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Spatial Data Management N/SVQ level 4

Introduction to the qualification

The achievement of this N/SVQ level 4 qualification realises a very worthwhile award for surveyors working in a wide range of job roles and activities.  These include for persons conducting Geographical Information Systems and for those undertaking surveys in the sectors of measured building, engineering, topographical, boundary, hydrographical, geodetic, photogrammetric, underground utilities, tunnelling, mining and environmental activities.  The award has been developed by practising surveyors, supported by the relevant professional institutions, employers’ bodies and ConstructionSkills (CIC, CITB-CS and CITB NI).  The qualification has been designed to be used across the UK.

This award is a revision of the original Level 4 N/SVQ in Survey Data Supervision.  The N/SVQ is designed on a “core and options” basis to serve all Level 4 surveyors, reflecting the current industry focus on changes brought about by ‘Constructing the Team’, ‘Rethinking Construction’ and subsequent initiatives.  This award is relevant to all those practitioners in the sector who are working in a technical, practitioner, supervisory or management capacity and is designed to apply across all four UK countries.

The achievement of the award requires the candidate to compile evidence of competence includes a demonstration of appropriate levels of knowledge and understanding and in this context relevant academic qualification could contribute.
FIGURE 4:
SPATIAL DATA MANAGEMENT N/SVQ LEVEL 4


SCHEDULE OF CORE AND OPTIONAL UNITS

The Level 4 N/SVQ award requires the successful achievement of seven Units.  These include all five Core Units, plus any two Optional Units (which must include no. 006 or no 007). The schedule below seeks to show the breadth covered by the core and optional units.

	Core units

	C01
Agree project requirements and plan surveys 
C02
Plan methods, resources and systems to meet project requirements 
C03
Identify hazards and control risks  
C04
Chair and participate in meetings 
C05
Develop, maintain and enhance effective working practice 



	Optional units

	O06
Collect, analyse and present measured survey information  
O07
Identify, assess and present spatial data  
O08
Establish and manage the effective use of resources 
O09
Develop teams and individuals to enhance performance 



The balance between the Core and Optional Units is intended to help candidates to achieve awards that include:

· the necessary core competences for a practitioner at N/SVQ level 4

· a reflection of the particular job functions

· a balance between technical and personal competences

· recognition of the importance of quality, management, health, safety, welfare and communication issues.

All candidates must produce evidence from the workplace to meet the requirements of these Spatial Data Management Standards.  In those rare and extreme circumstances where the presence of an assessor would cause significant risks, for example in relation to health and safety or national security  or assessment of those working in the forces, assessment may involve simulation with the candidate conducting the surveying activity in a context other than their usual work or tasks.  Some candidates may need to widen their current job roles to provide sufficient evidence.  N/SVQs should be diagnostic, developmental, demanding and qualifying.  The benefits of such challenges are that this award will develop surveyors, and enhance their performance in the workplace and the performance of their business.  

Explanatory note for Ranges

‘Survey’ Ranges are referenced by an alphabetical index (in brackets) to allow the identification on the part of the candidate of their selection of the types of evidence provided in their submission.  Where Survey Range appears candidates are asked to demonstrate competence in two of the types indexed and to demonstrate a general knowledge in a further four.  Candidates should provide evidence relating to the same survey types for all Standards in the qualification.     

Candidates may choose to label other Range items alphabetically to allow ease of reference when recording evidence.

Explanatory note for Knowledge Evidence

In our industry's own Occupational Standards, knowledge evidence is directly related to the performance requirements of each Element and set out in the following way:

· The topics/subjects that candidates need to know about are defined by the Range items
· Each topic/subject needs to be understood from different points of view and to different depths – these different needs are defined by the verbs in the Performance Criteria, which indicate how the knowledge needs to be used in practice.

· The depth to which each topic/subject might need to be understood, is set out at 5 possible levels. These are :

· Understanding - “Know what and why” – the lowest level which requires only basic comprehension of a topic/subject.

· Application - “Know how to” – the next level, which requires the ability to apply an understanding of the topic/subject  i.e. knowing how to do something
· Analysis - “Know how and why to examine information in order to understand, explain or predict” – the next level, which requires the ability to examine the topic/subject matter for a purpose

· Synthesis - “Know how and why to bring together in order that something can be decided or acted upon” – the next level, which requires the ability to draw together and relate different aspects of knowledge. This level is often needed on more substantial topics/subjects, normally so that a plan to do, or organise or recommend something can be made.

· Evaluation - “Know how and why to weigh up ideas and make a judgement” – the highest level of understanding which requires the ability to consider the values, qualities and significance of subject matter from an authoritative point of view, so that decisions and judgements about something can be made.

The units and elements for Spatial Data Management Level 4
Unit C01
Agree project requirements and plan surveys (Based on CIC B11.1/B21.2)
C01.1
Identify, assess and agree project requirements and client preferences 
C01.2
Plan spatial processes and operations 
Unit C02
Plan methods, resources and systems to meet project requirements  (Based on CIC D21.2/D21.3/D21.4/F33.1/F44.3)
C02.1
Plan activities and resources to meet work requirements 
C02.2
Select and form a project team 
C02.3
Agree and maintain project organisation and communication systems 
C02.4
Draft documents to meet specified requirements 
O02.5
Commission and set up technical information systems 
Unit C03
Identify hazards and control risks  (Based on CIC D27.1/D28.1)
C03.1
Identify hazards and risks and implement risk reduction methods 
C03.2
Establish and use systems for managing health, safety and welfare. 
Unit C04
Chair and participate in meetings (Based on CIC F32.4/F32.5)[Imported D3.1/D3.2]
C04.1
Chair meetings 
C04.2
Participate in meetings 
Unit C05
Develop, maintain and enhance effective working practice (Based on CIC F43.3/F45.1/F46.3)
C05.1
Develop and maintain relationships with people who are affected by your work 
C05.2
Exchange information and provide advice on technical issues
C05.3
Undertake continuous personal development 
Unit O06
Collect, analyse and present measured survey information  (Based on CIC B22.1/B22.2/B22.3)
O06.1
Prepare for survey operations 
O06.2
Observe and record surveys
O06.3
Analyse and present survey information 
Unit O07
Identify, assess and present spatial data  (Based on CIC B23.1/B24.1/B24.2)
O07.1
Identify mapping and data requirements
O07.2
Assess and produce mapping data 
O07.3
Present mapping data 
Unit O08
Establish and manage the effective use of resources (Based on CIC F22.1, F22.2)
O08.1
Make proposals for expenditure on programmes of work 
O08.2
Agree budgets for programmes of work 
O08.3
Control expenditure and activities against budgets 
Unit O09
Develop teams and individuals to enhance performance (Based on CIC 2003 F42.1, F42.2, F44.1, F44.2, F44.3)
O09.1
Plan the development of teams and individuals 
O09.2
Support individual learning and development 
O09.3
Allocate work to teams and individuals 
O09.4
Agree objectives and work plans with teams and individuals 
O09.5
Assess the performance of teams and individuals 
Spatial Data Management Level 4 SDM4

The Unit:
SDM4/C01
Agree project requirements and plan surveys
The Standards that are part of this Unit
SDM4/C01.1
Identify, assess and agree project requirements and client preferences 
SDM4/C01.2
Plan spatial processes and operations 
The Unit Commentary
This Core Unit covers the candidate’s key responsibility for understanding client and project requirements and for planning surveys accordingly, as well as maintaining and developing his/her skills. These responsibilities can be interpreted very widely, so that candidates can produce evidence of competence from a broad range of survey data management functions.  

Element 1.1 is about understanding and communicating project and client requirements

Element 1.2 is concerned with planning for surveys, including obtaining any advice and permissions needed

C01   Agree project requirements and plan surveys
C01.1   Identify, assess and agree project requirements and client preferences 
	Performance Criteria - this involves...
(a)
identifying and agreeing with the client what their goals and priorities are both now and for the future  

(b)
identifying what data is needed, how accurate the data needs to be and what data outputs are required from the survey  

(c)
clarifying the client's requirements, the options available and the constraints and risks which might apply to the project  

(d)
analysing and assessing how accurate, up to date and complete the existing information is, and deciding what additional information is needed  

(e)
making a preliminary investigation to identify any access problems and equipment which will be needed, and assessing the implications for the survey  

(f)
summarising and presenting the project requirements and client's preferences  

(g)
agreeing project requirements and budget with clients in writing 

(h)
estimating, accurately, and justifying the cost of the survey  


	The Range...
[1]   Goals and priorities:   

          •  quantity;  

          •  quality;  

          •  cost;  

          •  time;  

          •  purpose; 

          •  user requirements

[2]   Survey:  

          •  Geographical Information System (a);

          •  measured building (b);

          •  engineering (c);

          •  topographical (d);

          •  boundary (e);

          •  hydrographical (f);

          •  geodetic (g);

          •  photogrammetric (h);

          •  underground utilities (i);

          •  tunnelling and mining (j);

          •  environmental (k)

[3]   Clarifying the client's requirements by:   

          •  reference to standard documentation;  

          •  checklists

[4]   Constraints and risks   

          •  available resources; 

          •  health and safety; 

          •  the environment; 

          •  security

[5]   Presenting:   

          •  orally;  

          •  in writing;  

          •  graphically;  

          •  electronically  




C01   Agree project requirements and plan surveys

C01.1   Identify, assess and agree project requirements and client preferences 

	The Evidence - performance and process

Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the Ranges for the Element.

For the 'survey' Range all candidates are expected to produce evidence of competence in relation to at least two types of survey supported by knowledge of any other four survey types.  These should be the same types of survey for each Element of the qualification containing the 'survey' Range.  

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrate competence:

(1)
Summary(ies) of client's goals, priorities and requirements (a,b,c,f), [1,3]  

(2)
Client's requirements and budget agreed in writing (c.g) [2,3] 

(3)
Record(s) of analysis and assessment of how accurate, up to date and complete the existing information is, and decisions made about what additional information is needed (d) [2] 

(4)
Record(s) of preliminary investigation to identify any access problems and equipment which will be needed, and assessment of the implications for the survey (e) [2] 

(5)
Record(s) of estimated and justified survey costs (h) [2] 

Process Evidence:


Simulations are considered to be acceptable for producing evidence for the following item which is considered to be rare, but key/critical to demonstrating competence.  The following conditions of realism should be present: standards and quality specifications, timescales, relationship with people, type of interaction, communication methods and media, information and data.

(1)   Presentation(s) of the summary of requirements and preferences, constraints and risks that apply to the project (c,f) [2,4,6]  


	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
What do you identify to be the client's goals and priorities both now and in the future? (understanding) (a) [1,3]  

(2)
How and why do you agree with the client what their goals and priorities are both now and in the future? (evaluation) (a) [1,3]  

(3)
What do you identify as the data needed, the level of accuracy needed, and the data outputs required from the survey? (understanding) (b) [2] 

(4)
How do you clarify the client's requirements, the options available and the constraints and risks which might apply to the project? (application) (c) [2,3]  

(5)
How and why do you make a preliminary investigation to identify any access problems and equipment which will be needed, and assess the implications for the survey? (analysis) (e) [2,4] 

(6)
How do you summarise the project requirements and client's preferences? (application) (f) [2,3,5]  

(7)
How do you present the project requirements and client's preferences?  (application) (f) [2,3,5]  

(8)
How and why do you agree project requirements and budget with clients? (evaluation) (g) [3] 

(9)
How and why do you estimate the cost of the survey? (analysis) (h) [2] 

(10)
How and why do you justify the cost of the survey? (evaluation) (h) [2] 




C01   Agree project requirements and plan surveys
C01.2   Plan spatial processes and operations 
	Performance Criteria - this involves...
(a)
developing a clear and accurate survey method statement, specification and a programme for the survey 

(b)
assessing any constraints which might affect the planning of the survey and limit the processes which are selected  

(c)
consulting with experts for advice where additional, specialist information is needed and commissioning any specialist surveys that may be needed 

(d)
obtaining permission to carry out the survey from owners of sites who will be affected and from any legal authorities which have to be notified  

(e)
identifying and implementing quality assurance and safety standards which are suitable for the survey 

(f)
estimating accurately, and justifying the cost of the survey  


	The Range...
[1]   Survey methods:   

          •  visual;  

          •  approximate measured;  

          •  detailed measurement of all specified features;  

          •  graphic;  

          •  instrumental  

[2]   Survey:   

          •  Geographical Information System (a); 

          •  measured building (b); 

          •  engineering (c); 

          •  topographical (d); 

          •  boundary (e); 

          •  hydrographical (f); 

          •  geodetic (g); 

          •  photogrammetric (h); 

          •  underground utilities (i);

          •  tunnelling and mining (j);

          •  environmental (k)

[3]   Permission from:   

          •  client;  

          •  site owner and occupiers;  

          •  adjoining owners and occupiers; 

          •  notifiable authorities  




C01   Agree project requirements and plan surveys

C01.2   Plan spatial processes and operations 

	The Evidence - performance and process

For the 'survey' Range all candidates must have detailed competence in two types, and broad/general knowledge of a further four types.

Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range of each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and routine to demonstrate competence:

(1)
Method statement(s), specification(s) and programme(s) for survey(s) which include assessed constraints; expert advice; permissions; cost estimates; chosen survey methods; identified quality assurance and safety standards (all) [all]  


Simulations are not considered to be acceptable for producing evidence for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How and why do you develop a survey method statement, specification and programme for the survey? (synthesis) (a) [1,2] 

(2)
How do you assess any constraints which might affect the planning of the survey and limit the processes which are selected? (analysis) (b) [all]  

(3)
How do you consult with experts for advice where additional, specialist information is needed? (application) (c) 

(4)
How and why do you commission any specialist surveys that may be needed? (evaluation) (c) [2] 

(5)
How do you obtain permission to carry out the survey from owners of sites who will be affected and any legal authorities which have to be notified? (application) (d) [2]  

(6)
How and why do you identify quality assurance and safety standards which are suitable for the survey? (evaluation) (e) [2] 

(7)
How do you implement quality assurance and safety standards which are suitable for the survey? (application) (e) [2] 

(8)
How and why do you estimate accurately, the cost of the survey? (analysis) (f) [all]  

(9)
How and why do you justify the cost of the survey? (evaluation) (f) [all]  




Spatial Data Management Level 4 SDM4

The Unit:
SDM4/C02
Plan methods, resources and systems to meet project requirements 
The Standards that are part of this Unit
SDM4/C02.1
Plan activities and resources to meet work requirements 
SDM4/C02.2
Select and form a project team 
SDM4/C02.3
Agree and maintain project organisation and communication systems 
SDM4/C02.4
Draft documents to meet specified requirements 
SDM4/O02.5
Commission and set up technical information systems 
The Unit Commentary
This Core Unit covers the candidate’s competence in planning and coordinating survey activities, including appointing project team members, addressing organisational and communication needs, and producing appropriate documentation.  

Element 2.1 is about planning work programmes and resources

Element 2.2 concerns the appointment of people

Element 2.3 is about understanding organisational and communication needs, and agreeing and setting up systems to address those needs

Element 2.4 deals with production of documents which meet all requirements, including legislation and time deadlines

Element 2.5 deals with storing and providing information

C02   Plan methods, resources and systems to meet project requirements 
C02.1   Plan activities and resources to meet work requirements 
	Performance Criteria - this involves...
(a)
identifying significant activities, calculating the resources needed from the information available and preparing a draft work programme 

(b)
investigating alternatives if the resources needed are not available 

(c)
analysing the activities against project requirements and the requirements of significant external factors   

(d)
calculating how long each activity will take, identifying activities which influence each other and sequencing them logically and realistically so that they make the best use of the resources available   

(e)
producing detailed programmes and schedules of planned activities which are consistent with the complexity of the project   

(f)
identifying alterations to the works programme which will meet changed circumstances or offer cost and time benefits, calculating the savings accurately and justifying them to decision makers   

(g)
developing a system for monitoring the work programme, implementing it and using the results to improve future production and planning 


	The Range...
[1]   Resources:    

          •  people;  

          •  sub-contractors

[2]   Programmes and schedules:    

          •  bar charts;  

          •  network analysis;  

          •  critical path;  

          •  action lists; 

          •  method statements

[3]   Analysing - using:   

          •  method study;  

          •  work study;  

          •  production analysis  

[4]   Project requirements:   

          •  contract conditions;  

          •  contract programme stipulations;  

          •  statutory consent;  

          •  Building Control notification;  

          •  third party obligations;  

          •  health and safety requirements 

[5]   External factors:   

          •  other related programmes;  

          •  supply lead times;  

          •  contingencies;  

          •  special working conditions;  

          •  seasonal weather conditions;  

          •  statutory limitations  

[6]   Producing:  

          •  manually;  

          •  electronically  




C02   Plan methods, resources and systems to meet project requirements 

C02.1   Plan activities and resources to meet work requirements 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the Ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrate competence:

(1)
Draft work programme(s) (a) [1,2]  

(2)
Detailed programme(s) and schedule(s) (b,c,d,e) [all]   

(3)
Record(s) of alterations to work programme(s) with savings identified (f) [2]  

(4)
Records of system(s) developed and implemented for monitoring works programmes (g) [2,4]  


Simulations are not considered to be acceptable for producing evidence for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
What do you identify as significant activities? (understanding) (a) [1,2]  

(2)
How do you calculate the resources needed from the information available? (application) (a) [1,2]   

(3)
Which activities do you identify as influencing each other? (understanding) (d) [2]  

(4)
What alterations to the work programme do you identify which will meet changed circumstances or offer cost and time benefits? (understanding) (f) [2]   

(5)
How and why do you investigate alternatives if the resources needed are not available? (analysis) (b) [1]  

(6)
How do you calculate the savings resulting from alterations to the work programme? (application) (f) [2]   

(7)
How do you implement a system for monitoring the work programme? (application) (g) [2]  

(8)
How and why do you prepare a draft work programme? (appreciation) (a) [2]  

(9)
How and why do you develop a system for monitoring the work programme? (synthesis) (g) [2]  

(10)
How and why do you justify to decision makers  alterations to the work programme? (evaluation) (f) [2]  

(11)
How do you calculate how long each activity will take and sequence activities? (application) (d) [2,3]  

(12)
How do you use the results of monitoring to improve future production and planning? (application) (g) [2,4]   

(13)
How and why do you analyse the activities against project requirements and the requirements of significant external factors? (analysis) (c) [3,4,5]  

(14)
How do you produce detailed programmes and schedules of planned activities? (application) (e) [2,6]  




C02   Plan methods, resources and systems to meet project requirements 
C02.2   Select and form a project team 
	Performance Criteria - this involves...
(a)
identifying the people and services that are needed and where they can be obtained, and selecting those that meet agreed timescales and budget limits   

(b)
identifying any significant factors which will affect the number, type and availability of people and services   

(c)
evaluating the quality and potential reliability of people and services and resources and circulating the results to decision makers   

(d)
negotiating and agreeing proposals for team membership which are likely to produce an effective team   

(e)
following the rules and formalities for obtaining people and services   

(f)
producing appropriate contractual arrangements and terms of appointment for the people and services selected and confirming them in writing  


	The Range...
[1]   People and services:    

          •  management;  

          •  technical staff;  

          •  specialist sub-contractors; 

          •  specialist services

[2]   Where (people) can be obtained:   

          •  internal;  

          •  external to the organisation  

[3]   Significant factors:    

          •  location;  

          •  cost;  

          •  time;  

          •  skills, experience and knowledge required and available; 

          •  training and development requirements;  

          •  equal opportunities and disability rights 

[4]   Team membership:    

          •  specialist;  

          •  support services 

[5]   Rules and formalities:    

          •  contractual;  

          •  statutory;  

          •  recognised industry processes;  

          •  organisational processes;  

          •  certification of competence  

[6]   Terms of appointment:    

          •  employment contract;  

          •  sub-contract;  

          •  package deal;  

          •  design and build;  

          •  fast track;  

          •  partnering agreement  




C02   Plan methods, resources and systems to meet project requirements 

C02.2   Select and form a project team 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the Ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrate competence:

(1)
Proposal(s) for people and services which include where they can be obtained, timescales, budget limits, significant factors, quality and reliability, resources (a,b,c,d) [1,2,3,4]   

(2)
Contract(s) and terms of appointment confirmed in writing (e,f) [1,5,6]  


Simulations are not considered to be acceptable for producing evidence for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
What do you identify as the people and services that are needed and where they can be obtained? (understanding) (a) [1,2]  

(2)
How and why do you select people and services that meet agreed timescales and budget limits? (evaluation) (a) [1]  

(3)
What do you identify as significant factors which will affect the number, type and availability of people and services? (understanding) (b) [1,3]   

(4)
How and why do you evaluate the quality and potential reliability of people, services and resources? (evaluation) (c) [1,3]  

(5)
How do you circulate to decision makers the results of evaluating the quality and reliability of people and services? (application) (c) [1,3]  

(6)
How and why do you negotiate proposals for team membership? (synthesis) (d) [4]  

(7)
How and why do you agree proposals for team membership? (evaluation) (d) [4]  

(8)
How do you follow the rules and formalities for obtaining people and services? (application) (e) [1,5]   

(9)
How do you produce and confirm in writing appropriate contractual arrangements and terms of appointment for the people and services selected? (application) (f) [1,6]  




C02   Plan methods, resources and systems to meet project requirements 
C02.3   Agree and maintain project organisation and communication systems 
	Performance Criteria - this involves...
(a)
identifying what the organisational and communication needs are for the project   

(b)
developing and introducing systems which are compatible with those used by the client and supply chain and which enable clear and effective management, administrative and operational controls  

(c)
producing accurate and unambiguous information about people's roles and responsibilities and the organisational structure, and circulating the information to people and organisations that have an interest  

(d)
agreeing methods of communicating, reporting, recording and retrieving information which are appropriate to the needs of the project and monitoring the methods regularly for effectiveness  

(e)
identifying and investigating breakdowns in communication, and taking action to restore effective communication   

(f)
setting up systems for recording and providing feedback on the ways in which resources are allocated and used   


	The Range...
[1]   Organisational and communication needs:    

          •  site management;  

          •  head office interface;  

          •  contract administration;  

          •  health and safety;  

          •  team interfaces;  

          •  sharing of project data 

[2]   Information about people’s roles and responsibilities:    

          •  individual job descriptions;  

          •  organisation charts;  

          •  contractual arrangements;  

          •  team  

[3]   Methods of communicating, reporting, recording and retrieving:   

          •  oral;  

          •  written;  

          •  graphic;  

          •  electronic  

[4]   Resources:   

          •  people employed; 

          •  sub-contractors




C02   Plan methods, resources and systems to meet project requirements 

C02.3   Agree and maintain project organisation and communication systems 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the Ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce observed evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrating competence.

