1.4
15

1.6
1.7

1.8
1.9

The difference between managing operations and managing projects.

The advantages and disadvantages of using projects and when projects are appropriate.

The benefits of defining a pr ojsandobbgedvepur pose,
How to estimate types and quantity of resources needed for project activities.

The projectplanning methodologies appropriate to the types of projects run and tools that
can be used to assist project planning and control.

Different methods available to monitor projects.

Different ways of communicating with those involved in or affected by a project to make sure
it runs smoothly.

The benefits of being flexible and adapting project plans when necessary.
How to record project activities.

1.10 Thepurpose of interim reporting.

Assessment guidance

Evidence may be supplied by:

= =4 =4 -4 —a -4 _—a -1

observation

witness testimony

professional discussion

guestioning

product eg purpose of the project, project scope, timescale, aims and objectives, project
specification agreed budget and timescales

reflective account

organisational documentation, policies and procedures*

*Il nternal/ organisational document ation need not
workplace with reference made to where it carelfound and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 296 Deliver, monitor and evaluate customer
service to internal and/or external customers

SCQF Level: 6
SCQF Credit value: 3

What is the unit abo ut?

This unit is about delivering, monitoring, evaluating and improving services to nietrnal and /or
external customer needslt includes identifying customer needs and expectations, providing
services to agreed timescales and quality standards and#litey action to improve services based on
feedback. It is for administrators who work solely with internal customers or solely with external
customers, or both internal and external customers.

Specific skills

1 Evaluating
Monitoring
Problemsolving
Questioring
Listening
Negotiating

= =4 & —a -

Links to other NOS
1 Customer Service
T Communications
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Unit 296 Deliver, monitor and evaluate customer
service to internal and/or external customers

Performance indicators

1 Identify cus tomer needs and expectations

1.1 Build positive working relationships with customers

1.2 Manage expectations of customers to make sure they are realistic
1.3 Identify and confirm customer needs

1.4 Agree timescales and quality standards with customers

2 Deliver customer services

2.1 Provide services to agreed timescales and quality standards and follow procedures if these
are not achieved

2.2 Check customer needs and expectations are met

2.3 Follow the correct procedures to handle complaints inpaofessional manner and to a given
timescale

3 Monitor and evaluate customer services

3.1 Obtain and record customer feedback

3.2 Analyse and evaluate customer feedback
3.3 Take action to improve service to customers
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Unit 296 Deliver, monitor and evaluate customer
service to internal and/or external customers

Knowledge and understanding

1.1 The types of products and services offered by your organisation relevant to inteemal/or
externalcustomers

1.2 Wha is meant by customer service

1.3 The purpose and benefits of delivering customer service that meets or exceeds expectations

1.4 How to build positive working relationships with internahd/or externalcustomers
1.5 How to manage customer expectations
1.6 The types of quality standards appropriate to own responsibilities

1.7 How to set and meet timescales and qualiyandards with internabnd/or external
customers

1.8 The types of problems that internand/or externalcustomers may experience anddw to
process and resolve or refer them

1.9 The correct procedures to follow when handling complaints
1.10 The techniques for collecting and analysing interreaid/or externalcustomer feedback
1.11 The purpose and benefits of continuous improvement

Assessment guidance

Evidence may be supplied by:
9 observation
witness testimony
professional discussion
guestioning
product eg feedback, feedback analysis
reflective account
organisational documentation, policies and procedures*

= =4 -4 —a —a A

*Internal/organisatiorm | documentation need not be held
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (orr&dghem), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 297 Administer parking and traffic challenges,
representations and civil parking appeals

SCQF Level: 6
SCQF Credit value: 9

What is the unit about?

This unit is about the provision of administrative services for parking challenges, representations
and civil parking notic§ CPN) appeals. Civil parking notice means any parking or traffic notice issued
in relation to any contravention or infringement of contract under current legislation. There is no
statutory appeals process for parking on private land, therefore the civinpéty notice appeal

process has been included in this standard.

Skills

Analysing
Communicating
Decision making
Evaluating
Interpersonal skills
Managing time
Negotiating
Organising
Presenting yourself
Problem solving
Recording
Researching
Using technology

=4 =4 4 4 -8 -4 8 a8 98 9 -2 -2 -9
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Unit 297 Administer parking and traffic challenges,

representations and civil parking appeals

Performance indicators

1

11
1.2

1.3
1.4

15

1.6

1.7

2.1
2.2

2.3
2.4

2.5
2.6

Register receipt of challenges, representations and CPN appeals

Respond promptlytoa& ust omer a&s i niti al enquiry with

Record that you have received the written challenge, representation or CPN appeal
Make sure you have the information you

Check the details of the documeation you have received for accuracy, consistency and

validity
If the documentation fails to meet the requirements for considering the challenge,

representation or CPN appeal promptly inform the customer of this and the courses of action

they can tale

I f the customeraes situation does not f
customer of this and the courses of action they can take

At all stages, comply with organisational and legal requirements

Respond to challenges, representations and CPN appeals

Collate evidence for response to the challenge, representation or CPN appeal

If necessary, take prompt action to suspend the enforcement process while the case is being

investigated
Make sure all internal ords are accurate, reliable, valid and up to date

Review the documentation to make sure there is sufficient evidence, and decide whether you

need additional evidence
Where necessary, obtain the additional items of evidence needed

Refer any matr which is beyond the limits of your responsibility to the appropriate person

review all evidence and make a decision

inform the customer, in writing and within agreed timescales, of your decision and the
courses of action that they can take

where approfriate, reactivate the enforcement process
keep copies of all correspondence and update records
at all stages, comply with current organisational and legal requirements
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Unit 297 Administer parking and traffic challenges,

representations and civil parking appeals

Knowledge and understanding

11

1.2

1.3

1.4
15

1.6

1.7

1.8

1.9

1.10
1.11
1.12
1.13

1.14

1.15

1.16

1.17
1.18

1.19

212

The services that you are responsible for and the limits and scope of your responsibilities and
authority in providing these services

Your organi sat i on ascompsaints that afect serpicesircyeud areaefs an d
responsibility and how to apply them

The current legislation, codes of practice and Traffic Regulation Orders that apply when you
are dealing with challenges, representations and CPN appeals

The requirementsof the Data Protection Act 1998 and its implications for your role

The specialist software used by your organisation for the recording and processing of
challenges, representations and CPN appeals and how to use it

How to access and use the sources ofanfnation that you need to deal with challenges,
representations and CPN appeals

How to interpret the documents that are used in parking control administration in relation to
dealing with challenges, representations and CPN appeals

How to communicate effedvely with customers so that you can be clear about the nature of
their enquiry and can explain to customers the courses of action available to them

The information that is needed to consider a challenge, representation or CPN appeal, and
why this is the ase

Recognised criteria for cancellation
Why it is important to record receipt of a challenge, representation or CPN appeal
How to identify evidence that is reliable, valid and sufficient

What information and evidence has to be provided by the customer drmv to check that it
is valid

The range of internal evidence that is needed to support a reliable decision, and where to
obtain it

How to clarify the details of the customer as
oral or written questioning

Thelimits of your responsibility in investigating challenges, representations and CPN appeals
and who to refer matters outside of your authority to

How to identify and obtain evidence that you have not been provided with

How to make decisions that are supptad by the evidence and comply with current legal and
organisational requirements

The courses of action that a customer can take once a decision has been made, and the
consequences of taking those courses of action
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Assessment guidance

Evidence may be quplied by:
9 observation
witness testimony
professional discussion
guestioning
product
reflective account
organisational documentation, policies and procedures*

= =4 =4 —a -8 -

*I nternal/ organisational document ati onlildméed
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will reige to demonstrate their application and be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 298 Administer statutory parking and traffic
appeals

SCQF Level: 7
SCQF Credit value: 9

What is the unit about?

This unit is abouprocessing documentation and respond to statutory appeals against parking
penalty charge notices (PCN) including those following a successfully filed statement of truth on
grounds 1, 2, 3 or 4This standard coves the statutory appeals processarkingchargenotice
appeals for which there is no statutory process are covereddnit297. This standard is for
employees involved in

Specific skills

T Accuracy
Analysis
Communicating
Decisionmaking
Evaluating
Interpersonal skills
Letter writing
Listening
Managing time
Negotiating
Organising
Presenting yourself
Problem solving
Questioning
Quality checking
Recording
Researching
Using technology

= =4 =4 4 -8 48 8 -4 -8 _9a -4 -2 -9 -2 -9 -2 -2
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Unit 298 Administer statutory parking and traffic

appeals

Performance indicators

11
1.2
13

1.4

15
1.6

2.1
2.2
2.3
2.4
25
2.6

2.7

3.2
3.3
3.4

3.5

4.2
4.3

Prepare case evidence
Record that you have received the statutory appeal notification or revocation order
Take action to suspend the enforcement process during the investigation

Check the etails of the documentation you have received for accuracy and consistency and
notify the appropriate person of any discrepancies

Make sure that you understand the grounds on which the customer is appealing or the
statement of truth has been filed

Comply with current organisational and legal requirements
Carry out work within the given deadline for the case

Investigate the case for statutory appeal and decide how to proceed

Make sure all necessary evidence is present, accurate, vafid reliable

Identify and obtain any additional items of evidence that are needed

Where necessary consult other people to obtain further information

Refer any matter which is beyond the limits of your responsibility to the appropriate person
Review all evidence; make and record a decision on the basis of the evidence

Make sure that the adjudicator and appellant or respondent are informed and that the
decision has been recorded properjyvhen it has been decided not contest the statutory
appeal or the statement of truth

Complywith current organisational and legal requirements

Contest the statutory appeal

Prepare a case summary in accordance with organisational guidelines and relevant codes of
practice

Collate, label and psent documentation in the format required by the appeals service

Make sure copies of documentation are provided to all relevant people

Make sure that you are prepared to respond to requests for further information including
when a statutory appedis referred by an adjudicator to an independent person to consider
mitigation

Befully conversant with the cae andcompliant with the Code of Conduct for personal
attendance if you attend the hearing

Respond appropriately to the outcomes of th e statutory appeal

Update all records in accordance with organisational and legal requirememis receiving
notification of the outcome of the statutory appeal

Proceed with the case as appropriate to the outcomes of the statutory appeal

Reviewand consider the adjudicatores feedback;
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Unit 298 Admini ster statutory parking and traffic
appeals

Knowledge and understanding

1.1 The services for which you are responsible

1.2 Your organisatim &es pol i ci es, procedures and constrai
responsibility

1.3 The rules that apply when you are dealing with statutory appeals

14 How to interpret Traffic Regulation Orders

15 The current legislation that applies when you are de with statutory appeals

1.6 The requirements of the Data Protection Act and its implications for your role

1.7 The specialist software used by your organisation for the recording and processing of
statutory appeals

1.8 How to identify evidence that is sufficienteliable and valid

1.9 What information has to be provided and how to check that it is accurate

1.10 The grounds on which someone may may notappeal
1.11 The grounds on which someone may may notfile a statement of truth

1.12 The importance of acting within the givesieadline for the case and the consequences of
failing to do so

1.13 The limits of your responsibility in investigating statutory appeals and to whom matters
outside your authority should be referred

1.14 What evidence is needed and why

1.15 How to identify and obtain edience that you have not been provided with

1.16 Who to consult if further information is needed

1.17 How to prepare a case summary

1.18 How to present a case summary and why it is important to present it in this way
1.19 How to prepare the documentation for a case that is notbe contested

1.20 Your organisationeaes requirements for the pre
a statutory appeal hearing

1.21 How to prepare yourself for a hearing, if you have to attend one yourself

1.22 The Code of Conduct which regulates how to behafgou attend statutory appeal
hearings yourself

1.23 The kinds of further information that might be requested
1.24 What actions to take to close a case
1.25 How to arrange for refunds of fees to be paid

1.26 The records (paper and electronic) that need to be updated to reddhe outcome of the
statutory appeal and how to do this

1.27 Who to inform of the outcomes of a statutory appeal and why
1.28 The courses of action that are available to the appellant

1.29 The courses of action that are available to the respondent
1.30 What actions to taked reactivate the recovery process
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Assessment guidance

Evidence may be supplied by:
1 observation
witness testimony
professional discussion
questioning
product
reflective account
organisational documentation, policies and procedures*

= =4 4 —a -8 -

*Internal/lorgan i sati onal documentation need not be held
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational polidi@srefer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 299 Administer pa rking and traffic debt recovery

SCQF Level: 7
SCQF Credit value: 6

What is the unit about?

