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1. Assessment  

The assessment for this Business Improvement Occupational Specialism component of the 

Technical Qualification consists of an externally set practical assignment that includes an 
assignment brief and then a number of tasks for the candidate to complete. The tasks have been 
set to reflect the performance outcomes in the qualification specification. They are designed to 

allow judgement of the candidate to be made across different categories of performance.  

 

The assessment for this component has been allocated a set number of marks against each 
performance outcome, based on weightings recommended by stakeholders of the qualification. 

This mark allocation remains the same for all versions of the assessments, ensuring consistency 

across assessment versions and over time.  

 

This assessment will be externally marked by City & Guilds. The marking grids in Section 4 have 
been provided to indicate the different levels of performance that would achieve marks for the 

different tasks.  
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Performance outcomes   

The weightings for each performance outcome will remain the same for every version of the 

practical assignment. This ensures the appropriate depth and breadth of knowledge and skills for 

each specialism can be reliably assessed in every version and meets the needs of industry while 

keeping comparability between each assessment over time. 

Performance outcome Typical knowledge and skills Weighting 

Acquire and protect 
data to support the 

improvement process 

Demonstrates knowledge and practical skills to obtain and 
protect data using appropriate tools and techniques, 

reviews existing data and identifies additional suitable 
data for research and analysis and collation and 
integration of data sets for analysis.  

Uses gap analysis techniques and uses different 
approaches (such as PESTLE and SWOT analyses) to 
identify opportunities for improvements. 

Demonstrates the ability to review organisational data 
using quantitative and qualitative methods, and to 
undertake statistical techniques to support rationale for 
improvement.  

 
 

 
 
 

15% 
 
 

Analyse data to identify 

opportunities for 
improvement 

Uses analysed data to develop and inform data analysis 

plans to ensure all relevant research and data acquisition 
steps are carried out.  
Demonstrates the use of appropriate statistical techniques 
to analyse production/process performance.  

Interprets data analyses where required to identify 
opportunities for improvement. 

 

 
 
25% 
 

Engage stakeholders in 

discussions on 
business processes 
and improvement 

Demonstrates the ability to engage with stakeholders 

through the creation of stakeholder maps and 
communication plans, that include approaches and 
considerations for engagement.   

Carries out a cohesive comparison between relevant 
change management models to demonstrate how these 
can influence the outcomes for stakeholders and any 
proposed improvement/change options.  

 

 
 
20% 

 

Identify, propose and 

plan solutions for 
improvement 

Demonstrates the ability to develop comprehensive 

management reports on the need for change or 
improvement based on interpretations from analyses of 
available data.  
Ensures proposed solutions include plans for dealing with 

potential resistance.  

 

 
20% 
 

Monitor and report the 
implementation of 

business improvement 
activities 

Displays knowledge and practical skills to identify 
information from a brief to support the benchmarking for 

change/improvement proposals. Demonstrates skills in 
preparing comprehensive proposal plans to enable the 
introduction of improvements to processes. Creates a 

comprehensive guide on the management of resistance to 
change within the business.  
Demonstrates the ability to prepare detailed proposals for 
change/improvement including an assessment of 

associated risks and mitigation. 
 

 
 

 
20% 
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2.Task Guidance 

The following documents, available on the City & Guilds website, provide essential generic 

guidance for providers delivering T level Technical Qualifications (TQs) and must be referred to 
alongside this guidance:  

• T level Technical Qualifications – Teaching, Learning and Assessment Guide  

• Management & Administration Occupational Specialism Assessment process 
requirements 

 
 

Ensure you are familiar with the following documentation before you undertake the assessment of 
candidates:  

• Templates provided for tasks (where applicable) 

• Marking grids.   

 

During the learning programme, it is expected that tutors will have taken the opportunity to set 
shorter, formative tasks that allow candidates to be supported to independently use the learning 

they have so far covered, drawing this together in a similar way, so they are familiar with the 

format, conditions and expectations of the assessment.  

Candidates should be made aware during learning what the assessment themes are and how they 

are implemented in marking the assignment, so they will understand the level of performance that 

will achieve them high marks.  

Candidates should not be entered for the assessment until the end of the course of learning for the 

qualification, so they are in a position to complete the assessment successfully.   

 

Compliance with timings  
 

Due to the nature of this assessment, the maximum time allowances provided must be adhered to. 

They refer directly to assessment time, not to any additional setting up times the provider needs to 
create an appropriate assessment environment.  
 

It is the provider’s responsibility to plan sufficient assessment sessions as stated in each of the 

tasks, under the appropriate conditions, within the assessment window, to allow candidates 
reasonable time to complete the assessment tasks.   
 

Where candidates are required to plan their work, they should have their plans confirmed for 
appropriateness in relation to the time allocated for each task, to ensure their planning has not left 

them with too short a time to complete the tasks safely. Any planning that is not appropriate must 
be recorded on the CRF as part of the marking process.  
 

Candidates should be allowed sufficient time to fully demonstrate the range of their skills, however 

this also needs to be reasonable and practicable. Candidates should be allowed to overrun their 

own planned timings in order for evidence of a range of their skills to be captured. If, however, the 

time required exceeds the maximum time allowance for the task, the provider must stop the 

assessment and base the marking on the evidence up to that point.  

 

Time  

The following timings show the maximum time allocated for each task. These timings must not be 

exceeded.  