(1)
Record(s) of project organisation and communication systems which have been developed and introduced (a,b) [1]   

(2)
Information about people's roles and responsibilities and the organisational structure which has been circulated (c) [2]  

(3)
Record(s) of communicating, reporting, recording and retrieving information which include investigations into breakdowns in communication and the actions taken to resolve them using methods which are agreed and regularly monitored (d,e) [3]  

(4)
System(s) for recording and providing feedback on the use of resources (f) [4]  


Simulations are not considered to be acceptable for producing evidence for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
What do you identify as the organisational and communication needs for the project? (understanding) (a) [1]  

(2)
How and why do you develop and introduce systems which are compatible with those used by the client and supply chain and which enable clear and effective management, and administrative and operational controls? (synthesis) (b) [1,3]  

(3)
How do you produce and circulate to people and organisations that have an interest accurate and unambiguous information about people's roles and responsibilities and the organisational structure? (application) (c) [1,2,3]  

(4)
What do you identify as breakdowns in communication? (understanding) (e) [1,3]  

(5)
How and why do you investigate breakdowns in communication? (analysis) (e) [1,3]  

(6)
How do you take action to restore effective communication? (application) (e) [1,3]  

(7)
How and why do you agree methods of communicating, reporting, recording and retrieving information which are appropriate to the needs of the project? (evaluation) (d) [3]  

(8)
How and why do you monitor the methods of communicating, reporting, recording and retrieving information agreeed? (analysis) (d) [3]  

(9)
How do you set up systems for recording and providing feedback on the ways in which resources are allocated and used? (synthesis) (f) [3,4]  




C02   Plan methods, resources and systems to meet project requirements 
C02.4   Draft documents to meet specified requirements 
	Performance Criteria - this involves...
(a)
accurately establishing the purpose of the documents  

(b)
completing documents meeting specified requirements   

(c)
ensuring that layout, spelling, grammar and punctuation are correct, consistent and in accordance with conventions and house style  

(d)
ensuring that the content of documents is comprehensive and accurate and is presented in a logical sequence  

(e)
ensuring that recommendations, when required, are succinct and provide sufficient guidance to decision makers  

(f)
ensuring that sources of information, on which documents are based, are verified as accurate and valid  

(g)
ensuring that work practices are in accordance with legal and regulatory requirements and organisational procedures  

(h)
recording, promptly and accurately, reasons where work is not achievable within specified deadlines  

(i)
providing completed documents within agreed deadlines   

(j)
maintaining the security and confidentiality of information  


	The Range...
[1]   Documents:    

          •  for self;  

          •  developed on behalf of other people; 

          •  produced according to instructions from other people

[2]   Legal and regulatory requirements:    

          •  statutory;  

          •  non-statutory  




C02   Plan methods, resources and systems to meet project requirements 

C02.4   Draft documents to meet specified requirements 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the Ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1]. to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and routine to demonstrate competence:

(1)
Documents (all) [all]  

(2)
Record(s) of recommendations made, reasons where work is not achievable within specified deadlines, and actions taken to ensure sources of information are verified as accurate and valid, and to ensure the security and confidentiality of information (e,f,h,i) [1] 

(3)
Record(s) of procedures followed to ensure that working practices are in accordance with legal and regulatory requirements and organisational practices (g) [2] 


Simulations are not considered to be acceptable for producing evidence for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you establish the purpose of the documents? (understanding) (a) [1] 

(2)
How do you complete documents meeting specified requirements? (application) (b) [1]  

(3)
How do you ensure that layout, spelling, grammar and punctuation are correct, consistent and in accordance with conventions and house style? (application) (c) [1]  

(4)
How do you ensure that the content of documents is comprehensive and accurate and is presented in a logical sequence? (application) (d) [1] 

(5)
How do you ensure that recommendations, when required, are succinct and provide sufficient guidance to decision makers? (application) (e) [1]  

(6)
How do you ensure that sources of information, on which  documents are based, are verified as accurate and valid? (application) (f) [1] 

(7)
How do you record reasons where work is not achievable within specified deadlines? (application) (h) [1]   

(8)
How do you provide completed documents within agreed deadlines? (application) (i) [1]  

(9)
How do you maintain the security and confidentiality of information? (application) (j) [1] 

(10)
How do you ensure that work practices are in accordance with legal and regulatory requirements and organisational procedures? (application) (g) [2] 




C02   Plan methods, resources and systems to meet project requirements 
O02.5   Commission and set up technical information systems 
	Performance Criteria - this involves...
(a)
defining the requirements for technical information systems   

(b)
identifying the types of technical information systems which are available, evaluating them against the defined requirements and selecting those which are suitable  

(c)
agreeing the most suitable system through discussions with senior managers and system users, specifying the operations and functions and commissioning the technical information systems  

(d)
defining and agreeing valid procedures for obtaining, selecting, classifying and recording information   

(e)
assessing the relevance of information and classifying the relevant information using the agreed system   

(f)
recording information accurately and storing it using the agreed procedures   

(g)
defining and agreeing methods for control and access which make the best use of the technical information system and maintaining confidentiality  


	The Range...
[1]   Requirements:    

          •  scope;  

          •  contents;  

          •  size;  

          •  users;  

          •  budget;  

          •  operation;  

          •  maintenance;  

          •  classification system;  

          •  legal controls (including Data Protection Act, patents, regulations, copyright law) 

[2]   Technical information systems:    

          •  paper based (e.g. manual files, technical library);  

          •  photo reduced (e.g. microfiche);  

          •  electronic (e.g. computer database, CD ROM, on-line) 

[3]   Types of information:  

          •  product documentation;

          •  specifications;

          •  published information;

          •  approved providers

[4]   Commissioning the technical information system:    

          •  company devised;  

          •  commercial information service  

[5]   Classifying by:    

          •  project file;  

          •  organisational system; 

          •  alphanumeric 

[6]   Use of the technical information system:    

          •  technical reference;  

          •  current record;  

          •  archive record; 

          •  knowledge management;

          •  personnel management




C02   Plan methods, resources and systems to meet project requirements 

O02.5   Commission and set up technical information systems 

	The Evidence - performance and process
Taken as a whole, the evidence must also show that the candidate consistently meets all the performance criteria, across the Ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and general to demonstrate competence:

(1)
Commissioned technical information system(s) which include defined requirements, evaluations, selection and specifications of operations and functions (a,b,c) [1,2,3,4] 

(2)
Record(s) of procedures for obtaining, assessing, selecting, classifying and recording information (d,e,f) [3,5] 

(3)
Record(s) of methods for control and access for the use of technical information system(s) which have been agreed (g) [6]  


Simulations are not considered to be acceptable for producing evidence for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How and why do you define the requirements for technical information systems? (evaluation) (a) [1,2] 

(2)
What do you identify as the types of technical information systems which are available? (understanding) (b) [2] 

(3)
How and why do you evaluate the types of technical information systems which are available against the defined requirements and select those which are suitable? (evaluation) (b) [1,2] 

(4)
How and why do you agree and specify the most suitable technical information systems? (evaluation) (c) [2] 

(5)
How do you record and store information? (application) (f) [3,6] 

(6)
How and why do you specify the operations and functions of the technical information systems? (evaluation) (c) [4] 

(7)
How and why do you commission the technical information systems? (evaluation) (c) [4] 

(8)
How do you classify the relevant information using the agreed system? (application) (e) [3,5]  

(9)
How and why do you assess the relevance of information? (analysis) (e) [3,5] 

(10)
How and why do you define and agree valid procedures for obtaining, selecting, classifying and recording information? (evaluation) (d) [3,5] 

(11)
How and why do you define and agree methods for control and access which make the best use of the technical information system and maintain confidentiality? (evaluation) (g) [6] 




Spatial Data Management Level 4 SDM4

The Unit:
SDM4/C03
Identify hazards and control risks 
The Standards that are part of this Unit
SDM4/C03.1
Identify hazards and risks and implement risk reduction methods 
SDM4/C03.2
Establish and use systems for managing health, safety and welfare. 
The Unit Commentary
This Core Unit covers the candidate’s key responsibilities for maintaining a healthy, safe and productive work environment, with risks minimised.  These responsibilities can be interpreted very widely, so that he/she can produce evidence of competence from a broad range of surveying functions.

Element 3.1 is concerned with identifying hazards and risks and maintaining policies to reduce risks.

Element 3.2 is about taking steps to maintain a healthy, safe and productive work environment which meets legal and organisational requirements.  The work environment could be a survey site or office.

Note:  For the purposes of this Unit:

A hazard is something with the potential to cause harm.

A risk is the likelihood of harm being caused by a hazard, and the degree of its severity.

C03   Identify hazards and control risks 
C03.1   Identify hazards and risks and implement risk reduction methods 
	Performance Criteria - this involves...
(a)
undertaking risk management processes  

(b)
reviewing information and any factors and costs relating to potential hazards 

(c)
identifying the hazards arising from processes that need to be assessed  

(d)
assessing the significant hazards to identify the residual risks and applying effective methods to reduce risks 

(e)
verifying that the risk reduction methods and procedures comply with all relevant regulations and guidelines  

(f)
checking that resultant information on significant residual risks is provided to the appropriate people 

(g)
identifying the resources that are necessary to implement the risk reduction methods and procedures 

(h)
identifying the activities required to implement the risk reduction methods and procedures 

(i)
implementing and maintaining risk reduction methods and procedures  

(j)
promoting the implementation of the risk reduction methods and procedures 

(k)
recording the risk reduction methods and procedures in the appropriate information systems 


	The Range...
[1]   Risk Management:    

          •  hazard identification;  

          •  risk assessment;  

          •  prevention and protection; 

          •  method statement

[2]   Hazards    

          •  falls from height; 

          •  slips, trips and falls (same level); 

          •  hit by falling or moving objects; 

          •  manual handling; 

          •  health issues; 

          •  power sources; 

          •  hazardous substances; 

          •  trapped by a device or structure collapsing or overturning; 

          •  confined spaces; 

          •  fire;

          •  water

[3]   Assessing:  

          •  likelihood of occurrence;

          •  severity of harm incurred

[4]   Methods:  

          •  eliminate;

          •  control at source;

          •  cumulative protection;

          •  manage;

          •  personal protection equipment




C03   Identify hazards and control risks 

C03.1   Identify hazards and risks and implement risk reduction methods 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the Ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1]. to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrate competence:

(1)
Information on risk management processes and significant residual risks which includes reviewed information on factors relating to hazards, assessed significant hazards, and implemented and recorded risk reduction methods (all) [all] 


Simulations are not considered to be acceptable for producing evidence for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How and why do you undertake risk management processes? (evaluation) (a) [1] 

(2)
How and why do you review information and any factors and costs relating to potential hazards? (analysis) (b) [2] 

(3)
What do you identify as the hazards arising from processes that need to be assessed? (understanding) (c) [2,3] 

(4)
How and why do you assess the significant hazards to identify the residual risks? (analysis) (d) [1,2,3,4] 

(5)
How do you apply effective methods to reduce risks? (application) (d) [1,4] 

(6)
How and why do you verify that the risk reduction methods and procedures comply with all relevant regulations and guidelines? (analysis) (e) [1,4] 

(7)
How do you check that the resultant information on significant residual risks is provided to the appropriate people? (application) (f) [1] 

(8)
What do you identify as the resources that are necessary and activities required to implement the risk reduction methods and procedures? (understanding) (g,h) [1,4] 

(9)
How do you implement and maintain risk reduction methods and procedures? (application) (i) [1,4] 

(10)
How and why do you promote the implementation of the risk reduction methods and procedures? (synthesis) (j) [1,4] 

(11)
How do you record the risk reduction methods and procedures in the appropriate information systems? (application) (k) [1,4] 




C03   Identify hazards and control risks 
C03.2   Establish and use systems for managing health, safety and welfare. 
	Performance Criteria - this involves...
(a)
allocating health, safety and welfare responsibilities to people which are consistent with statutory requirements, and the specific project requirements  

(b)
arranging for hazard warnings to be posted which are appropriate to operations and the project environment  

(c)
allocating health, safety and welfare equipment and resources, which meet the project, contractual and statutory requirements  

(d)
specifying appropriate and sufficient qualified first aiders and briefing the work force about first aid arrangements   

(e)
developing systems which meet statutory requirements for identifying and reducing hazards and for reporting accidents and emergencies and preventing recurrences 

(f)
ensuring that the workforce have been provided with appropriate health, safety and welfare training 


	The Range...
[1]   Statutory requirements:   

          •  construction specific health, safety and welfare regulations;  

          •  general health, safety and welfare legislation;  

          •  recognised industry codes of practice  

[2]   Specific project requirements:  

          •  contract;  

          •  organisational policy;  

          •  site operations




C03   Identify hazards and control risks 

C03.2   Establish and use systems for managing health, safety and welfare. 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the Ranges for the Element.  

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range of each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrate competence:

(1)
Record(s) of allocating health, safety and welfare responsibilities and resources, arranging for hazard warnings to be posted, specifying first aiders and briefing the workforce about first aid arrangements (a,b,c,d) [1,2] 

(2)
Record(s) of systems for identifying and reducing hazards, reporting accidents and emergencies and preventing recurrence and ensuring that the workforce have been provided with appropriate health, safety, and welfare training (e,f) [1,2] 


Simulations are not considered to be acceptable for producing evidence for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you allocate health, safety and welfare responsibilities to people? (application) (a) [all]  

(2)
How do you arrange for appropriate hazard warnings to be posted? (application) (b) [all]  

(3)
How do you allocate health, safety and welfare equipment and resources? (application) (c) [all]  

(4)
How do you develop systems for identifying and reducing hazards and for reporting accidents and emergencies and preventing recurrence? (synthesis) (e) [all]  

(5)
How do you brief the workforce about first aid arrangements? (application) (d) [all]  

(6)
How do you specify appropriate and sufficient qualified first aiders? (evaluation) (d) [all]  

(7)
How do you ensure that the workforce have been provided with appropriate health, safety and welfare training? (application) (f) [all] 




Spatial Data Management Level 4 SDM4

The Unit:
SDM4/C04
Chair and participate in meetings
The Standards that are part of this Unit
SDM4/C04.1
Chair meetings 
SDM4/C04.2
Participate in meetings 
The Unit Commentary
This Core Unit covers the candidate’s key responsibilities for chairing and participating in meetings.  These responsibilities can be interpreted very widely, so that candidates can produce evidence of competence from a broad range of survey data management functions.