This unit is abouthe providing of administrative services for the recovery of parking and traffic
debt, up to and including the court process

This standards relevant for all staff who are involved in the recovery of parking aradfic debt

Specific skills

1 Accuracy
Analysis
Communicating
Decisionmaking
Evaluating
Interpersonal skills
Letter writing
Listening
Managing time
Negotiating
Organising
Presentirg yourself
Problem solving
Questiming
Quality checking
Recording
Researching
Using technology

=4 =4 =4 48 -8 -4 a8 -8 -2 -9 -8 -2 -9 -2 -2 -3 -2
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Unit 299 Administer parking and traffic debt recovery

Performance indicators

11

1.2

13

1.4
15

1.6

1.7

18
19

1.10

1.11
1.12

Monitor the quality of the data to b registered at Traffic Enforcement Centesnd/or the
relevantcourt (dependent on the enforcement regime) and ensure this meets quality
standards before submission

Ensure debt recovery documentation is served in accordance with organisational paicy
relevant legislation

Investigate the case angrepare case evidence in accordance witirganisational policy and
relevant legislation

Review all evidence; make and record a decision on the basis of the evidence

Where the decision is ndb pursue the case make sure that relevant people are informed and
that the decision has been recorded properly

Where the decision is to pursue the case, proceed in accordance withanisational policy
and relevant legislation

Respond approprigely to the outcomes of the case, review feedback and take appropriate
action

Liaise with outside agenciesncluding those managing the debt recovery process

Monitor the performance obutside agercies, including those managing the debt recovery
process

Produce relevant reports; update and maintain records in line with organisational policy and
relevant legislation

Carry out work within the given deadlines for the case
Close the case in accordance with organisational policy aetevant legislation
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Unit 299 Administer parking and traffic debt recovery

Knowledge and understanding

1.1 The services that you are responsible for and the limits and scope of your responsibilities and
authority in providing these services

12 Your organisationeses policies, procedures and
responsibility and how to apply them

1.3 The current legislation and regulations that apply
1.4 The requirements of the DatBrotection Act and its implications for your role

1.5 The criteria, policy and procedures in relation to debt recovepgfor non-collection, write
off, case closure, tracing and recovery, maximising debt collection, reporting, performance
management)

1.6 Understanding of the debt recovery process within your organisation

1.7 The role of Traffic Enforcement Centre and/or trelevantcourt (dependent on the
enforcement regime)n the debt recovery process

1.8 The debt recovery documentation to be serdeand how to do this
1.9 The case evidence that may be used

1.10 How to investigate a case, the limits of your responsibility and to whom matters outside your
authority should be referred

1.11 The range of possible outcomes of a case and the appropriattions to take for each
outcome

1.12 The role of debt recovery agents and other agencies

1.13 How to communicate effectively with debt recovery agents and other outside agencies
1.14 The importance of the audit trail and how to update and maintain oeds as necessary
1.15 The reports that are required and how and when to produce them

1.16 How to close a case in line with your organisational policy and relevant legislation

Assessment guidance

Evidence may be supplied by:
9 observation
witness tesimony
professional discussion
questioning
product
reflective account
organisational documentation, policies and procedures*

= =4 -4 4 —a A

*I nternal / organisational documentation need not
workplace with reference méde to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their applicagmd be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 300 Verify the release process

SCQF Level: 6
SCQFCredit value: 6

What is the unit about?

This unit is about checking that idduals are eligible for release and that aliministrative
arrangements have been made correctly.

There are two elements
1  Verify the eligibility of individuals for release
1 Verify that the correct documentation and entitlements have been prepared

Thisunit applies to experienced administratorgorking in the custodial carsector who are
required to verify that all the administrative arrangements for the release of individuals are correct.

Specific skills
1  Accuracy
1 Timeliness
1 Confidentiality

Links to o ther NOS
This unit links to all the other administration units in the custodial care framework. It links closely to

1 Make administrative arrangements for the release of individuals from custody
1 Receive and discharge individuals and property into and ouths# custodial establishment.
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Unit 300 Verify the release process

Performance indicators

1. Verify the eligibility of individuals for release
1.1 Maintainsystemswhi ch gi ve you accur at e ighilitfy fonrreleasei o n
1.2 Recalculateelease dates for individuals accurately and at the required time prior to release

13 Refer promptly to the releasing authorities
for release.

2. Verify that the correct d ocumentation and entitlements have been prepared

2.1 Communicate in ways that can be understood by individuals, responding to their different
needs, abilities and preferences

2.2 Provide advice and guidance to those preparinigcumentation andentitlements for
individuals on release

2.3 Check that the correctiocumentation and entitlements have been prepared for each
individual to be released

2.4 Identify any errors in the preparation afocumentation andentitiements and ensure these
errors are corrected

2.5 Presentdocumentation in the required format so that the release of individuals from custody
can be authorised.
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Unit 300 Verify the release process

Knowledge and understanding

1.1 Current, relevant legislation, policies, procedes, codes of practice and practice advice for
verifying the release process

1.2 Current, relevant legislation and organisational requirements in relation to race, diversity
and human rights

13 Current, relevant legislation and organisational requirements inat@n to health and safety

1.4  The legal and organisational requirements which impact on the release of individuals from
custody

15 Manual and computerised systems for providing
release, and how to use them

1.6  The diffeent types of documentation which are relevant to the calculation of critical dates
of sentences, and how to interpret the information they contain

1.7 The critical dates which apply to different types of sentences and how to calculate these
accurately

1.8  The rarge of releasing authorities and how to contact them
1.9 The range of documentation required on release, and how to prepare it
1.10 The range of entitlements of individuals on release, and how to prepare these

1.11 The types of advice and guidance people may need in pepg documentation and
entitlements for release, and how to provide this advice and guidance

112 The i mportance of checking individual se eligi
documentation and entitlements have been prepared

1.13 The format in which documetation should be presented so that the release of individuals
from custody can be authorised

1.14 The types of documentation which must be completed and how to complete it correctly.
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Unit 300 Verify the release process

Additional Information

Scope/range related to performance criteria
Verify the eligibility of individuals for release

1. systems
1.1. manual
1.2. computerised

2. releasing authorities
2.1. parole board
2.2. prison governor/controller

Verify that the correct documentation and entitlements have been prepared

3. documentation

3.2. licences

3.3. information to be provided to individuals on release

3.4. information to be provided to internal and external authorities on release

4. entitlements

4.1. personal cash and wages
4.2. grants

4.3. travel warrants

4.4, personal property

4.5, official documentation
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Unit 319 Organise and co -ordinate events

SCQF Level: 6
SCQF Credit value: 8

What is the unit about?

This unit is aboubrganisng and ceordinating events. It includes agreeing brief and budget for an
event and deciding orthe operational activities andechnical requirements to deliver the event. i
for administrators who haveesponsibility for organising and cordinating events.

Specific skills

1 Checking
Communicating
Decisionmaking
Evaluating
Interpersonal skills
Leading
Managing time
Negotiating
Managing resources
Planning
Monitoring
Problemsolving
Organising

= =4 =4 48 -8 -4 a8 -8 _a -9 92 -9

Links to other NOS
1 Events and Meetings
T Communications
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Unit 319 Organise and co -ordinate events

Performance indicators

11
1.2

13
1.4
15
1.6
1.7
1.8
1.9
1.10
1.11
1.12
1.13
1.14

2.1
2.2
2.3
2.4
2.5
2.6
2.7
2.8

3.1
3.2
3.3
3.4
3.5
3.6

226

Before the event
Agree the event brief and budget

Agree a plan for the event which will meet agreed objectives and address identified risks and

contingencies

Identify and agree the resources and support needed for the event

Identify and cost suitable venues

Make sure all relevant legal and contractual requirements are correctly addressed
Make sure the event complies with relant health, safety and security requirements
Liaise with the venue to confirm event requirements

Make sure invitations are sent out to delegates

Manage resources and the production of event materials

Manage delegate responses

Prepare joining instructions and event materials to be sent to delegates

Make arrangements for rehearsals, if required, to make sure that the event runs smoothly

Make sure all those involved are briefed and trained to fulfil their roles
Delegate functions to the event team as appropriate

At the event

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

Coordinate activities and resources during the event, in line with agreed plans

Help delegates to feel weome

Respond to delegatesae needs throughout
Resolve problems in a timely manner

Oversee the work of key staff during the event

Monitor compliance with relevant health, safety and security requirements

Liaise with venue miaagement to make sure facility resources are in place

After the event

Clear and vacate the venue, in accordance with the terms of the contract
Prepare and circulate papers or conduct other folleup activities, if necessary
Reconcile acounts to budget

Seek and collect feedback from those involved in the event

Analyse the feedback and share the analysis with relevant people

Agree key learning points and use these to improve the running of future events
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Unit 319 Organise and co -ordinate events

Knowledge and understanding

1.1 The role of an event organiser

1.2 How to plan and manage events to meet the objectives of the brief

1.3 The different types of events and their main feaes

1.4 The purpose and value of agreeing a brief and budget for the event

1.5 The types of risks associated with events and how to minimise these

1.6 How to develop a contingency plan for an event

1.7 The types of information that delegates will need

1.8 How to identify suitable venues for different types of events

1.9 The types of resources needed for different types of events

1.10 The special requirements that delegates may have and how to meet these
1.11 Health, safety and security requirementgshen organising events

1.12 The relevant legal and organisational requirements for contracts

1.13 The types of activities and resources that may need to beardinated during an event
1.14 The types of problems that may occur during events and howstave them
1.15 What points to observe when clearing and vacating an event

1.16 The purpose and value of evaluating an event and the methods you can use
1.17 The types of papers that may need to be circulated after an event

1.18 Budgetary responsibilies and procedures

Assessment guidance

Evidence may be supplied by:
observation

witness testimony
professional discussion
guestioning

product egevent brief andoudget, plan,contingencies resources venue detailsgvent
materials

joininginstructions, invitations, accounts feedback feedback analysis
M reflective account
9 organisational documentation, policies and procedures*

= =4 -4 —a -1

=

*I nternal / organisational documentation need not
workplace with refererte made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisationalipies (or refer to them), this
on its own is not sufficient. The candidate will require to demons#dheir appliation and be able
to discuss them, showing understanding of how they are agpli This also applies to legal
requirements.
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Unit 329 Provide administrative support in school s

SCQF Level: 6
SCQF Credit value: 8

What is the unit about?

This unit is abut working with school contacts and wider community contacts to contribute to
school goals and priorities

School contacts include pupils and students; parents; guardians; carers; colleagues; and governing
bodies. Wider community contacts include commugibrganisations; relevant authorities;
childrenaes services; welfare services; |l ocal

Specific skills

1 Analysing
Managing conflict
Organising
Researching
Communicating
Managing time
Planning
Team working
Evaluaing
Negotiating
Prioritising
Using technology
Literacy
Numeracy
Problem solving
Writing

=4 =4 =4 =4 4 =4 A —a - -a a8 o8 o
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Unit 329 Provide administrative support in schools

Performance indicators

Work with school contacts and wider community conta  cts

11
1.2
1.3
1.4
15
1.6
1.7

1.8
1.9
1.10
1.11
1.12
1.13

Build positive working relationships

Present a positive image of yourself and your school

Communicate effectively with contacts

Follow school policies and procedures for dealing with parents, guardians and carers
Follow schoolpolicies and procedures for dealing with pupils and students

Follow school policies and procedures for dealing with colleagues and the wider community
Provide effective administrative and organisational support to school contacts and the wider
community

Operate school administration systems

Analyse and evaluate information

Produce reports in line with school procedures

Safeguard confidential information

Act within the limits of your authority

Refer issues beyondour authority to the appropriate person
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Unit 329 Provide administrative support in schools

Knowledge and understanding

1.1 The purpose and benefits of managing information to meet specifications

1.2 The purposeand benefits of monitoring the use of an information system

1.3 The different ways of monitoring use if an information system

1.4 The benefits of training users of the information system with available methods

1.5 The purpose of maintaining and updaij the information system and methods you can use
1.6 The types of problems that occur with information systems and how to deal with them
1.7 The different ways of maintaining and updating an information system

1.8 The benefits of continuously improvingformation systems

1.9 Legislation and organisational requirements covering data protection and freedom of
information

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

questioning

product eg reports

reflective account

organisational documentation, policies and procedures*

= =4 -4 a8 -8 -8 -9

*I nternal / organisational documentation need not
workplace with reference made to where it can be found and its relevatzehe criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understading of how they are applied. This also applies to legal
requirements.
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Unit 333

SCQF Level:
SCQFCredit value:

What is the unit about?