 

The set time allocated for the completion of the tasks and production of evidence for this 

assessment is 32 hours. Allocated timings for completion of specific tasks are outlined below: 

• Task 1 – 4 hours 
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• Task 2 – 4 hours 

• Task 3 – 6 hours 

• Task 4 – 4 hours 

• Task 5 – 10 hours 

• Task 6 – 4 hours. 

 

Candidates are allocated 30 minutes of formal reading time before they start Task 1.  

All allocated task timings include time for candidates to work on and produce the required 

evidence, as well as time for thinking, reflection, and application of prior knowledge from the 

specification content. 

To aid deliverability and manageability of assessment, assessment time for each task can be 

timetabled over consecutive days i.e., over more than one session.  

When working under supervised conditions for longer sessions, breaks can be facilitated outside of 
the controlled conditions, ensuring the room is locked and all candidates have vacated once the 

break begins. All materials must be kept securely during the break. 

 

Resources 

Candidates must have access to a suitable range of resources to carry out the tasks and, where 

appropriate, to have the opportunity to choose materials demonstrating the ability to select from a 

range of appropriate materials.  

The candidate should have a range of the following to select and carry out each task:  

• Word processing and presentation software. 

• Spreadsheet with graphical analysis capability. 

• Scientific calculator. 

 

General task requirements 

• Each task must only be released to candidates at the start of the scheduled assessment 

session for that individual task. 

• Each task will provide details of what evidence must be submitted on the completion of the 

task. Additional evidence which must also be submitted will be detailed within the task.   

• Candidates are not permitted to bring any existing notes or materials completed prior to the 

assessment into any of the assessment sessions.  

• Candidates must be reminded that their work submitted, including drawings, sketches and 
calculations must be legible and appropriately labelled with their name and the task 

reference. Evidence can be either word processed or handwritten. Any electronic evidence 

produced must have a clear file name and easily identifiable to the task and candidate.  

• Candidates are permitted to have copies of their final evidence from previous tasks in 
subsequent assessment sessions. The purpose of this evidence is solely to support 
candidates to refer to previous work. The purpose of only providing copies is to ensure that 

candidates are unable to rework any of their previous responses.  

• When working under supervised conditions for longer sessions, breaks can be facilitated 
outside of the controlled conditions. In these instances, the room must be locked and all 
candidates must have vacated once the break begins. All materials must be kept securely 

during the break. 

• If the task completion runs over more than one session, candidates must be reminded that 

no assessment information can be shared or discussed with other candidates. 

• Candidates must be made aware that plagiarism is not allowed. 

• Candidates must be made aware of City & Guilds position on the use of Artificial 

Intelligence (AI) – see Position Statement on AI | City & Guilds 

https://www.cityandguilds.com/delivering-our-qualifications/position-statement-on-ai
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• Where evidence is created using software which has the potential for cloud-based retrieval 
or sharing this feature should be disabled where possible (e.g. in software settings or 
through restriction of internet connection). Where not possible, candidates must be 

reminded that the evidence submitted for the tasks can only be generated within the 
scheduled assessment times and also of the implications of sharing or plagiarising from 
cloud-based content. 

• After the production of evidence, both the tutor and candidate must sign declarations of 
authenticity. 

• Where the candidate or tutor is unable to or does not confirm authenticity through signing a 
declaration form, the work will not be accepted and a mark of zero will be given. If any 

question of authenticity arises, the Provider may be contacted for justification of 

authentication. 

 

Scheduling assessment sessions  

It is the provider’s responsibility to arrange how time is managed to fit with timetables and meet the 

times allocated for each task during the assessment window. Assessment windows are specified in 

the key date schedule. 

Providers should aim to schedule tasks in the fewest amount of assessment sessions but ensure 

that the durations dictated for each task/ sub task are covered. However, to aid deliverability and 

manageability of assessment, sessions can be split where there is a requirement – for example 

where timetabling of an appropriate location for six hours is not possible, e.g. where provider’s 

access to computer resources is limited, or where candidates are not available for six consecutive 

hours (e.g. due to work placement commitments). Where this is necessary, sessions must be 

timetabled over consecutive days and in as few sessions as possible. All assessment evidence 

must be stored securely and access to assessment materials and their work only given to 

candidates during the formal assessment times. All candidates are required to complete a 

declaration of authenticity along with their evidence submission, and the arrangements must 

support the tutor in being confident in confirming authenticity. 

Where assessments need to be completed in a number of assessment sessions or over 

consecutive days all practical work areas and any evidence produced must be kept secure and 

must only be accessed by the tutor. Information and notices should be used to inform other users 

of the facility that no access will be granted when assessment sessions are in progress. Practical 

work areas, tools, equipment and systems for the assessment must not be reset until a candidate 

has completed the full assessment. 
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Task specific guidance 

Assessors must ensure that all candidate evidence submitted must be saved securely and 

accessible to the assessor to provide copies to candidates as may be instructed in specific task 

guidance. 

Assessors should familiarise themselves with the tasks as well as this guidance for providers. 

Where resources and facilities are not available within the provider, arrangements can be made to 

use offsite resources and facilities. 

The assessment will be carried out by the provider in line with the assessment conditions if carried 

out at the provider or an offsite facility. 

 

The tasks in this assessment are expected to be carried out in a classroom-based setting, under 

supervised conditions as per each assessment task. Where additional set-up is required from the 

tutor, this is detailed below: 

 

Task 5 – Business Improvement Proposal 

• The timing for this task is set at 10 hours.  

• To aid deliverability and manageability of this assessment, assessment time for each task 

can be timetabled over consecutive days i.e., over more than one session.  