Element 4.1 is about chairing meetings.

Element 4.2 is about preparing for and participating in meetings, and following up as appropriate.

C04   Chair and participate in meetings
C04.1   Chair meetings 
	Performance Criteria - this involves...
(a)
giving people, appropriate to the objective of the meeting, sufficient notice and information to allow them to contribute effectively  

(b)
ensuring everyone attending the meeting agrees the objective of the meeting at the start   

(c)
allocating discussion time to topics consistently with their importance, urgency and complexity   

(d)
maintaining a style of leadership which helps those attending the meeting to make useful contributions   

(e)
discouraging unhelpful arguments and digressions   

(f)
presenting information and providing summaries clearly, at appropriate points during the meeting   

(g)
ensuring meetings achieve their objectives within the allocated time   

(h)
ensuring agreed decisions and recommendations fall within the group's authority  

(i)
giving clear, accurate and concise information about decisions and recommendations to those who need it   

(j)
seeking feedback from those attending and using this to improve the effectiveness of future meetings  


	The Range...
[1]   Objective:    

          •  information giving;  

          •  consultation;  

          •  decision making  

[2]   Meeting:    

          •  involving people from within your organisation;  

          •  involving people outside your organisation  




C04   Chair and participate in meetings

C04.1   Chair meetings 

	The Evidence - performance and process

Product Evidence:

(1)
You must also show evidence of leading both types of meeting (a,b,d,f,g,j) [2]  

(2)
You must prove that you chair meetings to the National Standard of competence. (all) [all]   

(3)
You must show evidence of leading meetings with all types of objective (a,b,g) [1]   


Your evidence must be the result of real work activities undertaken by yourself.  Evidence from simulated activities is not acceptable for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

(1)
Communication:   

(1.1)
how to identify unhelpful arguments and digressions, and strategies which may be used to discourage these;  

(1.2)
how to present information during meetings;  

(1.3)
how to get and use feedback from others;  

(1.4)
leadership styles;  

(1.5)
styles of leadership which can be used to run meetings and how to choose a style according the nature of the meeting.  

(2)
Meetings:   

(2.1)
the value and limitations of meetings as a method of exchanging information and making decisions;  

(2.2)
how to determine when meetings are the most effective method of dealing with issues and possible alternatives which may be used;  

(2.3)
potential differences between meetings which are internal and those involving people from outside;  

(2.4)
the purpose of agendas and how to devise agendas according to the issues, intended outcomes and time available;  

(2.5)
the importance of determining the purpose and  objectives of meetings and how to do so;  

(2.6)
the importance of summarising discussions and decisions during meetings and at what points this is appropriate;  

(2.7)
how to manage discussions so that the  objectives of the meeting are met within the allocated time;  

(2.8)
the importance of ensuring decisions taken are within the authority of the meeting.  

(3)
Organisational context:   

(3.1)
how to determine who are the necessary people to attend the meeting; 

(3.2)
procedures to follow when calling meetings and preparing for them.  




C04   Chair and participate in meetings
C04.2   Participate in meetings 
	Performance Criteria - this involves...
(a)
preparing for the meeting sufficiently to enable you to participate effectively  

(b)
consulting with the people you are representing sufficiently to allow you to present their views effectively   

(c)
making your contributions to the meeting clear, concise and relevant   

(d)
making contributions to the meeting which help clarifying problems and identifying and assessing possible solutions   

(e)
acknowledging and discussing the contributions and viewpoints of others in a constructive manner   

(f)
giving clear, accurate and concise information about decisions made at the meeting, promptly to those who need it 


	The Range...
[1]   Meetings:    

          •  involving people from within your organisation;  

          •  involving people outside your organisation  

[2]   People:    

          •  individuals;  

          •  groups  




C04   Chair and participate in meetings

C04.2   Participate in meetings 

	The Evidence - performance and process

Product Evidence:

(1)
You must show evidence of contributing to both types of meetings (a,c,d,e,f) [1]  

(2)
You must prove that you participate in meetings to the National Standard of competence. (all) [all]   

(3)
You must show evidence of representing both types of people (b) [2]  


Your evidence must be the result of real work activities undertaken by yourself.  Evidence from simulated activities is not acceptable for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

(1)
Communication:   

(1.1)
the information concerning the decisions and recommendations of the meeting which need to be conveyed to others and how to ensure that this has been done effectively.  

(2)
Meetings:  

(2.1)
how to prepare for meetings according to different roles and responsibilities which you may have in relation to the meeting;  

(2.2)
the importance of consulting in advance with those you are representing and how to do so;  

(2.3)
the importance of making clear, concise and relevant contributions to meetings and how to ensure your contributions meet these criteria;  

(2.4)
how to identify and analyse the problems discussed in meetings and make contributions capable of clarifying and resolving these;  

(2.5)
working relationships;  

(2.6)
the importance of constructively acknowledging the contributions and viewpoints of others and how to do so.  




Spatial Data Management Level 4 SDM4

The Unit:
SDM4/C05
Develop, maintain and enhance effective working practice
The Standards that are part of this Unit
SDM4/C05.1
Develop and maintain relationships with people who are affected by your work 
SDM4/C05.2
Exchange information and provide advice on technical issues
SDM4/C05.3
Undertake continuous personal development 
The Unit Commentary
This Core Unit cover the candidate’s key responsibilities for establishing and developing working relationships, obtaining technical information, and communicating effectively.   These responsibilities can be interpreted very widely, so that he/she can produce evidence of competence from a broad range of surveying functions.

Element 5.1 concerns communicating with, supporting, and developing effective working relationships with other people. 

Element 5.2 deals with obtaining and communicating technical information.

Element 5.3 deals with planning and conducting personal development activities.

C05   Develop, maintain and enhance effective working practice
C05.1   Develop and maintain relationships with people who are affected by your work 
	Performance Criteria - this involves...
(a)
developing, maintaining and encouraging working relationships with people which promote goodwill and trust   

(b)
consulting with colleagues about proposed work activities at appropriate times and in a manner encouraging open, frank discussion  

(c)
giving colleagues sufficient support for them to achieve their work objectives  

(d)
informing people about work activities in an appropriate level of detail and with an appropriate degree of urgency  

(e)
offering advice and help to people about work activities with sensitivity and encouraging questions, requests for clarification and comments  

(f)
presenting proposals for action clearly to people at an appropriate time and with the right level of detail for the degree of change, expenditure and risk involved  

(g)
clarifying with people objections to proposals and suggesting alternative proposals  

(h)
resolving conflicts and differences of opinion in ways which minimise offence, and maintain goodwill, trust and respect 


	The Range...
[1]   Working relationships:    

          •  formal;  

          •  informal  

[2]   People:    

          •  employers; 

          •  employees; 

          •  clients and customers; 

          •  statutory bodies; 

          •  users; 

          •  contractors; 

          •  consultants; 

          •  partners; 

          •  general public; 

          •  suppliers of products and services

[3]   Promote goodwill and trust:    

          •  demonstrating a duty of care;  

          •  ethical relationships;  

          •  professional independence;  

          •  honouring promises and undertakings;  

          •  honest relationships;  

          •  constructive relationships 

[4]   Colleagues:  

          •  working at the same level as you;

          •  working at a higher level than you;

          •  working at a lower level than you

[5]   Informing, offering advice, presenting and clarifying:   

          •  orally;  

          •  in writing;  

          •  using graphics;  

          •  electronically  

[6]   Work activities:   

          •  progress;  

          •  results;  

          •  achievements;  

          •  emerging threats;  

          •  risks;  

          •  opportunities  




C05   Develop, maintain and enhance effective working practice

C05.1   Develop and maintain relationships with people who are affected by your work 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the Ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1]. to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrating competence.

(1)
Record(s) of actions taken to develop, maintain and encourage working relationships to promote goodwill and trust (a) [1,2,3] 

(2)
Proposal(s) presented, including clarification and alternatives offered (f,g) [1,2,3,4,5]  

(3)
Record(s) of steps taken to consult, support, inform and advise colleagues and to resolve conflicts (b,c,d,e,h) [all] 

Process Evidence:


The candidate must produce observed evidence from the workplace covering the following item that is considered to be common and key/critical to demonstrating competence:

(1)   Consulting colleagues and presenting proposals (b,f) [4,5]  


Simulations are not considered to be acceptable for producing evidence for this Element.


	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you maintain and encourage working relationships with people which promote goodwill and trust? (application) (a) [1,2,3]  

(2)
How and why do you develop working relationships with people which promote goodwill and trust? (synthesis) (a) [1,2,3] 

(3)
How do you consult with colleagues about proposed work activities? (application) (b) [2,4,5] 

(4)
How do you inform people about work activities? (application) (d) [2,5,6] 

(5)
How do you encourage questions, requests for clarification and comments? (application) (e) [2,5] 

(6)
How and why do you offer advice and help to people about work activities? (synthesis) (e) [2,5,6] 

(7)
How do you present proposals for action to people? (application) (f) [2,5] 

(8)
How do you clarify with people objections to proposals? (application) (g) [2,5] 

(9)
How and why do you suggest alternative proposals where objections have been raised in respect of existing proposals? (synthesis) (g) [2,4] 

(10)
How and why do you support colleagues to achieve their work objectives? (analysis) (c) [4] 

(11)
How and why do you resolve conflicts and differences of opinion in ways which minimise offence, and maintain goodwill, trust and respect? (synthesis) (h) [2,3,4] 




C05   Develop, maintain and enhance effective working practice
C05.2   Exchange information and provide advice on technical issues
	Performance Criteria - this involves...
(a)
obtaining information which is sufficiently detailed for the technical problems for which it is to be used   

(b)
providing technical information and advice which is complete, summarised accurately and clearly relevant to technical problems   

(c)
presenting technical information and advice using a style of communication which is appropriate to the ability, knowledge, understanding and disposition of the people receiving information and advice   

(d)
giving technical instructions and guidance which are likely to be understood by the people who will follow them   

(e)
adapting and modifying technical information where people are having difficulties in understanding it   

(f)
presenting technical recommendations which are clear, accurate and valid, and which represent the best advice possible given the information and resources available  


	The Range...
[1]   Obtaining information:    

          •  using proactive and open methods;  

          •  using discussion; 

          •  using questioning;  

          •  showing sensitivity to feedback  

[2]   Technical information and advice:    

          •  sharing experience;  

          •  giving instructions; 

          •  making decisions;  

          •  increasing understanding;  

          •  implementing a solution;  

          •  negotiation; 

          •  dispute resolution; 

          •  expert testimony to legally constituted bodies

[3]   Presenting:  

          •  orally;

          •  in writing;

          •  graphically;

          •  electronically

[4]   People receiving information and advice:  

          •  same and other related occupations;

          •  clients and customers;

          •  technical and non-technical team members;

          •  craftspeople and operatives;

          •  senior and junior colleagues;

          •  members of the public;

          •  government agencies

[5]   Giving technical instructions and guidance:  

          •  including critical points;

          •  reasoning behind critical points;

          •  using clear language

[6]   Adapting and modifying technical information using:  

          •  drawings and diagrams;

          •  analogy, metaphors and examples

[7]   Technical recommendations include:  

          •  realistic estimates of the implications of alternatives which have been considered;

          •  clear descriptions of the information sources consulted;

          •  the analysis techniques applied;

          •  the criteria used for making evaluations and reaching justifiable conclusions




C05   Develop, maintain and enhance effective working practice

C05.2   Exchange information and provide advice on technical issues

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the Ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1]. to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrating competence:

(1)
Technical information and advice provided and presented, including technical information obtained in significant detail which has been adapted and modified (a,b,c,e) [1,2,3,4,5,6] 

(2)
Record(s) of technical instructions, guidance and recommendations presented (d,f) [3,5,7]  

Process Evidence:


The candidate must produce observed evidence from the workplace covering the following item that is considered to be common and key/critical to demonstrating competence:

(1)   Presenting technical information, advice, recommendations and guidance (b,c,d,f) [2,3,4,5,7] 


Simulations are not considered to be acceptable for producing evidence for this Element.