Administer agricultural records

This unit is aboutecording and updatingagricultural data

Specific skills
9 Organising
1 Problem solving
1 Checking
1 Analysing
1 Communicating

Links to other NOS
1 CFAAA122: Make agricultural returns, applications and claims
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Unit 333 Administer agricultural records

Performance indicators

1. Input and maintain records

1.1 Gather accurate data from relevarsipurces and within required timescales

1.2 Record data in line with the legal requirements and those of external agencies

1.3 Check that records are complete, requesting missing information as approggria

1.4 Keep records up to date

1.5 Reconcile data with that held by external agencies, where required

1.6 Submit data to external agencies in necessary timescales

1.7 Make sure other people understand how the data is recorded and how to access it
1.8 Store records securelyand confidentially

2. Produce Reports

2.1 Analyse data to produce management reports as requested
2.2 Present reports in an appropriate format
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Unit 333 Administer agricultural record s

Knowledge and understanding

1.1 The admnistrative services that you are responsible for
1.2 The policies, procedures and constraints that affect administration in your area of work
1.3 The legislation and regulations that apply to your area of work

1.4 The external agencies that operate in your area of \a@nd their requirements for record
keeping (e.g. statutory livestock records, livestock movement records, veterinary and
medicine records, livestock production/breeding records, statutory crop records, crop
production records, horticultural records, crossompliance records)

1.5 The manual and computerised records that you are required to keep and how to keep them
1.6 How to use appropriate software for the recording and processing of information

1.7 What data is needed for a range of types of records in agricultw@htexts (e.g. arable, dairy,
beef, sheep, pigs or poultry, horticulture), and why

1.8 The assurance schemes that exist for your area of work and the records required for these
1.9 How to keep up to date with changing requirements in your area of work
1.10 How to ensue the data gathered is accurate

1.11 How to reconcile data with that held by external agencies and the potential consequences of
not doing so

1.12 The timescales within which the data must be collected and submitted

1.13 How to communicate with others to ensure that theyan access records

1.14 How to store records securely and maintain confidentiality

1.15 The types of reports that might be requested and how to analyse the data to produce them
1.16 The range of formats that can be used for reports and when to use them

Assessment guid ance

Evidence may be supplied by:

observation

witness testimony

professional discussion

guestioning

product

reflective account

organisational documentation, policies and procedures*

= =4 =4 —a -8 -—a -9

*Internal/organisational documentation need not be heldinthechm d at eeses port f ol i o b
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficieh The candidate will require to demonstrate their application and be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 351 Verify critical dates for sentences

SCQF Level: 7
SCQFCredit value: 6

What is the unit about?

This unit is about verifying critical dates for sentences so that individuals are released from custody
on time. You have to check and interpret the relevant documentation and verify the calculations
made by other staffAccuracy, timeliness and confidentiality are critical in this area of work.

There are two elements
1 Verify and interpret documentation relevant to the imprisonment or detention of individuals
1 Verify sentence calculations

This unit applies to experienceddministrators working in the custodial care sector who have the
responsibility for verifying the calculations for sentences made by others.

Specific skills
T Accuracy
1 Timeliness
1 Confidentiality

Links to other NOS

This unit links to all the other admirtigtion units in the custodial care frameworkit links closely
with Unit CC060 Calculate critical dates for sentences, whagiplies to administratoravho
calculate critical dates for sentences, but do not verify the calculations made by others.

It also links closely with Unit CC021 Receive and discharge individualspaoperty into and out of
the custodial establishment
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Unit 351 Verify critical dates for sentences

Performance indicators

1. Verify and interpret d ocumentation relevant to the imprisonment or detention of
individuals

1.1 Verify that thedocumentation allows lawful imprisonment or detention of the individual in
the establishment

1.2 Check that all information on thdocumentation has been interpreted corredy
1.3 Check with therelevant authority if you are in doubt about how to interpret information

1.4 Check that all information has been accurately entered istgstems, in line with
organisational procedures.

2. Verify sentence calculations

2.1 Provide advice and guidate to those interpretingdocumentation and calculatingeritical
dates

2.2 Check the interpretation oflocumentation and calculations of critical dates to ensure that
are accurate every time

2.3 ldentify errors in interpretation otlocumentation or calculation ofcritical dates and ensure
these errors are corrected

2.4 Check with therelevant authority where you are in doubt aboutritical dates .
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Unit 351 Verify critical dates for sentences

Knowledge and understanding

11

1.2

1.3
1.4
15
1.6
1.7

1.8

1.9
1.10

1.11

1.12
1.13
1.14
1.15
1.16

1.17

1.18

236

Current, relevant legislation, policies, procedures, codes of practice and practice advice for
verifying critical dates for sentences

Current, relevant legislation and organisational requirements in relation to race, diversity
and human rights

Current, relevantégislation and organisational requirements in relation to health and safety

The legal requirements which impact on the calculation of critical dates

Your organisationeaes policies and procedures
The documentation required in ater to imprison or detain an individual lawfully

The different types of documentation which are relevant to the imprisonment or detention
of individuals and the calculation of critical dates for sentences, and how to interpret the
information they contain

The relevant authorities to contact when in doubt about how to interpret information or
calculate sentences

The organisationaes systems and how to use t

The range of different types of information which may have an impact on critical dates,
where to obtain this information, and how to assess its impact accurately

The range of critical dates which apply to different types of sentences, and how to calculate
these accurately

The importance of ensuring critical dates are entered accurately on systems

The pegle who are authorised to have information about critical dates

The formats and time limits within which information about critical dates must be supplied
How to explain clearly how critical dates have been calculated

The types of advice and guidance pelgpmay need in interpreting documentation and
calculating critical dates, and how to provide this advice and guidance

The importance of checking the interpretation of documentation and calculation of
sentences to ensure accuracy

The types of documentationvhich must be completed and how to complete it correctly
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Unit 351 Verify critical dates for sentences

Additional Information

Scope/range related to performance criteria

Verify and interpret documentation releva nt to the imprisonment or detention of

individuals

1. documentation

1.1.warrants of imprisonment
1.2.detention orders

1.3.recall orders
1.4.accompanying documentation

2. relevant authority

2.1.the originator or endorser of the documentation
2.2.supewvisor or line manager

2.3.specialist in sentence calculation

3. systems
3.1. manual
3.2.computerised

Verify sentence calculations

4. documentation

4.1.warrants of imprisonment
4.2.detention orders

4.3.recall orders
4.4.accompanying documentation

5. critical dates

5.1.the critical dates relating to sentences awarded by a court in your own country
5.2.the critical dates relating to sentences awarded by a court in another country in the UK

6. relevant authority

6.1.the originator or endorser of the doumentation
6.2. supervisor or line manager

6.3. specialist in sentence calculation
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Unit 354 Make agricultural returns, applications and
claims

SCQF Level: 6
SCQFCredit value: 8

What is the unit about?
This unit is aboupreparingrelevantagricutural returns, applications and claims

Specific skills
1 Organising
1 Problem solving
1 Checking
1 Analysing
1 Communicating

Links to other NOS
1 CFAAA121: Administer agricultural records
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Unit 354 Make agricultural returns, applications and

claims

Performance indicators

11
1.2

1.3
1.4
15
1.6
1.7
1.8
1.9

Collate information necessary to prepare the return, application or claim

Prepare returns, applications and claims using correct procedures and format as required by
the external agency

Check information and actions as appropriate with relevant person

Make sure all returns, applications or claims are signed by the appropriate person

Comply with required timescales for submission

Keep copies of returns, applications and alas securely and confidentially

Answer any queries about the return, application or claim

Monitor the progress of the return, application or claim and deal with any problems that arise
Make sure payment has been received and recorded in flancial records
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Unit 354 Make agricultural returns, applications and
claims

Knowledge and understanding

1.1 The administrative services that you are responsible for

1.2 The policies, procedures and constraints thaffect administration in your area of work

1.3 The legislation and regulations that apply to your area of work

1.4 The external agencies that operate in your area of work and their requirements

1.5 How to keep up to date with changing requirements in your area of work

1.6  Where to find information on the availability of appropriate schemes, grants and subsidies

1.7 The system for claiming single payments and what information/data is needed to complete a
claim

1.8 The assurance schemes that exist for your area of work and whatrimfation is required to
make an application

1.9 The environmental or other grant schemes that exist for your area of work and what
information is required to make an application

1.10 The timescales within which returns, applications and claims must be submitted
1.11 Howto store copies of returns, applications and claims securely and maintain confidentiality
1.12 The types of problems that can arise and how to deal with them

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discgsion

guestioning

product eg data, records, management reports
reflective account

organisational documentation, policies and procedures*

= =4 =4 —a -8 -—a -9

*I nternal/ organisational document ation need not
workplace withreference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate thegaplication and be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 354 Administer legal files

What is the unit about?

This unit is about pening, maintairing and administeing a file, revewing and cbsing a file,
preparing final billsand storing and arrangindor files to be archived.

Specific skills
9 Organising
1 Checking
1 Problem solving
1 Communicating

Link to other NOS
T BAB1124aBuild Case Files
1 BAB113aManage Case Files
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Unit 354 Administer legal files

Performance indicators

1. Open afile
1.1 Carry out checks and searches as appropriate and report on outcomes to the fee earner

1.2 Receive money on account from clients as instructed and process inwite organisational
requirements

1.3 Open afile and enter matter information

1.4 Generate client care letters

1.5 Maintain and administer a current file

1.6 Produce and amend correspondence and documents as instructed

1.7 Make sure all relevant timescales and dates areteged in appropriate diaries
1.8 Carry out research as instructed and report back to fee earner

1.9 Report progress to clients as instructed by fee earner

1.10 Make sure all costs and disbursements are recorded accurately

1.11 Make sure all file management activities conforto housestyle and organisational
requirements

1.12 Make sure all time spent on the matter is recorded accurately
1.13 Generate bills as requested, in accordance with instructions

2. Receive instructions to close a file

2.1 Review the file and identify any outstandingsues and unbilled disbursements
2.2 Report outstanding issues to the fee earner for resolution

2.3 Where necessary, deal with reimbursements

2.4 Check with the fee earner whether any documents, knowledge or data needs to be added to
the organisati oladgessordataleanke dent , know

2.5 Ensure the file is complete for preparation of the final bill
2.6 If appropriate, prepare the final bill

3. Close and archive a file
3.1 Complete file closing documentation and check that the account shows a nil balance
3.2 Notify relevant people thathe file is closing

3.3 Sort the file, removing unnecessary material, and check with the fee earner on the appropriate
distribution of documents

3.4 Make sure that hard copies of electronic communications are in the file

3.5 Prepare a schedule of the file content® shat they can be readily retrieved

3.6 Correctly label files for storage and amend records to show that the file is closed
3.7 Arrange for the file to be archived
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Unit 354 Administer legal files

Knowledge and understandi ng

1.1 The administrative services that you are responsible for and the limits and scope of your

1.2
13

1.4
15

1.6

1.7

1.8

1.9

1.10
1.11
1.12
1.13
1.14
1.15
1.16
1.17
1.18
1.19
1.20
1.21

1.22
1.23

responsibilities and authority in providing these services
Where and when to refer matters beyond your authority

The organi sati onas p drhintschataffect administratieedservicessn and ¢ «

your area of responsibility
The duty of confidentiality that applies when dealing with client information

The specialist software used by the organisation for the recording and processing of legal

cases

The inportance of accuracy and attention to detail when dealing with information in a legal

context

The type of legal work that the department is involved in (e.g. conveyancing, family law,

commercial, litigation)

The patrticular legal terminology that is assotésl with different types of legal work
The or gani ssytefoothe gesertaton sf Bles and documentation
How to prioritise work and work to o
The different checks and searches that are required and how to carry these ou
The organisationeaes procedures for op
The contents and purpose of a client care letter and how to prepare one

The types of documents that are required and how to prepare them

How to carry out research required by the fee earner

How to report progress to clients

How to record costs and disbursements

How time spent on a matter is monitored and recorded

The range of activity and documentation that needs to be noted within a file

How and when to generate bills

The types of documents, knowledge alata that might need to be added to the
organi sationaes precedent, knowl edge

The organisationeaes procedures for cl
How to sort a file and identify materials that do not need to be kept

Assessment guidance

Evidence maype supplied by:

= =4 =4 —a —a -—a -9

observation

witness testimony

professional discussion

guestioning

product eg schedule of file contents, client care letters, bills
reflective account

organisational documentation, policies and procedes*
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*Internal/organisational doomentation (in view of possible confidential nature) need not be held in
the candidateeaes portfolio but held in the workpl
and its relevance to the criteria.

**Note: While the candidate can provide a copy tife organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applidsgal
requiremerts
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Unit 356 Build case files

SCQF Level: 6
SCQFCredit value: 4

What is the unit about?

Receiving and opening a case file, reviewing and building a case file, submitting a case file and
following up any actions.