• The presentation is a maximum of 15 minutes delivered by the candidate to their tutor. The 

tutor will take on the role of one of the CEOs.  

• The presentation must be video recorded for external marking. Video recordings of the 
presentation must be in an appropriate format with audible sound levels, well-lit etc. It 
should be clear from supporting video evidence which candidate it is attributed to, e.g. by 

the candidate stating their name during the introduction or the video file name including the 

name and candidate number.   

• Candidates’ presentations should be scheduled and timed to 15 minutes.  

• It should be clear to candidates how much time of their presentation time has been used 
up, for example through the use of a timer, or clarification at the start of the session that 
their session will end in 15 minutes time (e.g., indicating to candidates on a mutually visible 

clock and confirming the time the session will end).  

• It is acceptable for tutors to remind the candidate presenting when 5 minutes of the 

allocated time remains. 

• If the candidate’s presentation has reached the 15 minutes allocated time and they have 
not yet finished, it is acceptable to allow for a small amount of tolerance which should be (+ 
10%) only. Tutors should make the candidate aware as soon as the 15 minutes allocated 

time has finished, and that they are allowed an extra 10% to finalise their last points.  

• It is important that providers consider the impact of cohort size on the scheduling of the 
presentation task. Larger cohorts may need to be split into two groups in order to 

accommodate presentations taking place shortly after the preparation session.  

• To aid deliverability and manageability of assessment, presentation preparation/delivery 
sessions can be timetabled over consecutive days. This means that preparation of the 
presentation and delivery of the presentation may happen on different days. All candidates 
are required to complete a declaration of authenticity along with their evidence submission 

(be it physical i.e., report, or ephemeral i.e., presentation).  
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3. Marking guidance 

This occupational specialism is externally marked by City & Guilds. The marking grids provided 

here indicate how different levels of performance will be differentiated from across the different 

performance outcomes. 

The format of the marking grids will remain the same for all occurrences of the assessment, with 

the number of total marks per Performance Outcome and the marking band descriptors remaining 

static. The marking band descriptors have been written in a way that reflects a general standard of 

performance. The indicative content section has been written so that it is specific to the tasks 

within the version of the assessment and will thus change over every assessment version.  

 

Guidance on marking 

 

Please refer to the Management & Administration Occupational Specialism Assessment 

Process Requirements for further information on gathering evidence suitable for external 

marking, and on using the marking grid and forms. 

 

The Candidate Record Form (CRF) is used to record: 

• Details of any guidance or the level of prompting the candidate has received during the 

assessment period. 

• Any rough notes bringing together relevant evidence from across tasks where tutor 

observation or involvement is required during the assessment period. 
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4.Marking grids 

There is a marking grid for each performance outcome that must be assessed as part of this occupational specialism assessment.  

 

 

Performance outcome - Acquire and protect data to support the improvement process. 

Guidance for markers 

Evidence from Tasks 1 and 3 should be used to assess performance against this performance outcome 

 

Note: where 
there is 
insufficient 
evidence to 
award a mark, a 
zero mark may 
be given 

Band 1 descriptor Band 2 descriptor 

 

Band 3 descriptor 

 

Total marks 

per PO 

Marks per band 
1 – 3 4 – 6 7 - 9 9 

Indicative 
content 

 
As part of the information review and data analysis task students may:  

• Use the range of background resources to identify, extract and interrogate the information provided in response to the task brief.  

• Use a range of additional sources to capture additional data that builds on or supports the resources provided. 

• Use a range of research, analytical and statistical tools and techniques to synthesise data sources to obtain information in response to the 
brief.  

• Use a range of techniques to validate data in response to information acquired in relation to the task brief. Expected criter ia include 
consideration of: 

o the sufficiency of information sourced 

o the accuracy of information sourced 

o the relevance of information sourced in relation to the task brief 

o the overall validity of the information sourced in relation to the task brief.  

• Develop a data analysis plan. Expected criteria of the plan may include:  

o use of data sourced to identify next steps required 

o use of the outcomes of information reviews to consolidate plans 

o identifies relevant steps, times and actions for data acquisition, collation, analysis and interpretation identified. 



T Level Practical Assignment - Business Improvement: Assessor Pack Sample Level 3        11 

 
As part of the feasibility review task, students may: 

• Interrogate the background information to review current staff capacity. 

• Interrogate the background information to review current production levels . 

• Calculations for staff capacity: 

Current Staff Capacity 

5 x 7 = 35 productive hours per day. 

35 hours per day x 240 days = 8,400 productive hours per year. 

 

• Calculations for production levels: 

Current production capacity 

(48 weeks x 5 days per week = 240 working days) 

(240 days x 50,000 units = 12 million units per year.) 

 

Current Daily Average Production Level 

Sold 6,607,424 units in total for Year 4. 

(6,607,424 units/ 12 million) x100 = 55% of capacity. 

6,607,424 units / 50,000 = 132 days productivity  

6,607,434 / 240 = 27,530 units produced on average each day 

 

Cost of upgrading and automating: 

(£2,400+ £33,000+£13,000+ £18,500) = £66,900. 

 

Comparing costs of installing new line: 

Upgrade existing £66,900- cost of new £64,500= £2400 savings 

 

  Some basic evidence of the 
selection and use of a limited range 
of research, analytical and statistical 
tools and techniques to acquire 
data. The methods to acquire data 
show limited effectiveness in 
obtaining information in response to 
the task brief.  
 

 

A good level of evidence of the selection 
and use of a good range of research, 
analytical and statistical tools to acquire 
data. The methods to acquire data show a 
good level of effectiveness in obtaining 
information in response to the task brief, with 
some attempt made to synthesise 
information.  
 