	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you obtain information which is sufficiently detailed for the technical problems for which it is to be used? (application) (a) [1,2] 

(2)
How and why do you provide technical information and advice? (application) (b) [2] 

(3)
How and why do you present technical information and advice in a style appropriate to the people receiving information and advice? (application) (c) [2,3,4] 

(4)
How and why do you give technical instructions and guidance? (application) (d) [4,5] 

(5)
How do you adapt and modify technical information where people are having difficulties in understanding it? (application) (e) [4,6] 

(6)
How do you present technical recommendations? (application) (f) [3,7] 




C05   Develop, maintain and enhance effective working practice
C05.3   Undertake continuous personal development 
	Performance Criteria - this involves...
(a)
defining, reviewing and updating the personal aims and objectives for undertaking personal development  

(b)
identifying and contacting sources of support and guidance for undertaking personal development   

(c)
analysing the current personal level of performance against the identified standards of competence and recording a profile of present competence and personal development needs  

(d)
preparing a development plan for achieving identified development needs  

(e)
undertaking development activities aimed at achieving identified development needs, reviewing and recording progress and the effectiveness of the activities  

(f)
measuring achievement of identified development needs and recording evidence of competence gained against the identified standards of competence  


	The Range...
[1]   Aims and objectives:    

          •  preparation for new projects; 

          •  intellectual challenge;  

          •  need for updating;  

          •  need to provide evidence of professional competence;  

          •  compliance with employer, industry and professional requirements; 

          •  promotion or job change;  

          •  awareness of development needs

[2]   Personal development:    

          •  maintenance of competence; 

          •  development of new competence; 

          •  commitment to professional excellence 

[3]   Sources of support and guidance:    

          •  national/industry bodies; 

          •  Professional Institutions; 

          •  education and training providers; 

          •  in house; 

          •  current publications (printers or online);

          •  National Occupational Standards

[4]   Standards of competence:    

          •  job descriptions;  

          •  professional institution requirements;  

          •  industry national occupational standards 

[5]   Development plan includes:    

          •  priorities;  

          •  target dates;  

          •  development activities  

[6]   Development activities:    

          •  formal courses;  

          •  research;  

          •  work experience;  

          •  personal learning 




C05   Develop, maintain and enhance effective working practice

C05.3   Undertake continuous personal development 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the Ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and route to demonstrate competence:

(1)
Record(s) of personal development aims and objectives which include sources of support and guidance and identified standards of competence and reviews and updating (a,b,c,e) [1,2,3,4] 

(2)
Profile(s) of present competence identified against standards of competence (c) [4] 

(3)
Personal development plan(s) which include identified development needs (d) [5] 

(4)
Record(s) of achievement and evidence of competence gained against standards of competence (f) [4,6] 


Simulations are not considered to be acceptable for producing evidence for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you update the personal aims and objectives for undertaking personal development? (application) (a) [1,2] 

(2)
How and why do you review the personal aims and objectives for undertaking personal development? (analysis) (a) [1,2] 

(3)
How and why do you define the personal aims and objectives for undertaking personal development? (evaluation) (a) [1,2] 

(4)
What do you identify as sources of support and guidance for undertaking personal development? (understanding) (b) [2,3]  

(5)
How do you contact sources of support and guidance for undertaking personal development? (application) (b) [2,3]  

(6)
How do you record a profile of present competence and personal development needs? (application) (c) [2,4] 

(7)
How do you measure achievement of identified development needs and record evidence of competence gained against the identified standards of competence? (application) (f) [4] 

(8)
How and why do you analyse the current personal level of performance against the identified standards of competence? (analysis) (c) [4] 

(9)
How and why do you prepare a development plan? (synthesis) (d) [5] 

(10)
How do you record progress and the effectiveness of the development activities? (application) (e) [6] 

(11)
How and why do you review progress and the effectiveness of the development activities? (analysis) (e) [6] 

(12)
How and why do you undertake development activities? (evaluation) (e) [6] 




Spatial Data Management Level 4 SDM4

The Unit:
SDM4/O06
Collect, analyse and present measured survey information 
The Standards that are part of this Unit
SDM4/O06.1
Prepare for survey operations 
SDM4/O06.2
Observe and record surveys
SDM4/O06.3
Analyse and present survey information 
The Unit Commentary
This Optional Unit covers the candidate’s key responsibilities in preparing for and conducting surveys, and for recording, checking, compiling and communicating spatial data and associated information.  These responsibilities can be interpreted very widely, so that candidates can produce evidence of competence from a broad range of survey data management functions. 

Element 6.1 is about making necessary checks and arrangements prior to surveys.  

Element 6.2  is about conducting surveys and recording survey data.

Element 6.3 is about checking spatial data and providing it in a format for presentation.

O06   Collect, analyse and present measured survey information 
O06.1   Prepare for survey operations 
	Performance Criteria - this involves...
(a)
confirming with the people who will be affected, that the survey method statement is accurate before starting the work   

(b)
checking and confirming, before starting work, that people who will be affected have given their permission   

(c)
checking and confirming that insurance has been arranged to cover accidents and negligence   

(d)
arranging for suitable equipment to be brought to the site and kept safely and securely  

(e)
checking and adjusting equipment so it is fit for purpose before it is used for taking measurements  

(f)
briefing the people who will be involved in the survey about the survey arrangements and the safety arrangements   

(g)
contacting people and organisations who will be affected by the survey, providing them with clear and accurate information and asking for their cooperation   

(h)
checking and confirming that signs, arrangements for personal safety, equipment and site access conform to good practice, legislation and regulation  


	The Range...
[1]   Survey:  

          •  Geographical Information Systems (a); 

          •  measured building (b); 

          •  engineering (c); 

          •  topographical (d); 

          •  boundary (e); 

          •  hydrographical (f); 

          •  geodetic (g); 

          •  photogrammetric (h); 

          •  underground utilities (i); 

          •  tunnelling and mining (j); 

          •  environmental (k)

[2]   Survey - method:   

          •  visual;  

          •  approximate measured;  

          •  detailed measurement of all specified features;  

          •  graphic;  

          •  instrumental  

[3]   Permission from:   

          •  client;  

          •  site owner and occupiers;  

          •  adjoining owners and occupiers;  

          •  notifiable authorities  

[4]   Insurance:   

          •  personnel; 

          •  third party; 

          •  equipment;  

          •  professional indemnity;  

          •  specialist (e.g. marine) 

[5]   Equipment:   

          •  mechanical; 

          •  optical; 

          •  electronic; 

          •  checking and adjusting;

          •  calibration

[6]   Survey arrangements:   

          •  working responsibilities;

          •  details of the survey method; 

          •  the site; 

          •  the equipment;

          •  calibration certificates

[7]   Safety arrangements:   

          •  personal safety;  

          •  equipment and clothing;  

          •  health and safety practice and regulations; 

          •  industry codes of practice; 

          •  regulations applying to the survey site 




O06   Collect, analyse and present measured survey information 

O06.1   Prepare for survey operations 

	The Evidence - performance and process

Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the Ranges for the Element.

For the 'survey' Range all candidates are expected to produce evidence of competence in relation to at least two types of survey supported by knowledge of any other four survey types.  These should be the same types of survey for each Element of the qualification containing the 'survey' range.  

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrating competence:

(1)
Record(s) of pre-work checks and confirmation of: the survey method statement; permissions; insurance; equipment (a,b,c,d,e) [1,2,3,4,5]  

(2)
Record(s) of equipment checks and adjustments (e) [5]  

(3)
Record(s) of briefings and requests for co-operation (f,g) [1,2,3,6,7] 

(4)
Records of site checks (h) [6,7] 

Process Evidence:


The candidate must produce observed evidence from the workplace covering the following item that is considered to be common and key/critical to demonstrating competence:

(1)   Checking and confirming signs, arrangements for personal safety, equipment and site access (e,h) [5,7]  


Simulations are not considered to be acceptable for producing evidence for this Element:


	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you confirm with the people who will be affected, that the survey method statement is accurate before starting the work? (application) (a) [1,2]   

(2)
How do you contact people and organisations who will be affected by the survey, provide them with clear and accurate information and ask for their cooperation? (application) (g) [1,2,3]   

(3)
How do you brief the people who will be involved in the survey about the survey arrangements and the safety arrangements? (application) (f) [1,2,6,7]  

(4)
How do you check and confirm, before starting work, that people who will be affected have given their  permission? (application) (b) [3]   

(5)
How do you check and confirm that insurance has been arranged to cover accidents and negligence? (application) (c) [4]  

(6)
How do you arrange for suitable equipment to be brought to the site and kept safely and securely? (application) (d) [5]  

(7)
How do you check and adjust equipment? (application) (e) [5]  

(8)
How do you check and confirm that signs, arrangements for personal safety, equipment and site access conform to good practice, legislation and regulations? (application) (h) [5,6,7]   




O06   Collect, analyse and present measured survey information 
O06.2   Observe and record surveys
	Performance Criteria - this involves...
(a)
conducting the survey in a way which maintains the level of accuracy required, balances content and cost and keeps disruption to a minimum   

(b)
adopting safe working practices when on the site  

(c)
consulting with experts when specialist information is needed which is relevant to the survey    

(d)
setting and recording appropriate horizontal and vertical controls  

(e)
taking appropriate observations and measurements using valid methods  

(f)
changing work procedures and practices to allow for different circumstances and conditions   

(g)
recording survey data clearly and appropriately and storing it securely for later analysis  

(h)
keeping a clear and appropriate record of the time spent on the survey and of any problems that come up which may affect cost or accuracy  

(i)
maintaining the equipment in operating condition and storing it securely   


	The Range...
[1]   Survey:   

          •  Geographical Information System (a); 

          •  measured building (b); 

          •  engineering (c); 

          •  topographical (d); 

          •  boundary (e); 

          •  hydrographical (f); 

          •  geodetic (g); 

          •  photogrammetric (h); 

          •  underground utilities (i); 

          •  tunnelling and mining (j);

          •  environmental (k)

[2]   Survey - method:    

          •  visual;  

          •  approximate measured;  

          •  detailed measurement of all specified features;  

          •  graphic;  

          •  instrumental  

[3]   Safe working practices:    

          •  personal safety;  

          •  equipment and clothing;  

          •  safe use of access equipment;  

          •  health and safety practice and regulations;  

          •  industry codes of practice;  

          •  regulations applying to the survey site  

[4]   Circumstances and conditions:    

          •  topography;  

          •  water;  

          •  obstacles;  

          •  climatic variation;  

          •  live conditions (e.g. buildings and sites in use, roads, railways, runways);  

          •  planned circumstances;  

          •  emergency circumstances 

[5]   Equipment:    

          •  mechanical;  

          •  optical;  

          •  electronic 




O06   Collect, analyse and present measured survey information 

O06.2   Observe and record surveys

	The Evidence - performance and process

Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the Ranges for the Element.

For the 'survey' range all candidates are expected to produce evidence of competence in relation to at least two types of survey supported by knowledge of any other four survey types.  These should be the same types of survey for each Element of the qualification containing the 'survey' Range.  

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrate competence:

(1)
Survey record(s) and report(s) including: records of costs; horizontal and vertical controls; observations and measurements; survey information; the time taken; problems; procedures and practices (a,b,d,e,f,g,h) [1,2,3,4]  

(2)
Record(s) of consultation(s) with experts (c) [1]   

(3)
Equipment maintenance record(s) (i) [5]   

Process Evidence:


The candidate must produce observed evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrating competence:

(1)   Conducting survey(s) including: level of accuracy; safe working practices; setting controls; taking observations and measurements; changing work procedures and practices (a,b,d,e,f) [1,2,3,4] 


Simulations are not considered to be acceptable for producing evidence for this Element.