Specific skills
1 Organising
1 Decison-making
1 Problem solving
1 Checking
9 Attention to detail

Links to other NOS
1 BAB111aAdminister Legal Files;
1 BABl113aManage Case Files
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Unit 356 Build case files

Performance indicators

1.1 Receive and open aase file

1.2 Review the case file and identify additional evidence and materials required

1.3 Obtain all additional items of evidence and materials

1.4 Produce documents and correspondence

1.5 Consult other people where necessary

1.6 Make sure infornation is kept secure and confidential

1.7 Review the materials to make sure all the relevant information is present in order to proceed
1.8 Submit the case file on time

1.9 Take responsibility for any follow up actions
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Unit 356 Build case files

Knowledge and understanding

1.1 The services that you are responsible for and the limits and scope of your responsibilities and
authority in providing these services

12 Your organisationeaes policies, procedures and
responsibility and how to apply them

1.3 Legal and organisational requirements covering the security and confidentiality of information
1.4 Legislation, regulations and codes of practice that apply in the sedtwthe area of

responsibility
1.5 Working culture and pragtes in the sector
16 The organisationaes procedures for building cas:¢

1.7 When and to whom to refer matters that are beyond your authority

18 The organisationaes house style and requirement
documentation

1.9 The purpose of accuracy ahattention to detail when dealing with information in a legal
context

1.10 How to access and use required sources of information
1.11 How to identify evidence and materials that have not been provided
1.12 The types of evidence and materials that may be required anavhemd where to obtain them

1.13 How to conduct interviews and take witness statements in the context of gathering evidence,
where required

1.14 How to adapt communication to the needs of a witness or client

1.15 The types of documentation and correspondence that might bequired and how to produce
them

1.16 Who to consult if further information is needed

1.17 The timescales and deadlines that apply to the case and the consequences of failing to meet
them

1.18 The types of followup action that may be required

Assessment guidance

Evicence may be supplied by:
9 observation
witness testimony
professional discussion
guestioning
product eg documents
reflective account
organisational documentation, policies and procedures*

= =4 -4 —a -8 A

*Internal/organisational documentation need not be heldinthercal i dat eaes portf ol i o &
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficiet. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.

SVQ in Business and Administration at SCQF Level 5 (2036 247



Unit 357 Manage case files

SCQF Level: 7
SCQFCredit value: 5

What is the unit about?

Receiving and opening case files, reviewing and updating case files, preparing court bundles,
processing appeal documentation and following up actions, preparing case files for closure and
closing case files.

Specific skills

1 Organising
Planning
Problem solving
Checking
Attention to detail
Analysis
Communication

= =4 =4 —a -8 A

Links to other NOS
1 BAB112aBuild Case Files
1 BABl1laAdminister Legal Files
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Unit 357 Manage case files

Performance indicators

11
1.2
1.3
1.4
15
1.6
1.7
1.8
1.9
1.10
1.11
1.12
1.13
1.14
1.15
1.16
1.17
1.18

Receive and open a case file

Review the file and plan its management to meet required deadlines
Obtain or identify the location of all file documents and materials
Produce and amend documents as requested

Liaise with the relevant people progress the case

Keep the case file up to date, checking documentation is complete
Make sure information is kept secure and confidential

Prepare court bundles as requested, checking documentation is complete
Consult other people whee necessary

Submit documents on time

Action and record hearing outcomes as necessary

When necessary, process appeal documentation as requested

Liaise, as appropriate, with the relevant people to progress the appeal
Record theoutcome of the appeal where relevant

Prepare the case file for closure

Notify relevant people that the case file is closing

Close the case file

Arrange for the case file to be archived
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Unit 357 Manage case files

Knowledge and understanding

1.1 The administrative services that you are responsible for and the limits and scope of your
responsibilities and authority in providing these services

1.2 Where and when to refer matters that are beyond yourthority

13 The organisationes policies, procedures and c
the area of responsibility and how to apply them

1.4 Legal and organisational requirements covering the security and confidentiality of information

1.5 Legislaton, regulations and codes of practice that apply in the sector to their area of
responsibility

1.6 Working culture and practices in the sector

1.7 Procedures for receiving and opening a case file

1.8 The structure, format and content of a case file

1.9 How to carry out research and identify sources of information

1100 The organi sationaes house style and requirement
documents

1.11 The importance of accuracy and attention to detail when dealing with information in a legal
context

1.12 Methods of liasing and communicating with relevant people

1.13 How to keep the case file up to date

1.14 The documents that are required for court bundles

1.15 How to check that documentation is complete at each stage of the process
1.16 Who to consult if further information is needed

1.17 The timescales and deadlines that apply to the case and the consequences of failing to meet
them

1.18 How to action and record hearing outcomes

1.19 The appeal documentation required and how to process it

1.20 How to record the outcome of an appeal

121 The or gani d9ardasifooctosmg and arahivireg case files

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

guestioning

product eg documents

reflective account

organisational documentation, policies and procedusé&

= =4 =4 —a -8 -—a -9

*I nternal / organisational documentation need not
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the orgaational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 431 Use occupational and safety guidelines when
using a workstation

SCQF Level: 4
SCQF Credit value: 2

What is the unit about?

This unit is aboutising a workstation safely. It includes following the concepts of ergonomic
practice and positioning theelevant parts of the body in line with relevant occupational health and
safety guidelines when typing at a workstation. It is for administrators who use workstations as part
of their role.

Specific skills
1 Communicating
1 Planning

1 Problemsolving

Links to other NOS
9 Document Production
T IT
1 Health, Safety and Security of People
1 Premises and Property
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Unit 431 Use occupational and safety guidelines when
using a workstation

Performance indicators

1.1 Follow the concepts bergonomic practice related to typing.
1.2 Follow relevant occupational health and safety guidelines.

1.3 Position relevant parts of the body in relation to the size, slope and type of keyboard being
used.

1.4 Position relevant parts of the body in relation to thezsi and shape of the workstation being
used.

1.5 Maintain and care for the workstation being used for typing operations.
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Unit 431 Use occupational and safety guidelines w hen

using a workstation

Knowledge and unders tanding

1.6

1.7
1.8

1.9

Concepts of ergonomic practice relating to typing in accordance with occupational health and
safety guidelines.

Organisational occupational health and safety guidelines.

How to position fingers, wrists, forearms and back in relation to the s&lepe and type of
keyboard.

How to position fingers, wrists, forearms and back in relation to the size, shape and type of
keyboard and workstation being used.

1.10 Workstation care and maintenance in relation to typing operations.
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Unit 450 Make and receive telephone calls

SCQF Level: 5
SCQF Credit value: 3

What is the unit about?

This unit is about making, receiving or transferring telephone calls in line with organisational
requirements.lIt includes communicating information to achieve the purposéacall, providing
callers with accurate and upo-date information and projecting a positive image of the organisation.
It is for administrators who make and receive telephone calls.

Specific skills
1 Communicating
9 Personal presentation
1 Questioning
1 Summaising

Links to other NOS
1 Communications
9 Customer Service
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Unit 450

Performance indicators

11
1.2
1.3
1.4
15
1.6

2.1
2.2
2.3
2.4

2.5
2.6

3.1
3.2

3.3

Make calls
Identify the purpose of the call.

Make and receive telephone calls

Obtain the name and numbers of the persao be contacted.

Make contact with the person.

Communicate information to achieve the purpose of the call.
Summarise the outcomes of the conversation before ending the call.

Report telephone system faults

Receive calls

to the appropriate colleague.

Answerthe telephone according to organisational procedures.
Project a positive image of self and the organisation.
Identify the caller, where they are calling from and what they need.

Provide accurate and upo-date information to callers while protecting cordentiality and

security.
Take and pass

on messages according

t o

cal

Deal with problems in handling calls, referring to the appropriate person where necessary.

Transfer calls

Transfer calls promptly, when appropriate.
Explain clearly, when aatl cannot be transferred, the reason why and agree appropriate

action with the caller.

When callers are placed on hold, check regularly to see if they wish to continue to hold, in line

with organisational procedures.
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Unit 450

Knowledge and understanding

11
1.2
1.3
1.4

15
1.6

Make and receive telephone calls

The different features of telephone systems and how to use them.
Organisation structures and communication channels within an organisation.
How to follow organisational procedres when making and receiving calls.
The types of information that could affect confidentiality and security and how to handle

these.
How to identify problems and who to refer them to.
How to report telephone system faults.

Make calls

The diffeent methods that can be used to obtain the names and numbers of people that

need to be contacted.

How to use telephone systems to make contact with people inside and outside the

organisation.

Receive calls
How to identify the caller and thie needs.

Transfer calls

The information to be given when transferring calls, taking or leaving messages.

How to identify the appropriate person to whom a call is transferred.

Assessment guidance

Evidence may be supplied by:

)l

= =4 —a —a A

observation

witness testimony
professional discussion
guestioning

product

reflective account

*I nternal / organisational
workplace with reference made to where it can be found and its relevance te thiteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understandingf how they are applied. This also applies to legal

requirements.
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Unit 451 Agree how to manage and improve own
performance in a business environment

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?

This unit is about accepting plans fomm work and its delivery; improving own performance; and,
behaving in a way that encourages effective workirigincludes taking responsibility for own work
and any mistakes made, seeking feedback from others and using it to improve own work and
adaptingpositively to changes. It is for administrators who agree how to manage and improve their
own performance.

Specific skills

1 Analysing
Communicating
Decisionmaking
Organising
Planning
Presenting information
Problemsolving

=A =4 =4 4 -8
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Unit 451 Agree how to manage and improve own

performance in a business environment

Performance indicators

11
1.2
13
1.4

15
1.6
1.7
1.8
1.9

2.1
2.2
2.3
2.4
2.5

3.1
3.2
3.3
3.4

258

Plan and be accountable for own work

Agree realistic targets and achievable timescales for own work.
Plan how to make best use of timand the other resources needed.
Confirm working methods with work colleagues.

Follow the correct procedures to deal with problems when they arise, using the support of
other people when necessary.

Keep other people informed of progress.

Meet deadlines or enegotiate timescales and plans in good time.

Take responsibility for own work and accept responsibility for any mistakes made.
Follow agreed guidelines, procedures and, where appropriate, codes of practice.
Set high standards for own work and show commigmt to achieving these standards.

Improve own performance

Encourage and accept feedback from other people.

Use feedback to agree ways to improve own work and put improvements into practice.
Agree where further learning and development could improve ownrf@mance.

Follow through a learning plan that meets own needs.

Review own progress and update own learning plan.

Behave in a way that supports effective working
Understand your own needs and rights.

Show a willingness to take on new challenges.

Adapt readily to change.

Treat other people with honesty, respect and consideration.
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Unit 451 Agree how to manage and improve own
performance in a busines s environment

Knowledge and understanding

1.  Plan and be accountable fo r own work

1.1 The purpose of planning own work and being accountable to others.

1.2 How to agree realistic targets for own work and why this is important.

1.3 How to plan own work to meet agreed deadlines.

1.4 The types of problems that may occur during work and how teek help if needed.

1.5 The purpose of keeping other people informed about progress.

1.6 The purpose and benefits of giving other people sufficient notice if revisions to plans are
needed.

1.7 The benefits of acknowledging and learning from mistakes.

1.8 Guidelines, procdures and codes of practice that are relevant to own area of work.

1.9 The benefits of setting high standards for own work and how to set these standards.

2. Improve own performance

2.1 How learning and development can help to improve own work, benefit the orgarimatnd
further own career.

2.2 The main career progression routes available.
2.3 Learning and development opportunities that are available.

3. Behave in a way that supports effective working
3.1 The purpose and benefits of being ready to take on new challenges arabatb change.

3.2 The types of behaviour that show you are honest, respectful and considerate and the types of
behaviour that show you are not.

3.3 How to help and support others and why this is important.

Assessment guidance

Evidence may be supplied by:

A observation

witness testimony

professional discussion

questioning

product eg personal learning and development plan
reflective account

organisational documentation, policies and procedures*

i D i P D P

*Internal/organisational documentation need not be heldinthechm d at eses portf ol i o b
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficieh The candidate will require to demonstrate their application and be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 452 Undertake work in a business environment

SCQF Level: 5
SCQF Cedit value: 2

What is the unit about?

This unit is about undertaking the requirements for delivering sustainability; respecting diversity;
and protecting security and confidentiality in line with organisatiorald legalrequirements It is for
administrators who undertakein a business environment.

Specific skills
1 Communicating
1 Interpersonal skills
1 Planning
1 Reading
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Unit 452 Undertake work in a business environment

Performance indicators

11
1.2
1.3
1.4

2.2

2.3

3.2

3.3

Support sustainability

Keep waste to a minimum.

Follow procedures for the recycling and disposal of hazardous materials.
Follow procedures for maintenance of equipment.

Make best use of available technology.

Support diversity

Interact with other people in a way that is senssié to their individual needs and respects their
background, abilities, values, customs and beliefs.

Learn from other people and use this to improve own way of working and interacting with
others.

Follow organisational procedures and legal requirementsr@ation to discrimination
legislation.

Maintain security and confidentiality

Maintain the security of property in a way that is consistent with organisational procedures
and legal requirements.