 

An excellent level of evidence of the 
selection and use of an excellent 
range of research, analytical and 
statistical tools to acquire data. The 
methods used to acquire data shows 
an excellent level of effectiveness in 
obtaining information in response to 
the task brief. There is an excellent 
attempt to meaningfully synthesise the 
information acquired.  
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A limited attempt is made to 
interrogate resources to extract data 
to support the task brief. There is a 
basic attempt to identify required 
data.  
 

A good attempt is made to interrogate 
resources to extract data to support the task 
brief. A good attempt is made to identify 
required data, including any gaps or areas 
for further investigation.  
 

An excellent attempt is made to 
interrogate resources to extract data to 
support the task brief. An excellent 
attempt shows the identification of 
required data to respond to the task 
brief, effectively identifying any further 
information required and confirming 
how this will be obtained.  
 

Supporting documentation is 
developed with a limited level of 
detail. Information is presented in 
basic detail, with limited links that 
reflect how the information has been 
used to support a response to the 
brief. There is limited supporting 
evidence or justification provided.   
 

Supporting documentation is developed with 
a good level of detail. Information has been 
presented with some links to how the 
information has been used to respond to the 
brief, supported by a good level of evidence 
and supporting justifications. 
 

Supporting documentation is 
developed with an excellent level of 
detail. Information is presented with 
fully developed links that fully justify 
and rationalise how the information 
has been used to respond to the brief.  
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Performance outcome – Analyse data to identify opportunities for improvement. 

Guidance for markers 

Evidence from Task 1, Task 3 and Task 5 should be used to assess performance against this performance outcome.  

 

Note: where 
there is 
insufficient 
evidence to 
award a mark, a 
zero mark may 
be given 

Band 1 

descriptor 
 

Band 2 descriptor 

 

Band 3 descriptor 

 

Band 4 descriptor 

 

Band 5 descriptor 

 

Total 

marks 
per 
PO 

Marks per 
band 1 – 3 4 – 6 7 – 9 10 – 12 13 – 15 15 

Indicative 
content  

 
As part of the information review and data analysis task students may:  

• Review and analyse provided information and that from different sources, in order to develop ideas and draw conclusions. 
Expected criteria may include how to: 

o reflect on the opportunity of servicing the supermarket contract in light of existing capabilities  

o identify the different benefits and potential risks of servicing the supermarket contract.  

• Use the data analysis plan to review different information within the context of the brief and the opportunity. Expected criteria 

may include:  

o sequencing of information into a logical order to support the development of an improvement process  

o linking tasks and actions in order to develop the process further. 

 
As part of the feasibility review task, students may: 

• Use appropriate statistical techniques to analyse different opportunities for servicing the supermarket contract. E.g., use of 
productivity and performance data.  

• Use the results of statistical analysis to accurately compare and make conclusions about the data presented.  

• Develop a written response in order to summarise results of statistical analyses. 

• Use a range of processes and methods to prepare, analyse and present data.  

 
As part of the business improvement proposal task, students may: 

• Use the outcomes of analysis to inform proposals and plans. Expected criteria within the proposal may include: 

o an informed proposal that builds upon all research, review and analysis undertaken 
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o direct links displayed between options presented to fulfil the supermarket contract and the outcome of research and analysis  

o justified recommendations for options to fulfil the supermarket contract, with reasoning presented that reflects and evidence 
research and analysis undertaken. 

 

 There is a basic 
attempt to analyse 
and review data 
using a limited 
range of research, 
analytical and 
statistical tools.  
 
 
 
 
 
 

There is a moderate 
attempt to analyse and 
review data using a 
range of research, 
analytical and 
statistical tools. The 
attempt shows some 
effectiveness at 
responding to the task 
brief.  
 
 
 
 
 

There is a good attempt 
to analyse and review 
data using a range of 
research, analytical and 
statistical tools. The 
attempt shows a good 
level of effectiveness at 
responding to the task 
brief. 
 
 
 
 

There is a very good 
attempt to analyse and 
review data using a 
range of research, 
analytical and 
statistical tools. The 
attempt shows a very 
good level of 
effectiveness at 
responding to the task 
brief, with conclusions 
drawn between the 
information analysed 
and the brief. 
 

 

A comprehensive 
level of evidence is 
presented that shows 
how a wide range of 
selection and use of a 
wide range of 
research, analytical 
and statistical tools to 
effectively analyse and 
review data. The 
selection of tools and 
techniques is used to 
fully maximise the 
effectiveness of 
information analysed to 
support an excellent 
response to the brief, 
with succinct 
conclusions drawn 
between the 
information analysed 
and the brief.  
 

 

The level of review 
of data and 
information in 
relation to the brief 
is limited. 
Rationales provided 
within the analysis 
are limited, 
showing little 
justification for the 
ideas presented.  
 

A moderate level of 
review of data and 
information is provided 
with some 
considerations 
presented in response 
to the task brief. 
Rationales provided 
show a moderate 
level of justification for 
the ideas presented, 
but without evidence 
of how other ideas or 

A good level of review of 
data and information is 
provided with a good 
range of considerations 
presented in response to 
the task brief. Rationales 
provided show a good 
level of justification for 
the ideas presented, with 
some evidence 
presented on other ideas 
and approaches being 
considered.  
 