	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you conduct the survey? (application) (a) [1,2]   

(2)
How do you consult with experts when specialist information is needed which is relevant to the survey? (application) (c) [1,2]   

(3)
How do you set and record horizontal and vertical controls? (application) (d) [1,2]   

(4)
How do you take appropriate observations and measurements? (application) (e) [1,2]  

(5)
How do you record and store survey data? (application) (g) [1,2]   

(6)
How do you keep a clear and appropriate record of the time spent on the survey and of any problems that come up which may affect cost or accuracy? (application) (h) [1,2]  

(7)
How do you adopt safe working practices when on the site? (application) (b) [3]  

(8)
How do you change work procedures and practices to allow for different circumstances and conditions? (application) (f) [3,4]   

(9)
How do you maintain the equipment in operating condition and store it securely? (application) (i) [5]  




O06   Collect, analyse and present measured survey information 
O06.3   Analyse and present survey information 
	Performance Criteria - this involves...
(a)
collecting together enough survey information to allow an accurate analysis to be made  

(b)
checking and verifying the survey information and adjusting the data to maintain accuracy and integrity  

(c)
analysing the survey information accurately  

(d)
presenting the survey information, the commentary and any support information accurately, clearly and in a format which is suitable for those who need to use it  

(e)
advising people who will be using the survey information on how to interpret it 


	The Range...
[1]   Survey:  

          •  Geographical Information Systems (a);

          •  measured building (b);

          •  engineering (c);

          •  topographical (d);

          •  boundary (e);

          •  hydrographical (f);

          •  geodetic (g);

          •  photogrammetric (h);

          •  underground utilities (i);

          •  tunnelling and mining (j);

          •  environmental (k)

[2]   Information:   

          •  visual;  

          •  approximate measured;  

          •  detailed measurement of all specified features;  

          •  graphic;  

          •  instrumental  

[3]   Presenting:   

          •  orally;  

          •  in writing;  

          •  graphically;

          •  digitally




O06   Collect, analyse and present measured survey information 

O06.3   Analyse and present survey information 

	The Evidence - performance and process

Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the Ranges for the Element.

For the 'survey' Range all candidates are expected to produce evidence of competence in relation to at least two types of survey supported by knowledge of any other four survey types.  These should be the same types of survey for each Element of the qualification containing the 'survey' Range.  

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrate competence:

(1)
Survey information (all) [1,2] 

(2)
Analysis(ies) of survey information (c) [1,2]  

Process Evidence:


The candidate must produce observed evidence from the workplace covering the following item that is considered to be common and key/critical to demonstrating competence:

(1)   Presenting survey information, the commentary and any support information (d) [all] 


Simulations are not considered to be acceptable for producing evidence for this Element.


	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you collect together enough survey information to allow an accurate analysis to be made? (application) (a) [1,2]  

(2)
How do you check and verify the survey information and adjust the data to maintain accuracy and integrity? (application) (b) [1,2]  

(3)
How and why do you analyse the survey information? (analysis) (c) [1,2]  

(4)
How and why do you advise people using the survey information on how to interpret it? (synthesis) (e) [1]  

(5)
How do you present the survey information, the commentary and any support information? (application) (d) [2]  




Spatial Data Management Level 4 SDM4

The Unit:
SDM4/O07
Identify, assess and present spatial data 
The Standards that are part of this Unit
SDM4/O07.1
Identify mapping and data requirements
SDM4/O07.2
Assess and produce mapping data 
SDM4/O07.3
Present mapping data 
The Unit Commentary
This Optional Unit covers the candidate’s key responsibilities for ensuring that the necessary data is collected, processing and checking data, and presenting data. These responsibilities can be interpreted very widely, so that candidates can produce evidence of competence from a broad range of survey data management functions. 

Element 7.1 is concerned with identifying data needs and arranging for data to be collected  

Element 7.2  deals with the checking of data and putting it into a suitable format for use  

Element 7.3 is about processing and presenting mapping data

O07   Identify, assess and present spatial data 
O07.1   Identify mapping and data requirements
	Performance Criteria - this involves...
(a)
identifying what survey data is needed, how accurate the survey data needs to be and what survey data outputs are required from the mapping  

(b)
developing a clear and accurate method statement, a programme and a budget for the mapping, and agreeing them with the client 

(c)
choosing mapping methods and compilation sources which are suitable  

(d)
selecting, planning and scheduling processes for the collection of compilation material, the compiling and managing of data, and the presentation of results 

(e)
commissioning mapping by selecting people and organisations who are competent to do the work 


	The Range...
[1]   Survey:  

          •  Geographic Information Systems (a);

          •  measured building (b);

          •  engineering (c);

          •  topographical (d);

          •  boundary (e);

          •  hydrographical (f);

          •  geodetic (g);

          •  photogrammetric (h);

          •  underground utilities (i);

          •  tunnelling and mining (j);

          •  environmental (k)

[2]   Data:   

          •  accuracy;  

          •  precision;  

          •  cartographic;  

          •  format;  

          •  attributes;  

          •  data transfer;  

          •  metadata;  

          •  archival;  

          •  statutory  

[3]   Compilation material:  

          •  photographs;

          •  aerial photographs;

          •  remote sensed data;

          •  digital maps;

          •  maps;

          •  charts;

          •  plans;

          •  drawings;

          •  archive records;

          •  legal documents;

          •  computer records;

          •  Geographic Information Systems

[4]   Mapping:   

          •  cartographic;  

          •  thematic;  

          •  statistical;  

          •  digital;  

          •  Geographic Information Systems; 

          •  maps;  

          •  charts;  

          •  plans  




O07   Identify, assess and present spatial data 

O07.1   Identify mapping and data requirements

	The Evidence - performance and process

Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the Ranges for the Element.

For the 'survey' Range all candidates are expected to produce evidence of competence in relation to at least two types of survey supported by knowledge of any other four survey types.  These should be the same types of survey for each Element of the qualification containing the 'survey' Range.  

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following item that is considered to be common and routine to demonstrate competence:

(1)
Record(s) of identified survey data and output needs; an agreed method statement, programme and budget; chosen mapping methods and compilation sources; processes for the collection of compilation material and the compiling and management of data and presentation of results; and commissioned mapping (all) [all]  


Simulations are not considered to be acceptable for producing evidence for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
What do you identify as survey data and the level of accuracy needed and outputs required from the mapping? (understanding) (a) [1,4]   

(2)
How and why do you schedule processes for the collection of compilation material, the compiling and managing of data, and the presentation of results? (analysis) (d) [2,3] 

(3)
How and why do you develop a clear and accurate method statement, a programme and a budget for the mapping? (synthesis) (b) [2,4]  

(4)
How and why do you plan processes for the collection of compilation material, the compiling and managing of data, and the presentation of results? (synthesis) (d) [2,3] 

(5)
How and why do you agree with the client a method statement, a programme and a budget for the mapping? (evaluation) (b) [2,4]  

(6)
How and why do you choose mapping methods and compilation sources which are suitable? (evaluation) (c) [3,4] 

(7)
How and why do you select processes for the collection of compilation material, the compiling and mapping of data and the presentation of results? (synthesis) (d) [2,3] 

(8)
How and why do you commission mapping? (evaluation) (e) [4]  




O07   Identify, assess and present spatial data 
O07.2   Assess and produce mapping data 
	Performance Criteria - this involves...
(a)
reviewing and confirming that the mapping conforms to the present method statement 

(b)
selecting and using appropriate data standards   

(c)
identifying and implementing data security requirements for various applications and types of data   

(d)
identifying and implementing appropriate data quality assurance procedures and rejection criteria   

(e)
obtaining and agreeing terms for permission to use data, including copyright   

(f)
identifying the requirements for compilation material and maintaining complete and accurate compilation records and histories throughout the project   

(g)
checking data selected from all the specified sources and rejecting invalid data   

(h)
interpreting, analysing, extracting, compiling and computing data accurately and in a suitable form for processing and presentation   


	The Range...
[1]   Mapping:    

          •  cartographic;  

          •  thematic;  

          •  statistical;  

          •  digital;  

          •  Geographic Information Systems; 

          •  maps;  

          •  charts;  

          •  plans 

[2]   Data standards:    

          •  accuracy;  

          •  precision;  

          •  cartographic;  

          •  format;  

          •  attributes;  

          •  data transfer;  

          •  metadata;  

          •  archival;  

          •  statutory  

[3]   Compilation material:    

          •  photographs;  

          •  remote sensed data;  

          •  digital maps;  

          •  maps;  

          •  charts;  

          •  plans;  

          •  drawings;  

          •  archive records;  

          •  legal documents;  

          •  computer records;  

          •  geographic information systems 

[4]   Sources:    

          •  local authorities;  

          •  statutory authorities;  

          •  public utilities;  

          •  government departments;  

          •  consultative bodies (e.g. heritage bodies);  

          •  public and specialist libraries and archives;  

          •  client records;  

          •  site owners;  

          •  previous owners 




O07   Identify, assess and present spatial data 

O07.2   Assess and produce mapping data 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrate competence:

(1)
Review(s) of the mapping method statements (a) [1]  

(2)
Interpreted, analysed, extracted, compiled and computed mapping data (b,c,d,e,f,g,h) [all]  


Simulations are not considered to be acceptable for producing evidence for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you confirm that the mapping conforms to the present method statement? (application) (a) [1]  

(2)
How and why do you review that the mapping conforms to the present method statement? (analysis) (a) [1]  

(3)
What do you identify as data security requirements for various applications and types of data? (understanding) (c) [2]  

(4)
What do you identify as appropriate data quality assurance procedures and rejection criteria? (understanding) (d) [2] 

(5)
How do you use appropriate data standards? (application) (b) [2]   

(6)
How do you implement data security requirements for various applications and types of data? (application) (c) [2]   

(7)
How do you implement appropriate data quality assurance procedures and rejection criteria? (application) (d) [2]   

(8)
How and why do you select appropriate data standards? (evaluation) (b) [2]  

(9)
What do you identify as the requirements for compilation material? (understanding) (f) [3]   

(10)
How do you maintain complete and accurate compilation records and histories throughout the project? (application) (f) [3]   

(11)
How do you extract and compile data? (application) (h) [2,3]   

(12)
How and why do you analyse, compute and interpret data? (analysis) (h) [2,3]  

(13)
How do you obtain terms for permission to use data, including copyright? (application) (e) [2,3,4]  

(14)
How do you check data selected from all the specified sources? (application) (g) [2,4]  

(15)
How and why do you agree terms for permission to use data, including copyright? (evaluation) (e) [2,3,4]  

(16)
How and why do you reject invalid data? (evaluation) (g) [2,4]  




O07   Identify, assess and present spatial data 
O07.3   Present mapping data 
	Performance Criteria - this involves...
(a)
specifying the resources and software which will be needed to process the mapping data and to set up databases  

(b)
processing the data to provide the information and database formats which are required  

(c)
presenting the information clearly, accurately and in formats which are suitable for the intended use  

(d)
presenting the database, data system specification, commentary and support information in a suitable format for the intended use which will allow continuing maintenance  

(e)
providing advice on the use, interpretation, management and maintenance of the information, the database and the data system  


	The Range...
[1]   Mapping:    

          •  cartographic; 

          •  thematic;

          •  statistical; 

          •  digital; 

          •  Geographic Information Systems;

          •  maps;

          •  charts;

          •  plans

[2]   Processing the data - standards:    

          •  accuracy;  

          •  precision;  

          •  cartographic;  

          •  format;  

          •  attributes;  

          •  data transfer;  

          •  metadata;  

          •  archival;  

          •  statutory  




O07   Identify, assess and present spatial data 

O07.3   Present mapping data 

	The Evidence - performance and process
Taken as a whole, the evidence must show that the candidate consistently meets all the performance criteria, across the ranges for the Element.

References in brackets after items in the Evidence specification refer to the corresponding performance criteria, e.g. (a), and range, e.g. [1], to which they apply.

Product Evidence:

There must be workplace evidence against each performance criterion.  Where the workplace evidence does not cover a whole range, knowledge evidence must be provided to cover the remaining items of range for each relevant performance criterion.

The candidate must produce documentary evidence from the workplace covering the following items that are considered to be common and key/critical to demonstrate competence:

(1)
Specification(s) of the resources and software needed (a) [1]  

(2)
Record(s) of data processed and advice given(b,c,e) [2]  

(3)
Presented data, databases, data system specification, commentary and support information (c,d) [2]  


Simulations are not considered to be acceptable for producing evidence for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

Established from questioning the candidate or from industry recognised education and training course assessment which is matched to the Element.  A candidate's knowledge and understanding can also be demonstrated through presented performance evidence.