Maintain the security and confidentiality of information iime with organisational procedures
and legal requirements.

Report any concerns about security and confidentiality to an appropriate person.
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Unit 452 Undertake work in a business environment

Knowledge and understa nding

1.2
13
1.4

2.1
2.2

2.3

3.1
3.2
3.3

Support sustainability
The main causes of waste in a business administration environnard how to minimise this
waste.

Theorganisational procedures for recycling and disposalwhste materials.
How regular maintenance of equipment can help tomrise waste.
How to use technology to work more efficiently.

Support diversity
What is meant by diversity and why it should be valued.
How to be sensitive to peopleeaes individual

values, customs and beliefs.
The ways in which it is possible to learn from others.

Maintain security and confidentiality

The purpose and benefits of maintaining security and confidentiality.

The legal and organisational requirements in relation to security and confidentiality.
The pocedures to follow if there are any concerns about security and confidentiality.

Assessment guidance

Evidence may be supplied by:

1

= =4 4 —a -8 -

observation

witness testimony

professional discussion

guestioning

product

reflective account

organisational documentabn, policies and procedures*

*I nternal / organisational documentation need
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate cannpvide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applidsgal
requirements.
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Unit 453 Work with other people in a business
environment

SCQF Level: 5
SCQF Credit value: 3

What is the unit about?

This unit is about working collaboratively with others to achieve the organisational goals and
objectives.Itincludes supporting team members, sharing work goals and planning work objectives
together and presenting and promoting a positive image when working with people outside the
organisation. It is for administrators who work with other people as part of theile.

Specific skills

1 Communicating
Managing time
Negotiating
Planning
Problemsolving
Resolving disagreement
Working with others

=A =4 =4 4 -4 A
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Unit 453 Work with other people in a business
environment

Performance indicat ors

1.1 Work in a way that supports the teames objecti
1.2 Welcome opportunities to work with other people to achieve a positive outcome.

1.3 Share work goals and plan work objectives together.

1.4 Follow the policies, systems and procedures that are relevant to thke.

1.5 Put relevant organisational values into practice in all aspects of own work.

1.6 Work with outside organisations and individuals in a way that protects the image of the
organisation.

1.7 Seek guidance from others when unsure about objectives, policies, systeprocedures and
values.

1.8 Communicate with other people.

1.9 Work in a way that recognises the strengths of others within a team.
1.10 Provide support to members of a team.

1.11 Show respect for individuals.

1.12 Produce quality work on time.

1.13 Identify and refer problems ath disagreements to relevant colleagues.
1.14 Share feedback with others on the achievement of objectives.

264 SVQ in Business and Administration at SCQF Level 5 (2086



Unit 453 Work with other people in a business
environment

Knowledge and understanding

1.1 Own responsibilities at wrk.

1.2 How own role fits into the organisationaes str.
1.3 The policies, procedures, systems and values of the organisation that are relevant to own job
role.

14 How to apply the organisationgeges values and pol
1.5 Who to conslut if unsure about policies, objectives, systems and values.

1.6 The situations in which working with others can achieve positive outcomes.

1.7 The purpose of sharing work goals and plans when working with others.

1.8 Different methods of communication and when to useem.

1.9 When it is essential to communicate with others within the team.

1.10 The purpose of acknowledging the strengths of others and of balancing own abilities with
theirs.

1.11 The situations in which team members might need support.
1.12 The purpose of agreeing quaji measures.

1.13 The types of problems and disagreements that occur when working with others and how to
resolve them within the limits of own authority.

1.14 The purpose of giving and receiving constructive feedback.

1.15 How to make use of feedback to improve the woof others and the work of the team as a
whole.

Assessment guidance

Evidence may be supplied by:
9 observation
witness testimony
professional discussion
guestioning
product
reflective account
organisational documentation, policies and procedures*

= =4 & —a -8 A

*I' nternal / organisational documentation need not &
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisati policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 454 Use voicemail message systems

SCQF Level: 5
SCQF Creditvalue: 1

What is the unit about?

This unit is about using electronioicemailmessage systems to deliver and receive messagis.
applies to electronic message systems which are centralisedifeere all messages are left in one
central voicemail message box) or where each individual has their own voicemail message box. It is
for administrators who use electronic message systems.

Specific skills
1 Communicating
1 Checking
1 Organising

Links to oth er NOS
1 Communications
9 Customer Service
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Unit 454 Use voicemail message systems

Performance indicators

11
1.2
1.3
1.4
15

Keep the message system up to date.

Check the system for messages.

Respond to messages within agreed timescales

Delete messages when they have been dealt with.

Leave clear recorded messages on other
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Unit 454 Use voicemail message systems

Knowledge and understanding

1.1 The main types of electronic mesgea systems and their key features.
1.2 The different features of message systems and how to use them.
1.3 How to check a message system for messages.

1.4 The information to be given when taking or leaving messages.

1.5 When to delete or discard messages.

Assessment guid ance

Evidence may be supplied by:

observation

witness testimony

professional discussion

questioning

reflective account

organisational documentation, policies and procedures*

= =4 -4 a8 —a A

*I nternal / organisational doc ume npordotioibot heldinghed n o't
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The calidate will require to demonstrate their application and be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 455

SCQF Level: 5
SCQF Credit value: 3

What is the un it about?
This unit is aboutising a diary systemlt includesmaking, updating and cardinating
appointments making sure entries are accurately and clearly maldés for administrators who use
diary systems.

Specific skills
1 Communicating
9 Organising
1 Planning
1

Problemsolving

Links to other NOS

1
1

Events and Meetings
Communications

Use a diary system
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Unit 455 Use a diary system

Performance indicators

11
1.2
1.3
1.4
15
1.6
1.7
1.8

270

Obtain the information needed to make requested diary entries.
Make diary entres accurately and clearly.

Prioritise requested changes.

Identify the implications of any changes for existing entries.
Record agreed changes in the diary.

Communicate agreed changes to those affected.

Solve problems by negotiating alternative arrangements

Keep the diary up to date and store it securely.
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Unit 455 Use a diary system

Knowledge and understanding

1.1 The purpose of using diary systems to plan and-aalinate activities and resources.
1.2 The different typesof diary systems.

1.3 The types of information you must obtain.

1.4 The purpose of keeping the system up to date.

1.5 How to prioritise requests.

1.6 The purpose of trying to balance the needs of all those involved.

1.7 The purpose of communicating changes to those affected.

1.8 The different types of problems that may occur when new requests are made and solutions to
these problems.

1.9 The purpose of identifying security and confidentiality issues when operating a diary system.

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

questioning

product eg diary entries

reflective account

organisational documentation, policies and procedures*

= =4 -4 a8 —a -—a -9

*I nternal / organisational documentati oheldinéghed not
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate wiiquire to demonstrate their application and be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 456 Take minutes

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?

This unitis about producing accurate records of discussions and decisions taken during meetitigs.
includes preparing for the meeting, taking notes as required by the organisation or, where
appropriate, by law, checking and agreeing the minutes with relevant peopnd ensuring that
follow-up actions are clearly identified. It is for administrators who take minutes of meetings.

Specific skills
1 Communicating
1 Evaluating
1 Interpersonal skills
1 Organising
1 Planning

Links to other NOS
9 Document Production
T IT
1 Health,Safety and Security of Peopl@remises and Property
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Unit 456 Take minutes

Performance indicators

1.1 Prepare for the meeting as required.

1.2 Note any changes to the agenda, matters arising and action points from tis¢ haeeting.

1.3 Take notes at the meeting of all those aspects required by the organisation and, where
appropriate, by law.

1.4 Produce accurate minutes that record the meaning of discussions and the decisions taken.

1.5 Make sure the minutes are in the agreed style.

1.6 Make sure the process for signing off minutes and action points has been agreed.

1.7 Check the work and make necessary amendments.

1.8 Agree the minutes with relevant people and circulate within specified timescales.

1.9 Observe all requirements for confidentialityna sensitivity in line with organisational policy.

1.10 Make sure followup actions, and who is responsible for taking follewp actions, have been
clearly identified.

1.11 Store the minutes, following organisational procedures.
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Unit 456 Take minutes

Knowledge and understanding

1.1 The role of meetings.
1.2 Legal and organisational requirements that may apply to taking minutes.
1.3 The purpose and benefits of minutes as an accurate record of discussions and decisions.

1.4 Documents that ae commonly used in meetings: agendas, minutes, matters arising, action
sheets etc.

1.5 The role of the meeting chair and other formal responsibilities within a meeting.
1.6 How to work in partnership with the chair when taking minutes.

1.7 How to listen effectively.

1.8 How to take notes during discussions.

1.9 Different types of minutes.

1.10 Different writing styles that are used in taking minutes.

1.11 How to sort, select and structure information to produce minutes.

1.12 Correct tone and use of professional language in minutes.

Assessment guidance

Evidence may be supplied by:

A observation

witness testimony

professional discussion

guestioning

product eg agenda, notes, minutes

reflective account

organisational documentation, policies and procedures*

i B D D P D

*Internal/organisational documerdat i on need not be held in the
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to théng),
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 457 Provide reception services

SCQFLevel: 5
SCQF Credit value: 3

What is the unit about?

This unit is aboumaintaining a reception service to enhance the vision and brand of the
organisation. It includes providing individuals with information, following health, safety and security
procedures and making suggestions for improvements. It is for administrators who provide
reception services as part of their role.

Specific skills

1 Communicating
Decisionmaking
Interpersonal skills
Listening
Negotiating
Organising
Planning
Problemsolving
Questioning
Personal presentation

=A =4 =4 4 -4 4 4 -8

SVQ in Business and Administration at SCQF Level 5 (2036 275



Unit 457 Provide reception services

Performance indicators

11
1.2

13
1.4
15
1.6
1.7
1.8
1.9

276

Incoming Mail
Present a positive image of self and the organisation.

Provide individuals with requested informatioand other information which may be useful to
them, within guidelines on confidentiality.

Implement the correct entry and security procedures.

Follow the relevant health and safety procedures.

Refer any issues that cannot be dealt with personally to #ygpropriate person.
Maintain the reception area to give a positive impression of the organisation.
Suggest ideas for improving the reception area.

Follow organisational procedures in the event of an accident or emergency.

Carry out additional duties dunig quiet periods, if they arise.
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Unit 457 Provide reception services

Knowledge and understanding

11

1.2
13
1.4
15
1.6
1.7

1.8
1.9

The purpose and value of the receptionist function as the first point of contact between the
public/client and he organisation.

How to present a positive image of self and the organisation.

The organisationeaes structure and |l ines of
How to implement confidentiality guidelines.

How to implement entry and security procedures.

How to implement health ad safety procedures.

How to contribute ideas for improving the reception area in terms of accessibility,
functionality and environment, security and safety and facilities for visitors.

The organisational emergency procedures and your role within them.
Why additional duties are carried out during quiet periods, if they arise.

Assessment guidance

Evidence may be supplied by:

)l

= =4 =4 —a -8 -

observation

witness testimony

professional discussion

guestioning

product eg organisational information, health and safety hamats
reflective account

organisational documentation, policies and procedures*

*Il nternal/ organisational documentation need
workplace with reference made to where it can be found and its relevancéh criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able

to discuss them, showing understandg of how they are applied. This also applies to legal
requirements.
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Unit 458 Produce documents in a business
environment

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?

This unit is about producing highjuality, attractive documents toagreedspecifications. It includes
clarifying therequirements for the documentchecking work for accuracy and editing and
correcting text as necessary. It ir administrators who produce documents.

Specific skills

1 Checking
Designing
Listening
Managirg time
Negotiating
Organising
Questioning
Using technology

=4 =4 =4 -4 -4 -4 4

Links to other NOS
1 Document Production
T IT
1 Health Safety and Security of PeoplBremises and Property
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Unit 458 Produce documents in a business

environment

Performance indicators

11
1.2
13
1.4
15
1.6
1.7
1.8
1.9

Confirm the purpose, content, style and deadlines for the document.
Prepare the required resources.

Organise the required content.

Use available technology appropriate to the document being produced.
Produce the document irthe agreed style.

Integrate nontext objects in the agreed layout, where required.

Check for accuracy, editing and correcting text as necessary.

Clarify document requirements, when necessary.

Store the document safely and securely in approved locations.
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Unit 458 Produce documents in a business
environment

Knowledge and understanding

1.1 The different types of documents that may be produced and document styles that could be
used.

1.2 The different formats in which the t&¢ may be presented.

1.3 The purpose and benefits of agreeing the purpose, content, style, quality standards and
deadline for production of the document.

1.4 The different types of technology available for inputting, formatting and editing text and their
main feaures.

1.5 The types of resources needed to produce higfuality and attractive documents.
1.6 How to organise content needed for the document.
1.7 How to integrate and layout text and notext objects.