A very good level of 
review of data and 
information is provided 
with a very good 
range of considerations 
presented in response 
to the task brief. 
Rationales provided 
show a very good 
level of justification for 
the ideas presented, 
with evidence 
presented on how 
other ideas and 

An excellent review of 
data and information is 
provided with a 
comprehensive range 
of considerations 
presented that fully 
respond to the task 
brief. Rationales 
provide an excellent 
level of justifications in 
support for the ideas 
presented, with strong 
and compelling 
evidence of alternative 
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approaches have been 
considered.     
 

approaches have been 
considered and 
discounted.  
 

ideas and approaches 
having been 
considered and 
reasons for being 
discounted.  
 

There is limited 
evidence of the use 
of statistical 
analysis. The use of 
data is used with 
some basic 
conclusions drawn 
on how statistical 
analysis supports 
ideas presented, 
but with 
inaccuracies in 
interpretation or 
calculation evident. 

A moderate use of 
statistical analysis is 
used to support 
conclusions drawn. 
Evidence is provided 
that shows how 
statistical analysis 
undertaken has been 
used to inform 
conclusions drawn. 
Interpretations and 
calculations are 
mostly accurate.  
 

A good use of statistical 
analysis is used to 
provide evidence that 
support conclusions 
drawn. Conclusions, 
interpretations and 
calculations show 
accuracy and are 
effective in response to 
the brief.  
 

A very good use of 
statistical analysis is 
used to provide 
evidence that support 
conclusions drawn. 
Conclusions, 
interpretations and 
calculations show 
effectiveness in 
response to the brief, 
with justifications 
provided to support the 
approach.  
 

There is a 
comprehensive use of 
statistical analysis, with 
evidence presented of 
how statistical data has 
been used to support 
ideas and to develop 
conclusions, with an 
excellent justification 
provided for the 
process undertaken. 
Interpretations are 
drawn with accuracy, 
and calculations show 
precision.  
 



T Level Practical Assignment - Business Improvement: Assessor Pack Sample Level 3        16 

Supporting 
documentation is 
developed with a 
limited level of 
detail. Information is 
presented in basic 
detail, with limited 
links to show how 
analysed 
information has 
been used to 
support a response 
to the brief.   
 

Supporting 
documentation is 
developed with a 
moderate level of 
detail. Information is 
presented with some 
links to show how 
analysed information 
has been used to 
respond to the brief, 
supported by some 
brief justifications.   
 

Supporting 
documentation is 
developed with a good 
level of detail. 
Information is presented 
with links to show how 
analysed information has 
been used to respond to 
the brief, supported by a 
good level of 
justification.   
 
 

Supporting 
documentation is 
developed with a very 
good level of detail. 
Information has been 
presented with detailed 
links that show how 
analysed information 
has been used to 
respond to the brief, 
supported by a very 
good level of 
supporting justifications 
and attempt to 
rationalise.  

Supporting 
documentation is 
developed with a 
comprehensive level 
of detail. Information 
has been presented 
with fully justified and 
rationalised links that 
provide an excellent 
response to how the 
information has been 
used to respond to the 
brief.  
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Performance outcome – Engage stakeholders in discussions on business processes and improvement.  

Guidance for markers 

Evidence from Task 2, Task 4 and Task 5 should be used to assess performance against this performance outcome.  

Note: where there 
is insufficient 
evidence to 
award a mark, a 
zero mark may be 
given 

Band 1 descriptor  
 

Band 2 descriptor  
 

Band 3 descriptor Band 4 descriptor  
 

Total 
marks 

per PO 

Marks per band 
1 - 3 4 - 6 7 – 9 10 - 12 12 

Indicative 
content  

Typical knowledge, understanding and skills: 
 
As part of the stakeholder mapping, engagement and communication task, students may:  

• Develop a stakeholder map. Expected criteria includes: 

o identifies the range of stakeholders who may be considered as part of the change process, to include both internal and 
external stakeholders (e.g., customers, suppliers, internal staff) 

o determine the significance of different stakeholder relationships  

o identifies linkages between their level of influence and impact on the proposed change, and how these influences vary 
internally and externally.  

• Consider the potential impacts of different stakeholders if servicing the new supermarket contract. Expected criteria may 
consider: 

o an increase in demand for the products, so how this impacts all parts of the supply chain (suppliers of ingredients, delivery 
methods) 

o the demands and type of workload for the current team, and the requirement for different tasks/activities to be undertaken.  

• Develop a stakeholder communication plan, that:  

o identifies approaches to meet and manage the expectations of stakeholders based on an understanding of their needs 
and perspectives 

o identifies the communication tools and channels to inform stakeholders about change activity (e.g. team meetings, emails, 
telephone calls). 

• Develops a communication plan that is tailored for the purpose of communication and audience. Expected criteria includes: 

o Type of media, content of messages, timings.  
 
As part of the resistance management task, students may:  

• Consider how best to respond to the stakeholder resistance presented. Expected criteria includes: 
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o reflection of and consideration of the issue, taking into consideration the stakeholder belief that that their perspective is 
justified (e.g. Neil’s belief that the change will be bad for him) 

o how a meaningful response could be found that balances showing consideration of the resistance and the need to drive a 
solution 

o how a solution would be translated in a way that supports and influences the resistant stakeholder to reconsider their 
objection in a way that is more positive about the proposal.  

 
As part of the business improvement proposal task, students may: 

• Set out the pros and cons of each change management model in order to determine which is the best model to use for this 
business improvement project, considering how each support different stakeholders.  

• Develop presentation materials that consider the audience of the presentation being delivered in order to justify why the 

change management model selected is the best one to use in line with the context of the assignment brief. 