(1)
How do you specify the resources and software which will be needed to process the mapping data and to set up databases? (evaluation) (a) [all]  

(2)
How do you process the data to provide the information and database formats which are required? (application) (b) [2]   

(3)
How do you present the information? (application) (c) [2]  

(4)
How do you present the database, data system specification, commentary and support information? (application) (d) [2]  

(5)
How do you provide advice on the use, interpretation, management and maintenance of the information, the database and the data system? (synthesis) (e) [2]  




Spatial Data Management Level 4 SDM4

The Unit:
SDM4/O08
Establish and manage the effective use of resources
The Standards that are part of this Unit
SDM4/O08.1
Make proposals for expenditure on programmes of work 
SDM4/O08.2
Agree budgets for programmes of work 
SDM4/O08.3
Control expenditure and activities against budgets 
The Unit Commentary
This Optional Unit covers the candidate’s key responsibilities for controlling project budgets. These responsibilities

can be interpreted very widely, so that candidates can produce evidence of competence from a broad range of survey data

management functions.

Element 8.1 is about developing and presenting proposals for expenditure which take account of input from other people, past expenditure, and factors likely to affect future expenditure

Element 8.2 is concerned with producing, agreeing and presenting budget proposals

Element 8.3 deals with the monitoring of expenditure and taking corrective action in instances of significant budgetary variations

O08   Establish and manage the effective use of resources
O08.1   Make proposals for expenditure on programmes of work 
	Performance Criteria - this involves...
(a)
giving opportunities to relevant people to help develop your proposals for expenditure   

(b)
ensuring proposals take account of past expenditure   

(c)
ensuring your proposals take account of trends, developments and other factors likely to affect future expenditure   

(d)
ensuring your proposals clearly show how the programme contributes to organisational objectives and strategies   

(e)
ensuring your proposals include targets, standards and monitoring methods   

(f)
ensuring your proposals contain a financial justification and sufficient, valid information to allow your proposals to be evaluated realistically   

(g)
presenting your proposals to relevant people in an appropriate format and at an appropriate time  


	The Range...
[1]   Relevant people:    

          •  team members;  

          •  colleagues working at the same level;  

          •  higher-level managers or sponsors;  

          •  financial specialists;  

          •  people outside your organisation  

[2]   Expenditure:    

          •  supplies of goods;  

          •  supplies of services;  

          •  people;  

          •  overhead expenses;  

          •  capital equipment;  

          •  premises 

[3]   Proposals:    

          •  medium term;  

          •  long term  




O08   Establish and manage the effective use of resources

O08.1   Make proposals for expenditure on programmes of work 

	The Evidence - performance and process

Product Evidence:

(1)
You must also show evidence that you make both types of proposals (all) [3]  

(2)
You must prove that you make proposals for expenditure on programmes of work to the National Standard of competence (all) [all]  

(3)
You must show evidence that your recommendations cover at least two types of expenditure (a,b,c) [2]  

(4)
You must show evidence that you seek contributions from two types of relevant people (a,g) [1]  

(5)
You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of relevant people and expenditure, listed above  


Your evidence must be the result of real work activities undertaken by yourself.  Evidence from simulated activities is not acceptable for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

(1)
Analytical techniques:  

(1.1)
how to analyse expenditure on programmes of work in the past and use the results to improve future use;  

(1.2)
how to carry out cost-benefit analyses in regard to  expenditure;  

(1.3)
how to decide on targets, standards and monitoring methods.  

(2)
Communication:   

(2.1)
how to develop and argue an effective case for  expenditure.  

(3)
Information handling:   

(3.1)
the kinds of trends and developments which might influence future expenditure;  

(3.2)
how to collect and validate information required to evaluate a case for expenditure;  

(3.3)
the types of information required to make decisions on expenditure.  

(4)
Involvement and motivation:  

(4.1)
how to enable people to contribute to proposals.  

(5)
Organisational context:   

(5.1)
the organisational objectives and strategies relevant to the programmes of work;  

(5.2)
the procedures which need to be followed to make  expenditure proposals; 

(5.3)
source management; 

(5.4)
the importance of expenditure planning to organisational efficiency and your role and responsibility in relation to this;  

(5.5)
the principles which underpin effective expenditure planning. 




O08   Establish and manage the effective use of resources
O08.2   Agree budgets for programmes of work 
	Performance Criteria - this involves...
(a)
giving relevant people opportunities to participate in negotiating and agreeing budgets for programmes of work   

(b)
producing budget proposals which are clear, concise and emphasise the benefits to your organisation   

(c)
presenting budget proposals in a way which reflects the commitment of those who will be responsible for the programmes of work   

(d)
basing budget proposals on an accurate interpretation of valid data and a realistic evaluation of risk   

(e)
clarifying and resolving any areas of uncertainty and disagreement over the proposed budget   

(f)
negotiating budgets in a way which maintains good relationships with relevant people   

(g)
completing your budget negotiations within agreed time scales   

(h)
providing relevant people with accurate information on budget decisions in a manner and at a time which is likely to ensure their co-operation and confidence  


	The Range...
[1]   Budgets:    

          •  for programmes of work within your area of responsibility;  

          •  for sharing of overhead charges with others 

[2]   Relevant people:    

          •  team members;  

          •  colleagues working at the same level as yourself;  

          •  higher-level managers or sponsors;  

          •  financial specialists;  

          •  people outside your organisation  




O08   Establish and manage the effective use of resources

O08.2   Agree budgets for programmes of work 

	The Evidence - performance and process

Product Evidence:

(1)
You must prove that you agree budgets for programmes of work to the National Standard of competence. (all) [all]   

(2)
You must show evidence that you agree both types of budgets (all) [1]   

(3)
You must show evidence that you can involve two types of relevant people in negotiations and provide them with information on budget decisions (a,c,f,h) [2]   

(4)
You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of relevant people. (a,h) [2]  


Your evidence must be the result of real work activities.  Evidence from simulated activities is not acceptable for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

(1)
Analytical techniques:   

(1.1)
how to analyse the possible risks to the organisation associated with proposed budgets.  

(2)
Budgets:   

(2.1)
the importance of clear and accurate budgets to the running of programmes of work and your role and responsibility in relation to this;  

(2.2)
the principles of budgeting and how to apply them;  

(2.3)
the importance of gaining agreement to budgets and how to carry out budget negotiations;  

(2.4)
areas of uncertainty and disagreement which may occur when agreeing budgets and how to resolve these in a way which is satisfactory to those involved in the decision making process.  

(3)
Communication:   

(3.1)
how to present budgets in a way which is likely to gain the support of key decision makers;  

(3.2)
how to communicate budget information effectively to relevant people.  

(4)
Information handling:   

(4.1)
the types of information required to develop budgets and how to validate these.  

(5)
Involvement and motivation:  

(5.1)
how to encourage and enable people to take part in the negotiation and agreement of budgets for programmes of work;  

(5.2)
how to gain the commitment of team members to proposed budget.  




O08   Establish and manage the effective use of resources
O08.3   Control expenditure and activities against budgets 
	Performance Criteria - this involves...
(a)
giving opportunities to team members to take individual responsibility for monitoring and controlling expenditure and activities against budgets   

(b)
ensuring your methods of monitoring expenditure and activities against budgets are reliable and comply with your organisations requirements   

(c)
monitoring expenditure and activities against agreed budgets at appropriate intervals   

(d)
controlling expenditure in line with budgets and the requirements of your organisation   

(e)
taking prompt corrective action in response to actual or potential significant variations from budgets in line with your organisations requirements   

(f)
referring requests for expenditure outside your responsibility promptly to the appropriate people   

(g)
ensuring your records of activities against budgets are complete, accurate and available to authorised people only  


	The Range...
[1]   Budgets:    

          •  for programmes of work in your area of responsibility;  

          •  for the sharing of overhead charges with others 

[2]   Monitoring:    

          •  considering oral information from others; 

          •  examining written information from others;  

          •  examining financial information  

[3]   Expenditure:    

          •  supplies of goods;  

          •  supplies of services;  

          •  people;  

          •  overhead expenses;  

          •  capital equipment;  

          •  premises 

[4]   Corrective action:    

          •  altering activities;  

          •  rescheduling expenditure;  

          •  altering budget allocations within limits of responsibility;  

          •  renegotiating budgets 




O08   Establish and manage the effective use of resources

O08.3   Control expenditure and activities against budgets 

	The Evidence - performance and process

Product Evidence:

(1)
You must also show evidence that you use two types of corrective action (e) [4]   

(2)
You must prove that you control expenditure and activities against budgets to the National Standard of competence (all) [all]  

(3)
You must show evidence that you control both the types of budgets (a,b,c,d,e,g) [1]  

(4)
You must show evidence that you control expenditure on two types of items (a,b,c,d,f) [3]   

(5)
You must show evidence that you use two of the  types of monitoring (a,b,c) [2]  


Your evidence must be the result of real work activities undertaken by yourself.  Evidence from simulated activities is not acceptable for this element.

(6)
You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of budgets, monitoring, expenditure and corrective action (all) [all]  

Process Evidence:

None applicable
	Evidence: knowledge and understanding

(1)
Budgets:   

(1.1)
the importance of budgetary control to organisational efficiency and your role and responsibility in relation to this;  

(1.2)
the principles which underpin effective budgetary control and how to apply them;  

(1.3)
the variations from the planned budget which may occur, how to identify these and what forms of  corrective action you should take in response to them; 

(1.4)
the requests for expenditure outside your area of responsibility which may be required and the procedures to follow in response to these.  

(2)
Formation handling:   

(2.1)
the importance of accurate and comprehensive records of activities against budgets and how to ensure these are kept.  

(3)
Involvement and motivation:   

(3.1)
how to encourage and enable team members to take responsibility for monitoring and controlling activities against budgets.  

(4)
Organisational context:   

(4.1)
your organisations requirements for budgetary monitoring and control.  




Spatial Data Management Level 4 SDM4

The Unit:
SDM4/O09
Develop teams and individuals to enhance performance
The Standards that are part of this Unit
SDM4/O09.1
Plan the development of teams and individuals 
SDM4/O09.2
Support individual learning and development 
SDM4/O09.3
Allocate work to teams and individuals 
SDM4/O09.4
Agree objectives and work plans with teams and individuals 
SDM4/O09.5
Assess the performance of teams and individuals 
The Unit Commentary
This Optional Unit covers the candidate’s key responsibilities for giving opportunities to colleagues by planning work, and supporting colleagues to achieve their objectives through assessment and feedback.  These responsibilities can be interpreted very widely, so that he/she can produce evidence of competence from a broad range of surveying functions.

Element 9.1 is about developing, presenting and updating, regularly, plans for development of teams and individuals which reflect the needs of personnel and the organisation

Element 9.2 is about supporting individuals to develop their skills and providing feedback on their development

Element 9.3 concerns allocating work in a way which is appropriate to the organisation, and involves effective communication to individual team members

Element 9.4 is about developing work plans.  This involves allowing colleagues to give input and keeping them informed, as well as ensuring that plans are appropriate to the organisational context.

Element 9.5 deals with making and communicating an assessment of colleagues’ work.

O09   Develop teams and individuals to enhance performance
O09.1   Plan the development of teams and individuals 
	Performance Criteria - this involves...
(a)
ensuring your plans reflect the identified training and development needs of all the personnel you are responsible for   

(b)
ensuring your plans contain clear, relevant and realistic development objectives   

(c)
ensuring your plans clearly identify the processes you will use and the resources you need    

(d)
ensuring your plans are capable of being implemented within the defined timescales    

(e)
where resources are insufficient to meet all identified needs, ensuring your plans accurately reflect organisational priorities   

(f)
presenting your plans to relevant people in an appropriate and timely manner   

(g)
updating your plans regularly after discussion and agreement with relevant people  


	The Range...
[1]   Personnel:    

          •  internal;  

          •  permanent;  

          •  full-time;  

          •  paid;  

          •  external;  

          •  temporary;  

          •  part-time;  

          •  voluntary  

[2]   Relevant people:    

          •  team members;  

          •  colleagues working at the same level as yourself;  

          •  higher-level managers or sponsors; 

          •  specialists  




O09   Develop teams and individuals to enhance performance

O09.1   Plan the development of teams and individuals 

	The Evidence - performance and process

Product Evidence:

(1)
You must prove that you plan the development of teams and individuals to the National Standards of Competence (all) [all]   

(2)
You must show evidence that you present your plans to at least two types of relevant people (f) [2]  

(3)
You must show evidence that your plans meet the development needs for at least four types of personnel (a) [1]  

(4)
You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of relevant personnel and relevant people (all) [all]  


Your evidence must be the result of real work activities undertaken by yourself.  Evidence from simulated activities is only acceptable for performance criterion (e) in this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

(1)
Communication:   

(1.1)
how to present your plan in a way which will positively influence the decision-making of relevant people.  