1.8 How to check for accuracy and correctnessincluding spelling, gammar and punctuatioré
and the purpose of doing this.

1.9 How to storethe document safely and securely
1.10 The purposeof confidentiality and data protection.

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discgsion

questioning

product eg examples of documents

reflective account

organisational documentation, policies and procedures*

= =4 -4 a8 -8 -8 A

*I nternal / organisational documentation need
workplace with reference mede to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their applicatm be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.

280 SVQ in Business and Administration at SCQF Level 5 (2086

not



Unit 459 Prepare text from notes

SCQF Level: 6
SCQF Credit value: 4

What is the unit about?

This unit is about presentingccurateand correct text in an agreed format from note#t includes
checking the content for accuracy, editing and correcting text as necessary and storing both the
text and the original notes safely and securely. It is for administrators who prepare text froteso

Specific skills

1 Checking
Keyboarding skills
Listening
Managing time
Questioning
Using technology

=A =4 =4 4 =4

Links to other NOS
9 Document Production
17 IT
1 Health,Safety and Security of Peopl@remises and Property
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Unit 459 Prepare text from notes

Performance indicators

11
1.2
1.3
1.4
15
1.6
1.7

282

Agree the purpose, format and deadlines for the transcription.

Input the text using keyboarding skills.

Format the text, making efficient use of available technology.

Check content for accuracy, editmand correcting text.

Clarify text requirements when necessary.

Store the text and the original notes safely and securely in approved locations.
Present the text in the required format within agreed deadlines.
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Unit 459 Prepare text from notes

Knowledge and understanding

1.1 The different types of documents that may be produced from notes and the formats they
should follow.

12 The difference between producing text from owr

notes.
1.3 The benefits of agreeing the purpose, format and deadline for the text.
1.4 The purpose of accuracy when preparing text.

1.5 How to check for accuracy and correctnessincluding spelling, grammar and punctuatioé
and the purpose of doing this.

1.6 How tostore text safely and securely
1.7 The purpose of confidentiality and data protection.

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

guestioning

product eg notes, documents

reflective account

organisationd documentation, policies and procedures*

= =4 =4 —a —a A -9

*Il nternal/ organisational documentation need
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the cadlidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. Thi®applies to legal
requirements.
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Unit 460 Prepare text from notes using touch typing
(40wpm)

SCQF Level: 5
SCQF Credit value: 3

What is the unit about?

This unit is about presenting accurate and correct text in an agreed format, from notes; touch
typing at a speed of 40 words per minu{gvpm). It includes checking the content for accuracy,
editing and correcting text as necessargnd storing both the text and the original notes safely and
securely. It is for administrators who prepare textoim notes and need to type at 4@ords per
minute.

Specific skills

1 Checking
Keyboarding skills
Listening
Managing time
Questioning
Using technology

= =4 & —a -

Links to other NOS
1 Document Production
T IT
1 Health, Safety ad Security of People, Premisesd Property
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Unit 460 Prepare text from notes using touch typing

(40wpm)

Performance indicators

11
1.2
13
1.4
15
1.6
1.7

Agree the purpose, format and deadlines for the transcription.

Input the text using touch typing to 40 words per minute.

Format the text making efficient use of technologgvailable

Check content for accuracy, editing and correcting text.

Clarify text requirements when necessary.

Store the text and the original notes safely and securely in approved locations.
Present the text in the regired format within agreed deadlines.
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Unit 460 Prepare text from notes using touch typing
(40wpm)

Knowledge and understanding

1.1 The different types of documents that may be produced from notes and the formatsythe
should follow.

12 The difference between producing text from owr
notes.

1.3 The benefits of agreeing the purpose, format and deadline for the text.
1.4 The purpose of accuracy when preparing text.

1.5 How to check for accuracy andorrectnessaincluding spelling, grammar and punctuati@n
and the purpose of doing this.

1.6 How tostore text safely and securely
1.7 The purpose of confidentiality and data protection.

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

questioning

product eg notes, documents

reflective account

organisational documentation, policies and procedures*

= =4 -4 48 —a -—a -9

*I nternal/ organisational document ation need not
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demorate their application and be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 461 Prepare text from shorthand (60wpm)

SCQF Level: 5
SCQF Credit value: 8

What is the unit about?

Thisunit is about taking shorthand notes and producing accurate and correct text in an agreed
format from these notes, at a minimum speed of 60 words per minuteincludes checking the
content for accuracy, editing and correcting text as necessary and #tgrboth the text and the
original shorthand notes safely and securely. It is for administrators who prepare text from
shorthand.

Specific skills

1 Checking
Listening
Managing time
Noting
Questioning
Using technology

=A =4 =4 4 =4

Links to other NOS
91 Document Producion
17 IT
1 Health,Safety and Security of Peopl@remises and Property
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Unit 461 Prepare text from shorthand (60wpm)

Performance indicators

11
1.2
1.3
1.4
15
1.6
1.7
1.8

288

Agree the purpose, format and deadlines for the text.

Take dictation usinghorthand at a minimum speed of 60 words per minute.

Clarify text requirements when necessary.

Input and format the text from shorthand notes.

Make efficient use of available technology.

Check content for accuracy, editing and correcting the text.

Storethe text and the original shorthand notes safely and securely in approved locations.
Present the text in the required format within agreed deadlines.
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Unit 461 Prepare text from shorthand (60wpm)

Knowledge and un derstanding

1.1 The different types of documents that may be produced from shorthand and the formats they
should follow.

1.2 The benefits of agreeing the purpose, format and deadline for the text.

1.3 How to check for accuracy and correctnessincluding spelling, gammar and punctuatioré
and the purpose of doing this.

1.4 The purpose of storing text safely and securely and how to do so.
1.5 How tostore the original shorthand notes safely and securely

1.6 The purpose of confidentiality and data protection.

1.7 The different fornats in which the text may be presented.

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

guestioning

product eg notes, documents

reflective account

organisational documentation, policies and predures*

= =4 -4 —a -8 -—a -9

*Il nternal/ organisational document ation need not
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of theganisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 462 Prepare text from recorded audio instruction
(40 wpm)

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?

This unit is about transcribing accurate and correct text in an agreed format from an audio
recording, at a minimum speed oftwords perminute (wpm). It includes checking the content for
accuracy, editing and correcting text as necessary and storing both the text and the original
recording safely and securely. It is for administrators who prepare text from recorded audio
instruction.

Specific skills
1 Checking
9 Listening
1 Managing time
1 Questioning
1 Using technology

Links to other NOS
9 Document Production
17 IT
1 Health, Safety and Security of Peoplremises and Property
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Unit 462 Prepare text from recorded audio instruction

(40 wpm)

Performance indicators

11
1.2
13
1.4
15
1.6
1.7

Agree the purpose, formatquality standardsand deadlines for the transcription.

Input the text from the audio recording to a minimum speed of 40 words per minute.

Format the text, making fficient use of available technology.

Check content for accuracy, editing and correcting the text.

Clarify text requirements when necessary.

Store the text and the original recording safely and securely in approved locations.
Present the text in the requed format within agreed deadlineand quality standards.
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Unit 462 Prepare text from recorded audio instruction
(40 wpm)

Knowledge and understanding

1.1 The different types of documents that may be produced fromdio recordings and the
formats they should follow.

1.2 The benefits of agreeing the purpose, format and deadline for the text.

1.3 How to check for accuracy and correctnessincluding spelling, grammar and punctuati@n
and the purpose for doing this.

1.4 How tostore text safely and securely
1.5 The purpose of confidentiality and data protection.
1.6 The different forms in which the text may be presented.

1.7 The different types of technology available for playing back recordings and their main
features.

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

questioning

product eg notes, documents

reflective account

organisational documentation, policies and procedures*

= =4 -4 48 —a -—a -9

*Internal/organisational documentation need notbehed i n t he candi dat e as
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own isnot sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 463 Collate and organise data

SCQF Level: 5
SCQF Cedit value: 3

What is the unit about?

This unit is about collating, organising and reporting data in agreed format and timesdalacludes
checking the accuracy of data, making appropriate adjustments and getting feedback on the data
where necessarylt is for administrators who collate and organise data as part of their role.

Specific skills

1 Communicating
Checking
Decisionnmaking
Organising
Planning
Presenting information
Using technology
Problemsolving

=A =4 =4 4 -4 -4 4
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Unit 463 Collate and organise data

Performance indicators

1.1 Collate and organise data in a way that will help analysis.

1.2 Check the accuracy of data and make adjustments, if required.

1.3 Present data that has been found from research in the agreed format and tinaésc
1.4 Get feedback on the data that has been found from research, if necessary.
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Unit 463 Collate and orga nise data

Knowledge and understanding

1.1 The different ways of organising data that has been found from resdmar

1.2 The different ways of presenting data for analysis.

1.3 The purpose of presenting data to the agreed format amdthin the agreedtimescale.
1.4 The purpose of getting feedback on data that has been found from research.

Assessment guidance

Evidence may begpplied by:
1 observation
witness testimony
professional discussion
questioning
product eg data, reports, research data
reflective account
organisational documentation, policies and procedures*

= =4 -4 a8 —a A

*Internal/organisational documentation need not be heldinh e candi dat eaes portf ol
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sfficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 464 Research information

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?

This unit is about researching informationt includesidentifyingand recording appropriatesources
of information, selecting relevant, valid and reliable data and recording and storing the data
securely. It is for administi@rs who research information as part of their role.

Specific skills

1 Analysing
Communicating
Decisionnmaking
Organising
Planning
Presenting information
Researching
Using technology
Problemsolving

=A =4 =4 4 -4 -4 -4 4

Links to other NOS
9 Document Production
T IT
1 Health, Safey and Security of Peopld?remises and Property
1 Manage Information
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Unit 464 Research information

Performance indicators

11
1.2
1.3
1.4
15
1.6
1.7
1.8
1.9

Agree aims, objectives and deadlines for the information search.
Identify sources of informaon required for research.

Search for and obtain information.

Check information is suitable for the purpose of the research.
Meet deadlines for completing research.

Identify and select relevant, valid and reliable data.

Record the data and store it seculg

Make a record of information sources used.

Get feedback on what has been researched, if necessary.
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Unit 464 Research information

Knowledge and understanding

1.1 The types of information to be obtained for analgs

1.2 How to identifyand agree appropriatesources of information.

1.3 The different techniques to search for relevant information.

1.4 What constitutes relevant, valid and reliable data

1.5 How to make a record of sources of information usadd its purpose.

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

questioning

product eg data, research notes, lists of sources of information
reflective account

organisational documentation, policies and procedures*

= =4 =4 48 -8 -2 -

*Il nternal/ organisational document ation need not
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisatal policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 465 Store and retrieve information using a filing
system

SCQF Level: 5
SCQF Credit value: 3

What is the unit about?

This unitis about storing and retrieving information using a filing system, in line with organisational
requirements. Filing systems méaye paperbased or electronic. It is for administrators who store
and retrieve information from filingystems as part of their role.

Specific skills

1 Communicating

1 Organising

1 Planning

1 Problemsolving

1 Using technology
Links to NOS

T 1T

1 Health, Safety an@ecurity ofPeople, Premises and Property
1 Manage Information and Data
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Unit 465 Store and retrieve information using a filing

system

Performance indicators

11
1.2
13
1.4
15

2.1
2.2
2.3
2.4
2.5

300

Store information

Identify and collect required informatio.

Follow agreed procedures and legislation to maintain security and confidentiality.
Store required information in approved locations to the agreed deadlines.
Update information, as required.

Follow agreed procedures for deleting information.

Retrieve i nformation

Confirm information for retrieval.

Comply with procedures and legislation for accessindiling system.
Locate and retrieve the required information.

Follow the correct procedures when there are problems witifing systems.
Provide informationin the agreed format and within agreed timescales.

SVQ in Business and Administration at SCQF Level 5 (2086



Unit 465 Store and retrieve information using a filing
system

Knowledge and understanding

1.1 The purpose of storing and retrieving required informati@nd the olganisational procedures
that must be followed

1.2 Types of filingsystems and their main features.

1.3 Legal and organisational requirements covering the security and confidentiality of
information.

1.4 Legislation and organisational requirements covering data protier.

1.5 The methods that can be used to collect required information.

1.6 The procedures to be followed to accedsing systems.

1.7 The procedures for identifying and deleting information and why they must be followed.
1.8 How to make sure information is accurate.

1.9 The problems that occur witHiling systems and who to report them to.

1.10 The purpose of providing information in the required format and within agreed timescales.

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professionaldiscussion

questioning

product

reflective account

organisational documentation, policies and procedures*

=4 =4 -4 48 —a -—a A

*I nternal / organisational documentation need not
workplace with reference made to where it cdme found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 466 Provide archive services

SCQF Level: 5
SCQF Credit value: 2

What is the unit about?