 

 A limited attempt is made to 
identify a range of 
stakeholders who will be 
required to support 
improvements with a limited 
level of consideration of how 
they will be engaged.  
 
 
 
 

A moderate attempt is 
made to identify a range 
of stakeholders, including 
those who will be required 
to support or who will be 
impacted by proposed 
change or improvements, 
with a moderate level of 
detail that shows how 
they will be engaged.  
 

A good attempt is made to 
identify a range of 
stakeholders who will be 
required to support or who 
will be impacted by 
proposed change or 
improvements. A good 
level of detail is provided on 
how different stakeholders 
will be engaged with. 
 

An excellent attempt is 
made to identify a range of 
stakeholders who be 
required to support or will be 
impacted by proposed 
change or improvements are 
identified, with a 
comprehensive level of 
detail provided on how they 
will be engaged with.  
 

 

A limited attempt is made to 
show how stakeholders will 
be best supported through 
change, with limited 
understanding displayed of 
how approaches can be 
adopted to support 
stakeholders.    
 

A moderate attempt is 
made to show how 
stakeholders will be best 
supported through 
change, with moderate 
understanding displayed 
of how different 
approaches can be 
adopted to support 
stakeholders, with some 
demonstration of selection 
of a valid approach for the 
scenario.    
 

A good attempt is made to 
show how stakeholders will 
be best supported through 
change, with good 
understanding displayed of 
how different approaches 
can be adopted to support 
stakeholders, with 
demonstration of selection 
of approaches that will 
effectively support the 
scenario.    
 

An excellent attempt is 
made to show how 
stakeholders will be best 
supported through change, 
with excellent understanding 
displayed of how different 
approaches can be adopted 
to support stakeholders, with 
demonstration of selection of 
approaches that will 
effectively support the 
scenario, supported by a 
strong justification.    
 



T Level Practical Assignment - Business Improvement: Assessor Pack Sample Level 3        19 

A limited range of 
communication methods are 
considered in response to 
stakeholder engagement. 
The methods selected do not 
always support the intention 
of the engagement.  
 

A moderate range of 
different communication 
methods are considered 
in response to 
stakeholder engagement. 
The methods selected 
attempt to provide an 
effective response to 
different stakeholder 
groups, but with some 
areas of engagement not 
fully considered or 
engaged with.  
 

A good range of 
communication methods 
are considered in response 
to stakeholder 
engagement.  The methods 
selected provide 
confidence that they will 
mostly support an effective 
level of engagement, with 
some evidence presented 
to support the approach.   
 

A comprehensive range of 
communication methods are 
considered and reviewed in 
response to stakeholder 
engagement. The methods 
selected provide an optimal 
way to engage with different 
stakeholder groups, with 
strong evidence presented 
that fully justifies the 
methods selected.   
 

Supporting documentation is 
developed with a limited 
level of detail. Information is 
presented with basic detail 
on how stakeholder 
engagement will be 
responded to, with limited 
consideration of the brief.     
 

Supporting documentation 
is developed with a 
moderate level of detail. 
Information is presented 
with a moderate level of 
detail of how stakeholders 
will be responded to, with 
clear linkages to the brief, 
and some justifications 
evident of approach.  
 

Supporting documentation 
is developed with a good 
level of detail. Information 
is presented with a good 
level of detail, showing how 
stakeholders will be 
responded to, with detailed 
linkages to the brief and 
justifications evident to 
support the approach.   

Supporting documentation is 
developed with a 
comprehensive level of 
detail. Information is 
presented with a 
comprehensive level of 
detail on how stakeholder 
engagement will be 
responded to, with excellent 
and fully developed linkages 
to the brief and justifications 
evident to rationalise 
approach.   
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Performance outcome – Identify, propose and plan solutions for improvement. 

Guidance for markers 

Evidence from Task 2, Task 4, Task 5, and Task 6 should be used to assess performance against this performance outcome.  

Note: where 
there is 
insufficient 
evidence to 
award a mark, a 
zero mark may 
be given 

Band 1 descriptor  
 

Band 2 descriptor  
 

Band 3 descriptor  
 

Band 4 descriptor Total 
marks per 

PO 

Marks per 
band 1 - 3 4 - 6 7 – 9 10 - 12 12 

Indicative 
content  

Typical knowledge, understanding and skills: 
 
As part of the stakeholder mapping, engagement and communication task, students may:  

• Develop plans for engaging with a range of different stakeholders, taking account of the proposed change to be 
implemented. Expected criteria may include:  

o methods/approaches for engaging with stakeholders 

o how plans are intended to address any impacts of proposed solution. 

 
As part of the resistance management task, students may: 

• Identify the reasons for resistance, drawing non-judgemental fact-based reasons why resistance has been 
demonstrated (e.g. fear of change, concern about supporting change with others). 

• Verify any validity to the resistance posed.  

• Rationalise the reasons for resistance versus the change to be implemented.  

• Develop solutions to overcome the objection (e.g. ways of providing reassurance that change is manageable, 
outlining how perceived benefits will support the business in the long run).  

 
As part of the business improvement proposal task, students may: 

• Synthesise information from across the different activities to build-up a justification for a proposal for change. 

• Make recommendations for change or improvements in the context of a defined brief. 

• Use a project delivery plan to develop and outline proposals for how planned change will be introduced. Expected 
criteria may include: 

o the tasks to be undertaken 

o the sequencing of tasks 
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o considerations for the implementation of different tasks. 

• Use a range of data analysis tools and approaches to prepare and justify proposals. 