(2.1)
the importance of equality of opportunity in planning the development of team members 

(2)
Equal opportunities: 

(3)
Involvement and motivation: 

(3.1)
the importance of agreeing development plans with those involved, and processes which may be used to achieve such agreement. 

(4.1)
the correct procedures for presenting plans for the development of teams and individuals. 

(4)
Organisational context: 

(5)
Planning: 

(5.1)
planning how to develop effective and realistic plans for individual and team development; 

(5.4)
the principles of good practice which underpin human resource development; 

(5.2)
planning how to develop effective and realistic plans for individual and team development;  

(5.3)
the improvement of effective planning to human resource development; 

(6.1)
the team development needs which you have identified, and how your plans will help to meet these; 

(6.2)
 the importance of prioritising development activities and how to do this. 

(6)
Training and Development: 




O09   Develop teams and individuals to enhance performance
O09.2   Support individual learning and development 
	Performance Criteria - this involves...
(a)
providing support which is consistent with the individual's needs, their objectives and preferred learning styles  

(b)
providing support which takes account of the individual's work constraints and overall team objectives  

(c)
giving all team members equal access to support relevant to their learning needs   

(d)
monitoring the individual's learning and development carefully so that you can modify support promptly, according to their needs  

(e)
encouraging, collecting and responding constructively to feedback from individuals on the quality of support you provide   

(f)
giving feedback to individuals at points most likely to reinforce their learning and development   

(g)
giving feedback which is accurate, objective and helpful   

(h)
identifying and removing any obstacles to learning effectively and with the agreement of the individuals involved  


	The Range...
[1]   Support:    

          •  mentoring;  

          •  coaching;  

          •  provision of learning opportunities at work  

[2]   Individuals:    

          •  team members;  

          •  colleagues working at the same level as yourself;  

          •  people working in another team whom you have been asked to support;  

          •  people working temporarily in your organisation  




O09   Develop teams and individuals to enhance performance

O09.2   Support individual learning and development 

	The Evidence - performance and process

Product Evidence:

(1)
You must also show evidence that you support at least one type of individual  

(2)
You must prove that you support individual learning and development to the National Standards of Competence 

(3)
You must show evidence that you provide at least two types of support   

(4)
You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of support and individuals  


Your evidence must be the result of real work activities undertaken by yourself.  Evidence from simulated activities is only acceptable for performance criterion (h) in this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

(1)
Equal opportunities:   

(1.1)
the importance of equality of opportunity in implementing development activities and how to ensure this; 

(1.2)
monitoring and evaluation;  

(1.3)
the importance of monitoring individual progress;  

(1.4)
how to monitor and evaluate individual progress and make adjustments according to a range of factors which you identify; 

(1.5)
the importance of gathering feedback on the quality of support you provide;  

(1.6)
how to encourage and enable the individuals you support to provide useful feedback;  

(1.7)
the importance of providing accurate, objective and constructive feedback to individuals on their progress;  

(1.8)
how to provide feedback according to the individual and the circumstances.  

(2)
Providing support:   

(2.1)
the importance of managers supporting individual learning and development;  

(2.2)
the types of support for individual learning and development which your team members may need;  

(2.3)
the importance of ensuring that methods of support fit the individuals needs, objectives and preferred learning styles;  

(2.4)
how to choose methods of support which are appropriate to individuals' needs;  

(2.5)
the range of obstacles to learning and development which individuals may encounter, how to identify these and strategies to use in response to them.  




O09   Develop teams and individuals to enhance performance
O09.3   Allocate work to teams and individuals 
	Performance Criteria - this involves...
(a)
giving opportunities to your team members for recommending how you should allocate work within the team   

(b)
allocating work making the best use of your team's resources and the abilities of all its members  

(c)
allocating work providing your team members with suitable learning opportunities to meet their personal development objectives   

(d)
allocating work consistently with your team's objectives, and the objectives, policies and values of your organisation  

(e)
clearly defining the responsibilities of your team and its individual members, and the limits of their authority   

(f)
providing sufficient information when allocating work in a manner and at a level and pace appropriate to the individuals concerned   

(g)
confirming team and individual understanding of, and commitment to, work allocations at appropriate intervals   

(h)
reaching agreement with relevant people on the prioritisation of objectives or reallocation of resources, where team resources are insufficient   

(i)
informing your team and its members of changes to work allocations in a way which minimises the impact on time, cost and inconvenience   


	The Range...
[1]   Allocating work in the contexts of:    

          •  normal working;  

          •  emergencies  

[2]   Information:    

          •  spoken;  

          •  written;  

          •  graphical  

[3]   Relevant People:    

          •  team members;  

          •  colleagues working at the same level as yourself;  

          •  higher-level managers or sponsors;  

          •  customers;  

          •  suppliers 




O09   Develop teams and individuals to enhance performance

O09.3   Allocate work to teams and individuals 

	The Evidence - performance and process

Product Evidence:

(1)
You must also show evidence that you reach agreement with at least two types of relevant people 

(2)
You must prove that you allocate work to teams and individuals to the National Standards of Competence 

(3)
You must show evidence that you make allocations covering both contexts 

(4)
You must show evidence that you provide at least two types of information 

(5)
You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of information and relevant people 


Your evidence must be the result of real work activities undertaken by yourself.  Evidence from simulated activities is only acceptable for performance criterion (h) in this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

(1)
Communication:   

(1.1)
the importance of defining and communicating team and individual responsibilities clearly;  

(1.2)
how to communicate team and individual responsibilities clearly to those involved;  

(1.3)
how to develop and present work plans using spoken, written and graphical means.  

(2)
Delegation:   

(2.1)
the importance of the effective allocation of work to your teams performance and your role and responsibilities in relation to this;  

(2.2)
the factors which you need to consider when allocating work to individuals within the team;  

(2.3)
how to match the allocation of work to learning needs and individual development plans;  

(2.6)
how to prioritise and re-prioritise work allocations according to resource availability; 

(2.4)
how your changes to work allocations and negotiations around them can impact on cost, time and convenience; 

(2.5)
involvement and motivation; 

(2.7)
why your team members should have the opportunity to recommend work allocations;  

(2.8)
how to encourage and enable team members to provide suggestions on the allocation of work and be committed to their responsibilities.  

(3)
Organisational context:   

(3.1)
your team objectives, and the organisational policies and values which have a bearing on the allocation of work within your team;  

(3.2)
the relevant people with whom negotiations on the allocation of resources need to take place.  




O09   Develop teams and individuals to enhance performance
O09.4   Agree objectives and work plans with teams and individuals 
	Performance Criteria - this involves...
(a)
giving opportunities to your team members to help defining their own objectives and work plans   

(b)
developing objectives and work plans which are consistent with team and organisational objectives and agreeing these with all personnel in your area of responsibility   

(c)
ensuring the objectives, work plans and schedules are realistic and achievable within organisational constraints   

(d)
ensuring the objectives and work plans take account of team members abilities and development needs   

(e)
explaining the objectives and work plans in sufficient detail and at a level and pace appropriate to your individual team members   

(f)
confirming team and individual understanding of, and commitment to, objectives and work plans at appropriate intervals   

(g)
providing advice and guidance on how to achieve objectives in sufficient detail and at times appropriate to the needs of teams and individuals  

(h)
updating the objectives and work plans regularly and taking account of any individual, team and organisational changes  


	The Range...
[1]   Team members:    

          •  people for whom you have line responsibility;  

          •  people for whom you have functional responsibility  

[2]   Objectives and work plans:    

          •  short-term;  

          •  medium-term;  

          •  long-term  

[3]   Organisational constraints:    

          •  organisational objectives;  

          •  organisational policies;  

          •  resources 




O09   Develop teams and individuals to enhance performance

O09.4   Agree objectives and work plans with teams and individuals 

	The Evidence - performance and process

Product Evidence:

(1)
You must also show evidence that you take account of all types of organisational constraints 

(2)
You must prove that you agree objectives and work plans with teams and individuals to the National Standards of Competence 

(3)
You must show evidence that you agree at least two types of objectives and work plans 

(4)
You must show evidence that you involve and plan work with at least one type of team member 


You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of team member, and objectives and work plans.

Your evidence must be the result of real work activities undertaken by yourself.  Evidence from simulated activities is not acceptable for this Element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

(1)
Communication:   

(1.1)
the importance of good communication when explaining objectives and work plans.  

(2)
Involvement and motivation:   

(2.1)
the importance of consulting with team members and achieving consensus and agreement on  objectives and work plans;  

(2.2)
how to encourage and enable team members to define their own work objectives and plans;  

(2.3)
how to gain the commitment of team members to  objectives and work plans;  

(2.4)
the types of issues on which your team members may need advice and guidance.  

(3)
Organisational context:   

(3.1)
the organisational objectives and constraints which have a bearing on objectives and work;  

(3.2)
planning;  

(3.3)
how to identify and devise objectives and work plans for the short, medium and long term;  

(3.4)
the importance of agreeing objectives and work plans which are realistic and achievable;  

(3.5)
how to match objectives and work plans with individuals abilities and development needs;  

(3.6)
the importance of regularly updating objectives and work plans;  

(3.7)
the difference between someone who is within the manager's line management control and someone for whom the manager has functional responsibility, and the implications this difference may have for planning work.  




O09   Develop teams and individuals to enhance performance
O09.5   Assess the performance of teams and individuals 
	Performance Criteria - this involves...
(a)
clearly explaining the purpose of monitoring and assessment to all those involved   

(b)
giving opportunities to teams and individuals to monitor and assess their own performance against objectives and work plans   

(c)
monitoring the performance of teams and individuals at times most likely to maintain and improve effective performance   

(d)
assessing the performance of teams and individuals based on sufficient, valid and reliable information   

(e)
carrying out your assessments objectively, against clear, agreed criteria   

(f)
assessing taking due account of the personal circumstances of team members and the organisational constraints on their work  


	The Range...
[1]   Purpose:    

          •  assuring that objectives have been achieved;  

          •  assuring that quality and customer requirements have been met;  

          •  appraising team or individual performance;  

          •  assessing performance for reward;  

          •  recognising competent performance and achievement  

[2]   Monitoring and assessment:    

          •  specific to one activity or objective;  

          •  general to overall performance of the team or individual  

[3]   Information:    

          •  qualitative;  

          •  quantitative  

[4]   Organisational constraints:    

          •  organisational objectives;  

          •  organisational policies;  

          •  resources  




O09   Develop teams and individuals to enhance performance

O09.5   Assess the performance of teams and individuals 

	The Evidence - performance and process

Product Evidence:

(1)
You must also show evidence that you take account of all types of organisational constraints 

(2)
You must prove that you assess the performance of teams and individuals to the National Standard of competence 

(3)
You must show evidence that you use at least one type of monitoring and assessment 

(4)
You must show evidence that you use both types of information 

(5)
You must show evidence that your assessments have at least two types of purpose 


You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of purpose, monitoring and assessment.

Your evidence must be the result of real work activities undertaken by yourself.  Evidence from simulated activities is not acceptable for this element.

Process Evidence:

None applicable
	Evidence: knowledge and understanding

(1)
Communication:   

(1a)
the importance of being clear yourself about the  purpose of monitoring and assessment and communicating this effectively to those involved. 

(2)
Continuous improvement:  

(2a)
the importance of monitoring and assessing the ongoing performance of teams and individuals;  

(2b)
different purposes of work monitoring and assessment;  

(2c)
how to make fair and objective assessments;  

(2d)
how to monitor and assess the performance of teams and individuals;  

(2e)
the standards against which work is to be assessed;  

(2f)
the information needed to assess the performance of teams and individuals.  

(3)
Information handling:   

(3a)
how the necessary information should be gathered and validated.  

(4)
Involvement and motivation:   

(4a)
the importance of providing opportunities to team members to monitor and assess their own work, and how to enable this.  

(5)
Organisational context:   

(5a)
the organisational constraints which may affect the achievement of objectives.  

(6)
Providing support:   

(6a)
the types of personal circumstances which may impact on individual performance. 
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