This unit is about archiving and retrieving informati@md in line with organisational requirements
and relevant legal requirementdt includesidentifying and agreeing on the information tbe
archived and the appropriateetention period, maintaining records of arched information and
dealing withor referring any problems that arise. Ardlie systems may be papdvased,electronic
or digital. It is for administrators that qovide archive services as padf their role.

Specific skills
1 Communicating
1 Organising
1 Planning
1 Problemsolving
1 Using technology

Links to other NOS
T IT
9 Health, Safety and Security of People, Premises and Property;
1 Manage Information and Data
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Unit 466 Provide archive services

Performance indicators

11
1.2
1.3
1.4
15

1.6
1.7
1.8

1.9

Identify and agree on the information to be ehived.

Identify and agree on the retention period for information being archived.

Archive information to the agreed brief and within agreed timescales.

Follow requirements of external archive systems, if outsourced from the organisation.

Archive informaton to comply with organisational policies and procedures and legislation
requirements.

Maintain and update a record of archived information.
Retrieve archived information on request.

Follow agreed procedures for deleting information from the archive s3r® to comply with
organisational policies and procedures and legislation requirements, if required.

Resolve or refer problems that occur with the archive systems.
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Unit 466 Provide archive services

Knowledge and u nderstanding

1.1 The purpose of archiving required information.

1.2 Legal and organisational requirements covering security and confidentiality of information to
be archived.

1.3 The procedures to be followed to access archive information systems.
1.4 The purpose of recading archived information.

1.5 When information should be archived arttie proceduresto follow.

1.6 Procedures for the retention of archived information.

1.7 Procedures for retrieving archived information.

1.8 Procedures for deleting archived information.

1.9 The problems lhat occur with archive systems and who to report them to.

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

questioning

product eg archive records

reflective account

organisational documentationpolicies and procedures*

= =4 -4 a8 —a -—a -9

*I nternal / organisational documentation need not
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can proviela copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies td lega
requirements.
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Unit 467

SCQF Level: 5
SCQF Credit value: 3

What is the unit about?

This unit is abouproducing work to ageed requirements and deadlinegsing a range of office
equipment (such a photocopiers, faxes, binderdaminators, printers or PCs) applying the
necessary standards of health anshfety and operating practice. It includes dealing with or

Use office equipment

reporting any problemsand leaving the equipment ready for the next usdt is for administrators
who produce work using office equipment.

Specific skills
1 Communicating
Organising
Planning

= =4 =4 =

Problemsolving
Using technology

Links to other NOS

T

Business Resources
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Unit 467 Use office equipment

Performance indicators

1.1 Locate and slect the equipment and resources needed for the task.

12 Foll ow manufacturereaes organisational operati ng¢
requirements for different equipment.

1.3 Waste as few resources as possible.

1.4 Keep the equipment clean and hygienic.

15 Dealw t h equi pment and resource problems accordi
procedures.

1.6 Report problemsthat cannotbe dealt with personally to the appropriate colleague.

1.7 Make sure the final work product meets the agreed requirements.

1.8 Produce the wak product within agreed timescales.

1.9 Make sure the equipment, resources and work area are ready for the next user.
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Unit 467 Use office equipment

Knowledge and understanding

1.1 The different types of office equipmd, their features and what they can be used for.

1.2 How to choose equipment and resources that are appropriate for the task.

13 The reasons for following manufacturersae and
equipment.

1.4 How to use different types of offie equipment safely.

1.5 The reasons for keeping waste to a minimum and how to do so.

1.6 The reasons for keeping equipment clean and hygienic.

1.7 The types of equipment and resource faults you are likely to experience and the correct way
of dealing with these.

1.8 Thepurpose of leaving equipment, resources and work area ready for the neser.

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

guestioning

product eg work products

reflective account

organisatbnal documentation, policies and procedures*

= =4 -4 —a -8 -—a -9

*Il nternal/ organisational document ation need not
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While thecandidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. Tdi=0 applies to legal
requirements.
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Unit 468 Maintain and issue stock items

SCQF Level: 5
SCQF Credit value: 3

What is the unit about?

This unit is aboumaintaining stocks ofind issuing stationery or otheproducts. It includes ordering
stock from internalor external suppliers, handlingnd storing stock safely and securely, keegin
accurate records of stock andisposing of unwanted or damaged items safelyline with
procedures. It is fomdministrators who maintain and issue products as pafttheir role.

Specific skills
1 Auditing
1 Checking
1 Communicating
1 Recording
1 Reporting

Links to other NOS
9 BusinessResources
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Unit 468 Maintain and issue stock items

Performance indicators

11
1.2
1.3
1.4
15
1.6
1.7
1.8

2.1
2.2
2.3

2.4

Maintain stock levels

Maintain stock items to required levels.

Handle and store stock safely and securely, maintaining its condition.
Follow relevant organisational procedures.

Carry out stocktakes, as instructed, and report problems.

Order stocks from suppliers.

Chaseup orders with suppliers.

Check incoming deliveries against orders and report any problems.

Keep upto-date, accurate and legible records of stocks delivered and held.

Issue stock items
Issue stock items as requested, following organisational procedures.
Keep p-to-date, accurate and legible records of stock items issued.

Dispose of unwanted or damaged stock items safely, following organisational procedures and
legal requirements.

Identify and recommend ways in which the system for receiving and issuing stoakd:be
improved.
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Unit 468 Maintain and issue stock items

Knowledge and understanding

1.1 The requirements for ordering, taking delivery, storing, stotkking, issuing and disposingf
stock items.

1.2 The types of problens that may occur with deliveries and stock items and how to deal with
these correctly.

1.3 Methods of keeping ugo-date, accurate and legible records of stock items.

1.4 The current level of demand for stock items and factors which may affect future levels of
demand.

1.5 How to handle and store stock items safely and securely.

1.6 The different suppliers to order from.

1.7 Any differences in the way stock items are ordered from internal and external suppliers.
1.8 Organisational procedures for issuing stock items.

1.9 The circumsances in which receipts may be required for stock items issued

1.10 How to recommend improvements to systems.

1.11 Correct procedures for safe disposal of unwanted or damaged stock items.

Assessment guidance

Evidence may be supplied by:

observation

witness tesimony

professional discussion

guestioning

product eg stock records, stock takes, supplier lists
reflective account

organisational documentation, policies and procedures*

= =4 -4 —a —a -—a -9

*I nternal/ organisational document atobotheldinghed not
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidateill require to demonstrate their application and be able

to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Unit 469 Support the organisation and co -ordination of
events

SCQF Level: 5
SCQF Creditvalue: 5

What is the unit about?

This unit is about supporting the organisation and-codination of an eventlt includesincluding
identifyingvenues, produdng event materials, supporting activities during the event and following
up on activities afer the event.It is for administrators who support the organisation of events.

Specific skills

1 Checking
Communicating
Decisionmaking
Interpersonal skills
Managing resources
Managing time
Planning
Monitoring
Negotiating
Organising
Problemsolving

=A =4 =4 =4 -4 -4 -4 -8 -8 —a

Links to other NOS
1 Events and Meetings
1 Communications
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Unit 469 Support the organisation and co -ordination of
events

Performance indicators

1. Before the event

1.1 Support the implementation of the plan for the event to meagreed objectives.
1.2 Contribute to identifying and agreeing resources and support needed for the event.
1.3 Identify and cost suitable venues.

1.4 Liaise with the venue to confirm event requirements.

1.5 Follow all legal and contractual requirements.

1.6 Follow the relevahhealth, safety and security requirements for the event.

1.7 Support production of event materials.

1.8 Prepare and send out invitations to delegates.

1.9 Coordinate delegate responses.

1.10 Provide delegates with joining instructions and event materials.

2.  Atthe event

2.1 Prepare the venue as required.

2.2 Support activities and resources during the event, in line with agreed plans.

2.3 Help delegates to feel welcome.

24 Respond to delegateseae needs throughout the
2.5 Follow the correct procedures when there are problems during theest.

3. After the event

3.1 Clear and vacate the venue, in accordance with terms of the contract.
3.2 Conduct followup activities, as required.
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Unit 469 Support the organisation and co -ordination of
events

Knowledge and understanding

1.1 How to contribute to organising and cordinating event plans to meet the objectives of the
brief.

1.2 Different types of events and their main features.

1.3 The types of information that delegates will need.

1.4 How to identify suitable venues for défent types of events.

1.5 The types of resources needed to prepare for different types of events.

1.6 The special requirements that delegates may have and how to meet these.

1.7 Health, safety and security requirements when organising events.

1.8 The types of activitiesnd resources that may need to be emrdinated during an event.
1.9 The types of problems that may occur during events and how to deal with these.
1.10 Points to observe when clearing and vacating an event.

1.11 The types of followup activities that may be required toarry out.

Assessment guidance

Evidence may be supplied by:
observation

witness testimony
professional discussion
guestioning

product eg event plan, venue lists, resources lists, event requirements, invitations, delegate
lists, joining instructions

reflective account
9 organisational documentation, policies and procedures*

= =4 —a —a A

=

*I nternal / organisational documentation need not
workplace with reference made to where it can be found and its relevance todhiteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understandingft(iow they are applied. This also applies to legal
requirements.
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Unit 470 Support the organisation of meetings

SCQF Level: 5
SCQF Credit value: 4

What is the unit about?

This unit is about supporting the planning and operational requirements of #uggeed brief for a
meeting. It includes the actions required before, during and after the meeting. Meetings may be
faceto-face or conducted remotely using appropriate technology. It is for administrators who
support the organisation of meetings.

Specific skills

1 Communicating
Checking
Evaluating
Interpersonal skills
Managing resources
Managing time
Negotiating
Problemsolving
Organising
Planning

=A =4 =4 4 -4 4 4 -8

Links to other NOS
1 Events and Meetings
1 Communications
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Unit 470 Support the organisation of meetings

Performance indicators

11
1.2

13
1.4
15
1.6
1.7

Before the meeting
Follow requirements of the meeting brief.

Follow agreed procedures to obtain an appropriate venue and catering requirements, if

required, for the meeting.

Prepare required papes for the meeting.

Invite attendees and confirm attendance.

Make sure attendeesae needs are met.
Collate and dispatch papers for the meeting within agreed timescales.

Check equipment and layout of room meets meeting brief.

During the meeting

Attend to anyrequirements during the meeting as directed by the meeting organiser.

After the meeting

Clear and vacate the meeting venue according to requirements.
Circulate the meeting record to agreed timescales.

Contribute to the evaluation of the meeting.

Maintaina record of external services, where used.
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Unit 470 Support the organisation of meetings

Knowledge and understanding

1.1 How to help plan meetings to meet agreed aims and objectives.

1.2 The different types of meetingand their main purposes.

1.3 The purpose and benefits of following the agreed brief for the meeting.
1.4 The role of the person helping to organise the meeting.

1.5 Organisational procedures for obtainingenuesand/or equipmentfor different types of
meetings.

1.6 The types of information that attendees will need.

1.7 Any special requirements that attendees may have and how to meet them.
1.8 How to help the meeting organiser during the meeting.

1.9 Organisational procedures for clearing and vacating a meeting room.

Assessment guidan ce

Evidence may be supplied by:
observation

witness testimony
professional discussion
questioning

product eg meeting brief, venue and catering requiremenizapers for the meeting
evaluation of the meetingrecord of external services

reflective acount
1 organisational documentation, policies and procedures*

= =4 4 —a A

E ]

*Il nternal/ organisational document ation need not
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they aapplied. This also applies to legal
requirements.

316 SVQ in Business and Administration at SCQF Level 5 (2086



Unit 471

SCQF Level: 5
SCQF Credit value: 3

What is the unit about?

This standard is about adapting to and coping with change. It inclsdentifying sypport
mechanisms for youself and others and consideringoping strategies when dealing with changaes

part of your role. It is foadministrators who need to respond to changes but who may not be

Respond to change in a business environment

accountable for planning or managing that change.

Specific skills
1 Analysing
1 Communicating
9 Listening
1 Negotiating
1 Problemsolving
1 Questioning
Links to other NOS
1  Work Responsibilities
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Unit 471 Respond to change in a business environment

Performance indicators

1.1 Assist thechange process within own area of work.

1.2 Contribute to plans for change.

1.3 Adapt realistically to change.

1.4 Identify support mechanisms for self and colleagues during the change process.
1.5 Support others during change.

1.6 Ask questions of the change process whemsure.

1.7 Contribute to the evaluation of the change.
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Unit 471 Respond to change in a business environment

Knowledge and understanding

1.1 The reasons for change and the pace of change in organisations.
1.2 The psychologtal impact of change on people in the workplace.
1.3 Own role in facilitating change at work.

1.4 How to adapt to change in own work role.

1.5 How to evaluate the likely impact of change in the workplace.

1.6 The value of seeing change as an opportunity to the busineksg, drganisation, the team and
self.

1.7 The types of support mechanisms that people need during change processes at work.
1.8 How to put change at work into perspective.