 
As part of the risk register task, students may:  

• Identify risks associated with the business improvement proposal e.g. risk of staff not buying-into the proposed 

change, unexpected time delays that mean the solution is not delivered on time.  

• Present options for how proposals and plans may be supported through solutions to and mitigation of identified risks, 
e.g. developing plans to include staff in the process from start-to-finish, supporting them to have a say in how the 
process will be undertaken.  

 

 A limited attempt is made to 
present a proposed change 
that provides a basic 
response to the task brief. 
The proposal provides basic 
detail on how the plan would 
be embedded in the 
organisation, with limited 
justification provided for 
ideas presented.  
 
 

A moderate attempt is made 
to provide a proposed 
change that responds with 
some effectiveness to the 
task brief. The proposal 
provides a moderate level of 
detail of how the plan would 
be embedded in the 
organisation, with clear 
justifications provided for 
ideas presented, 
appropriately backed-up with 
some supportive evidence. 
 

A good attempt is made to 
provide a proposed change 
that responds with 
effectiveness to the task 
brief. The proposal 
provides a good level of 
detail of how the plan 
would be embedded in the 
organisation, with strong 
justification provided for 
ideas presented, backed-
up with supportive 
evidence.  
 
 

A comprehensive proposal for 
change is presented that 
responds highly effectively to 
the task brief. The proposal 
provides a comprehensive 
level of detail that outlines the 
ways that the plan would be 
successfully embedded in the 
organisation, with excellent 
justifications provided for ideas 
presented, validly supported by 
a range of compelling 
evidence.  
 

 

The proposal presented 
makes limited use of data 
and information, with some 
basic synthesis of different 
information articulated 
through the ideas presented.  
 

The proposal presented 
makes moderate use of a 
range of data and 
information, with a limited 
level of synthesis of 
information articulated 
through the ideas presented.  
 

The proposal presented 
makes good use of a wide 
range of data and 
information, with a good 
level of synthesis of 
information articulated 
through the ideas 
presented. 
 

The proposal presented makes 
comprehensive use of 
available data and information, 
with an excellent level of 
synthesis of information 
articulated through the ideas 
presented.  
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There is limited 
consideration of risk as part 
of considering solutions and 
improvements, with basic 
proposals presented on ways 
to respond to identified risks, 
with limited detail. There is a 
limited attempt to identify 
any resolutions or 
mitigations.  
 

There is moderate 
consideration of risk as part 
of considering solutions and 
improvements, with 
proposals presented in 
moderate detail on ways to 
respond to identified risk. 
There is an attempt to 
identify resolutions or 
mitigations with minimal 
effectiveness.   
 

There is good 
consideration of risk as part 
of considering solutions 
and improvements, with 
clear proposals presented 
on ways to respond to 
identified risk. There is an 
attempt to identify 
resolutions or mitigations 
provided which evidences a 
good level of effectiveness.  
 

There is an excellent 
consideration of risk as part of 
considering solutions and 
improvements, with a concise 
and succinct proposal 
presented on ways to respond 
to individual risks. Resolutions 
and mitigations are clearly 
evidenced that show a high 
degree of effectiveness.  
 

A limited attempt is made to 
support and engage with 
stakeholders and any 
opposing views that they 
have as part of the 
improvement process. A 
limited attempt is made to 
present a solution to any 
opposing views.  
 

A moderate attempt is made 
to support and engage with 
stakeholders during the 
improvement process. Any 
opposing views to the 
suggested change are 
responded to with some 
consideration of the 
stakeholder point of view.  
 

A good attempt is made to 
support and engage with 
stakeholders during the 
improvement process. Any 
opposing views to the 
suggested change are 
responded to with the 
stakeholder point of view 
clearly considered, and a 
good attempt to account 
for, present and respond to 
their concerns undertaken. 
 

An excellent attempt is made 
to support and engage with 
stakeholders during the 
improvement process. Any 
opposing views to the 
suggested change are 
responded to with the 
stakeholder point of view 
clearly considered, and an 
excellent attempt to account 
for, present and respond to 
their concerns undertaken that 
results in an effective 
resolution. 
 

Supporting documentation is 
developed with a limited 
level of detail. Information is 
presented with basic detail 
on how solutions for 
improvement will be 
responded to, with limited 
consideration of the brief.     
 

Supporting documentation is 
developed with a moderate 
level of detail. Information is 
presented with a moderate 
level of detail on how 
solutions for improvement 
will be responded to, with 
clear linkages to the brief, 
and some justifications 
evident of approach.  
 

Supporting documentation 
is developed with a good 
level of detail. Information 
is presented with a good 
level of detail on how 
solutions for improvement 
will be responded to with 
detailed linkages to the 
brief and justifications 
evident to support the 
approach.   
 

Supporting documentation is 
developed with a 
comprehensive level of detail. 
Information is presented with a 
comprehensive level of detail 
on how solutions for 
improvement will be responded 
to, with excellent and fully 
developed linkages to the brief 
and justifications evident to 
rationalise approach.   
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Performance outcome – Monitor and report the implementation of business improvement practices. 

Guidance for markers 

Evidence from Task 5 and Task 6 should be used to assess performance against this performance outcome.  

Note: where 
there is 
insufficient 
evidence to 
award a mark, a 
zero mark may 
be given 

Band 1 descriptor  
 

Band 2 descriptor  
 

Band 3 descriptor  
 

Band 4 descriptor  
 

Total 
marks 

per PO 

Marks per band 
1 - 3 4 - 6 7 – 9 10 - 12 12 

Indicative 
content  

Typical knowledge, understanding and skills: 
 
As part of the business improvement proposal task, students may: 

• Identify processes for implementing, managing and monitoring change. 

• Use a project delivery plan to outline how change will be specifically monitored. Expected criteria may include: 

o introduction of KPIs 

o methods and measures to monitor KPIs  

o review meetings and approaches, including any governance structure requirements. 

• Determine the methods and measures that would be used to monitor change, for example key performance indicators.  

 
As part of the risk register task, students may: 

• Use risk assessment processes and tools to support the identification of risks, with consideration of the business and intentions of 

the proposed change. 

• Develops a risk register in relation to risks presented by the improvement proposed. Expected criteria of the risk register may 
include: 

o the range of risks identified and quantified 

o categorisation of risks, considering the level of potential impact to implementing the proposal  

o consideration of suitable solutions to support management of risk as part of the change process  

o mitigations of identified risk that are suitable, relevant, and appropriate in relation to the risk, and for the purposes of the 
change.  
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 There is a limited attempt at 
defining how change to 
business improvement 
practices will be monitored 
and measured following 
implementation. The 
considerations show limited 
linkages to the improvements 
proposed.  
 

There is a moderate attempt 
at defining how change to 
business improvement 
practices will be monitored 
and measured following 
implementation. The 
considerations show 
moderate linkages to 
improvements proposed and 
with some justification 
provided for what has been 
proposed.  
 

There is a good attempt 
presented of how change to 
business improvement 
practices will be monitored 
and measured following 
implementation. The 
considerations show good 
linkages to improvements 
proposed, supported by 
justifications for what has 
been proposed.  
 

There is a comprehensive 
proposal presented on how 
change to business 
improvement practices will be 
monitored and measured 
following implementation. The 
considerations show excellent 
alignment with improvements 
proposed, fully supported by 
compelling evidence and 
justification of the 
effectiveness of what has been 
proposed.   
 

 

There is a limited to outline 
any risks that may arise as 
part of the implementation of 
business improvement 
practices. Risks identified 
may focus on a single area 
of challenge, rather than 
reviewing the impact of 
improvements proposed from 
the perspective of the wider 
context of the brief.  
 

There is a moderate attempt 
to outline a range of risks that 
may arise as part of the 
implementation of business 
improvement practices. 
There is a moderate attempt 
to consider and relate risks to 
the context of the brief, with 
some indication provided on 
the extent of the risk.  
A moderate attempt to 
identify mitigations to risk is 
presented. 
 

There is a good attempt to 
detail a range of the risks 
that may arise as part of 
the implementation of 
business improvement 
practices. There is a good 
attempt to consider and 
relate risks to the context of 
the brief, with a good 
attempt made to indicate 
the extent of each risk.  
A good attempt is made to 
identify mitigations to risks, 
with some justification 
evident for their 
effectiveness.  
 

There is a comprehensive 
review of risks that may arise 
as part of the implementation 
of business improvement 
practices. There is an 
excellent attempt to fully 
consider and relate risks to the 
context of the brief, with an 
excellent indication of the 
level of threat assigned to 
each of the risks identified. An 
excellent attempt is made to 
identify mitigations to risk, with 
strong justifications and 
evidence presented for how 
they will prove effective.  
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Supporting documentation is 
developed with a limited 
level of detail. There is 
limited detail provided on 
how the implementation of 
business improvement 
practices will be embedded 
to successfully support 
change within the 
organisation. There is 
limited evidence of any 
justification for approach.    
 

Supporting documentation is 
developed with a moderate 
level of detail. There is a 
moderate level of detail 
provided on how the 
implementation of business 
improvement practices will be 
embedded to successfully 
support change within the 
organisation, with some 
detail evident to demonstrate 
why the approach will be 
successful. There is some 
attempt to provide 
justification for the approach, 
but without clear rationale.   
 

Supporting documentation 
is developed with a good 
level of detail. There is a 
good level of detail 
provided on how the 
implementation of business 
improvement practices will 
be embedded to 
successfully support within 
the organisation, with a 
good attempt made to 
demonstrate why the 
approach will be 
successful. A good level of 
justification presented that 
mostly rationalises the 
approach.   

Supporting documentation is 
developed with a 
comprehensive level of detail. 
There is a comprehensive 
level of detail provided on how 
the implementation of business 
improvement practices will be 
embedded to successfully 
support change within the 
organisation. An excellent 
level of evidence presented to 
demonstrate why the approach 
will be successful, with fully 
justified rationales presented.   
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5.Links to maths, English and digital skills  

 

The table below indicates where each of the general maths, English and digital competencies have 

been integrated into the assignment tasks.  

Task Skills 
Information Review and Data Analysis MC5, MC8, MC10 

EC1, EC2, EC3, EC4, EC5 
DC1, DC2, DC3, DC4 

Stakeholder mapping, engagement and 
communication 

EC1, EC2, EC3, EC4, EC5 
DC1, DC2, DC3, DC5 

Feasibility Review MC2, MC4, MC6, MC8, MC9, MC10 

EC1, EC2, EC3, EC4, EC5 
DC1, DC3, DC4 

Resistance Management EC2, EC3, EC4, EC5, EC6 
DC1, DC2, DC3 

Business improvement Proposal EC1, EC2, EC3, EC4, EC5, EC6 
DC1, DC2, DC3 

Risk Register MC6, MC10 

EC1, EC2, EC3, EC4, EC5 
DC1, DC2, DC3 
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