1.9 Strategies to cope with change or to learn how to control the way change affects own area of
work.

1.10 How to evaluate the effect of change on people, processes and outcomes.

Assessment guidance

Evidence may be supplied by:

observation

witness testimony

professional discussion

guestioning

product eg plans for change, evaluation of change
reflective account

organisational documentation, policies and procedures*

= =4 -4 —a —a A -9

*Il nternal/ organisational document ation need not
workplace with reference made to where it can be found and its relevance to the dater

**Note: While the candidate can provide a copy of the organisational policies (or refer to them), this
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of hotlhiey are applied. This also applies to legal
requirements.
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Unit 472 Support the management and development of
an information system

SCQF Level: 7
SCQF Credit value: 7

What is the unit about?

This unit is about gpporting the management and evaluain of an information system to meet
organisational and userse needs.

Specific skills

1 Analysing
Developing others
Evaluating
Managing resources
Monitoring
Organising
Problemsolving
Negotiating
Using technology
Planning
Researching

= =4 4 -8 -8 -8 -8 _—a -2 -1

Links to other NOS
1 Manage Information
T IT
1 Health, Safety and Security of People, Premises and Property
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Unit 472 Support the management and development

an informa tion system

Performance indicators

11
1.2
13
1.4

15
1.6
1.7
1.8
1.9

Contribute to the provision ofraining and ongoing support to users.
Monitor own use of an information system.
Follow legal and organisational requirements for handling information.

Make sure the information system i s
limits ofown authority.

Collect feedback on performance of information systems.

Contribute to the evaluation of feedback and prioritise development needs.
Contribute information to enable further system development.

Identify and report problems when they occur.

Rew®lve problems within the limits of own authority.
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Unit 472 Support the management and development of
an information system

Knowledge and understanding

1.1 The benefits of training users of the information systemadaaf providing ongoing support.
1.2 The benefits of monitoring the use of information systems using available methods.

1.3 The purpose of maintaining and updating the information system and the methods you can
use.

1.4 The types of problems that occur with informatiosystems
1.5 How to identify and analyse problems and develop a strategy to solve them.

1.6 Legislation and organisational requirements covering data protection and freedom of
information.

1.7 The different ways of evaluating information systems.

Assessment guidanc e

Evidence may be supplied by:

observation

witness testimony

professional discussion

questioning

product eg feedback, evaluation of feedback.

reflective account

organisational documentation, policies and procedures*

= =4 =& —a -8 - -9

*Internal/organisational documersat i on need not be held in the
workplace with reference made to where it can be found and its relevance to the criteria.

**Note: While the candidate can provide a copy of the organisational policies (or refer to thémyg),
on its own is not sufficient. The candidate will require to demonstrate their application and be able
to discuss them, showing understanding of how they are applied. This also applies to legal
requirements.
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Appendix 1 Core Skills Signposting for SVQs in Bu siness
Administration

Thisdocument presents the core skill sigiposting for the current Business& Administration
(B&A) SottishVocational Qualifications (SVQs)at the following level:

1 B&A SVQt SCQF Leval

Thefollowingtablessignpast the five SQACore Skils standards to the Businessand Administration
National Occupational Standards.

Key:

. No coverage

Same or partidly coverage

Ful coverage

C=Communication; N= RKeracy; PS=Problem Solving; WWO= Working with Others;
ICT=Information and Communication Technology
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Core Skills Signposti ng SVQ in Business and Administr ation Units Signposted to SCQF level 5

Unit Unit Title

113 | Udngemail 1

114 Besmke Sdtware 1

115 Data managenent software 1

116 Database software 1

117 Improvingprodudivity usingIT1

118 | IT Secuity for users1

119 Presentation software 1

120 Sdting up an ITsystem 1

121 Speadshee software 1

122 Usng collaborative techndogies1

123 Website software 1

124 | Word processngsoftware 1

126 | Spedalistsoftware 1

203 Planhow to sole business problems

205 Prepare to communicatein a businessenvironment

209 Handle mail

223 Support the organisation of businesstravel or acammodation

227 Administer HRrecords

228 Administer the recruitment and selection process

236a | Bespke software 2

237 Data managenent software 2

238 Database software 2

239 Improvingprodudivity using T2

240 IT Secuity for users2

241 Presentation software 2

242 Sdtingup an IT System 2

243 Speadshee software 2

244 Udng collaborative techndogies 2
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Unit Unit Title

245 Website software 2

246 Word processngsoftware 2

252 SpedalistSdtware 2

255 Calcudte critical datesfor sentences

256 Makeadministrative arrangements for the movement of individualsoutside the
custodial egablishment

257 | Administer documentation for the appealsprocess

258 Administer personal money for individualsin custody 4

259 Prepare documentation to help authoritiesdecidethe conditionson whichto 4
release individualsfrom custody

260 | Makeadministrative arrangements for the release of individualsfrom custody 4

261 Usngemail 2 4

275 Accaunt for incomeand expendture 352

276 Meet and welcome visitors . 3

277 Administer parking dispensations 5 5

279 Process court documentation 4

280 Camtribute to maintaining security and protectingindividualsCtightsin the 4
custodial environment

281 | Calculate pay 4 3

282 Catrol payroll 3.5 4

283 Draftfinancialstatements

284 Develop a presentation

285 Deliver a presentation

286 Desgnand producedocumentsin a business environment

287 Prepare text from notesusing touchtyping (60wpm)

288 Prepare text from shorthand (80wpm)

289 Prepare text from recorded audio instruction (60wpm)

290 Sipport the desgnand devdopment of an nformation system

291 Monitor information systems

292 | Analyse and report data

293 Planand organise meetings 4 5
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Unit Unit Title PS [WWO|ICT

294 Organise businesstravel or accanmodation 4 5 4

295 Camtribute to running a project 5 5

296 Deliver, monitor and evaluate customer serviceto internalandor extemal 4 4
customers

297 | Administer parking and traffic challenges, representationsand civil parking 6 6 4
appeals

298 | Administer statutory parking and traffic appeals 6 6 4

299 | Administer parkingand traffic debt recovery 6 6 4

300 | Verifyingtherelease process 5 5 4

319 Organise and co-ordinate events 5 5 4

329 Provide administrative support in schools 5 5 .

333 | Administer agriculturalrecords 4 4 4

351 | Verifyingcriticaldatesfor sentences

354 Makeagriaultural returns, applicationsand claims

355 | Administer legalfiles

356 Buildcase files

357 Managecase files

431 Use occupational and sdfety guidelineswhen using aworkstation

450 Makeand receive telephone calls

451 Agree how to manageand improve own performancein a businessenvironment

452 Undertake work in a business environment

453 Work with other people in a businessenvironment

454 Use voicemail message systems

455 Us adiary system

456 Take minutes

457 Provide reception services

458 Producedocumentsin a business environment

459 Prepare text from notes

460 Prepare text from notesusing touch typing (40 wpm)

461 Prepare text from shorthand (60wpm)

462 Prepare text from recorded audo instruction (40wpm)
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Unit Unit Title C N | PS |WWO|ICT
463 Collateand report data 3

464 Researchinformation 3

465 Storeand retrieve information using a filing system 3

466 Provide archive services 3

467 U= office equipment 3

468 Maintain and issue stockitems 3

469 Sypport the organisation and co-ordination of events 3 3 4 4 3
470 Support the organisation of meetings 3 3 3 3
471 Resgpond to changein a businessenvironment 3 4 3 .
472 Sipport the management and devdopment of an information system 3 4 4 3

' Numeracyis partial covered at SCQHevel 3 and 4 and fully covered at level 5
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Appendix 2 Sources of general information

The bllowing documentscontain essential information for centres delivering City & Guilds
qualifications. They should be referred to in conjunction with this handbook. To download the
documents and to find other useful documents, go to ti@entres and Training Providers
homepage onwww.cityandguilds.com

Centre Manual - Supporting Customer Excellence contains detailed information about the

processes which must be followed and requirements which must be met for a centre to achieve
dapproved centreae status, ,aswell & opdaesdnegoodaracpicar t i c ul
exemplars for City & Guilds assessment and policy issiecifically the document includes

sections on:

The centre and qualification approval process
Assessment, internal quality assurance and examination roles at the centre
Registration and certification of candidates
Noncompliance

Complaints and appeals

Equal opportunities

Data protection

Management systems

Maintaining records

Assessment

Internal quality assurance

External quality assurance

= =4 =4 8 -8 -8 8 -4 -8 _9a -2 -9

Our Quality Assurance Requ irements encompasses all of the relevant requirements of key
regulatory documents such as:

T SQA Accreditationaes Regulatory Principles, ver:
1 NVQ Code of Practice (2006)

9 and sets out the criteria that centres should adhere to pre andgp centre and qualification
approval.

Access to Assessment & Qualifications provides full details of the arrangements that may be
made to facilitate access to assessments and qualifications for candidates who are aifpbl
adjustments in assessment.

Thecentre homepage section of the City & Guilds website also contains useful information on
such things as:

1 Walled Garden: how to register and certificate candidates on line
1 Events: dates and information on the latest Centre events
I Online assessment : howto register for eassessments.
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http://www.cityandguilds.com/

Useful contacts

UK learners T:+44 (0)844 543 0033

General qualification E: learnersupport@cityandguilds.com
information

International learners T:+44 (0)844 543 0033

General qualification information F: +44 (0)20 7292413
E:intcg@cityandguilds.com

Centres T:+44 (0)844 543 0000
Exam entries, Certificates, F: +44 (0)20 7294 2413

Registrations/enrolment, Invoices, E:centresupport@cityandguilds.com
Missing or late exam materials,

Nominal roll reports, Results

Single subject qualifications T:+44 (0)844 543 0000

Exam entries, Results, Certification F: +44 (0)20 7294 2413

Missing or late exam materials, F: +44 (0)20 7294 2404 (BB forms)
Incorrect exam papers, Forms E:singlesubjects@cityandguilds.com

request (BB, results entry), Exam
date and time change

International awards T:+44 (0)844 543 0000

Results, Entries, Enrolments, F: +44 (0)20 7294 2413

Invoices, Missing or late exam E:intops@cityandguilds.com
materials, Nominal roll reports

Walled Garden T:+44 (0)844 543 0000

Reissue of pasword or username, F: +44 (0)20 7292413

Technical problems, Entries, E:walledgarden@cityandguilds.com

Results, eassessment, Navigation,
User/menu option, Problems

Employer T: +44 (0)121 503 8993
Employer solutions, Mapping, E:business@cityandguilds.com
Accreditation, Development Kils,

Consultancy

Publications T:+44 (0)844 543 0000

Logbooks, Centre documents, F: +44 (0)20 7292413
Forms, Free literature

Every effort has been made to ensure that the information contained in this
publication is true and correct at the time of going to press. However, City &
Guil dsae products and services are sub
improvement and the right is reserved to change products and services from

time to time. City & Guil ds cannot accept liability for loss or damage arising

from the use of information in this publication.

If you have a complaint, or any suggestions for improvement about any of
the services that we provide, email:
feedbackandcomplaints@cityandguilds.com



About City & Guilds

As the UKaes | eading vocatio
City & Guilds is leading the talent revolution by inspiring
people to unlock their potential and develop their skills.

We offer over 500 qualifications across 28 industries
through 8500 centres worldwide and award around two
million certificates every year. City & Guilds is recognised
and respected by employers across the world as a sign of
quality and exceptional training.

City & Guilds Group

The City & Guilds Group operates from three major hubs:
London (servicing Europe, the Caribbean and Americas),
Johannesburg (servicing Africa), and Singapore (servicing
Asia, Australia and New Zealand). The Group also includes
the Institute of Leadership & Management (management
and leadershi p qualifications), City & Guilds L icence to
Practice (land-based qualifications), the Centre for Skills
Development (CSD works to improve the policy and
practice of vocational education and training worldwide)
and Learning Assistant (an online e -portfolio) .

Copyright

The content of this document is, unless otherwise
indicated, © The City and Guilds of London Institute and
may not be copied, reproduced or distributed without
prior written consent. However, approved City & Guilds
centres and candidates stu dying for City & Guilds
qualifications may photocopy this document free of
charge and/or include a PDF version of it on centre
intranets on the following conditions:

1 centre staff may copy the material only for the
purpose of teaching candidates working tow ards a
City & Guilds qualification, or for internal
administration purposes

i candidates may copy the material only for their own
use when working towards a City & Guilds
qualification

The Standard Copying Conditions (see the City & Guilds
website) also appl .

Please note: National Occupational Standards are not ©
The City and Guilds of London Institute. Please check the
conditions upon which they may be copied with the
relevant Sector Skills Council.
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establis hed to promote education and training
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