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1. About the BIIAB Level 3 Diploma In Business Improvement
Techniques

BIIABis regulated to deliver this qualification by Ofqual, Qualifications Wales and CCEA Regulations
in England, Wales and NorthernIreland respectively. The qualification has aunique Qualification
Number (QN) whichis shown below. Each unit within the qualification will also have aregulatory
Unit Reference Number (URN).

The QN code will be displayed on the final certificate for the qualification.

Qualificationtitle Qualification Number Qualifications Wales
(QN) Approval/Designation
Number
BIIAB Level 3 DiplomaIn Business 601/6603/4 C00/0753/9
Improvement Techniques

The BIIAB Level 3 Diploma In Business Improvement Techniques has been designed to allow learners
to obtain and then demonstrate the knowledge to work effectively and flexibly with abusiness
improvementrole.

2. About this pack

This support pack has been developed to provide guidanceforlearners, assessors and verifiers
undertaking, delivering, or quality assuring this qualification.

The purpose of the support packis to provide the majority of the key information that may be
neededto prepare for, and help support, the successful delivery of the qualification, in one place.
If this packis updated, centres will be notified via the BIIAB monthly newsletter which goes to
approved centres.
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3. BIIAB Customer Service

BIIABis committed to giving the highest possible levels of customer service. The BIIAB’s Service
Level Agreementisavailable via www.biiab.org.

Our CustomerService team can be contacted between the hours of 0900 and 1700 Monday to
Friday by usingthe contact details below, oroutside those hours by leavinga message on our
voicemail service.

CustomerService Contact Details:
e Phone: 01276 684449
e Email: customersupport@bii.org

Our Customer Service team willbe happy to assist with any administration-related enquiries you
may have. For example:

e registrationand certification enquiries

e re-certificationissues

e Centresavailableinthe local area

e appeals

e whistleblowing.

4. What are Rules of Combination (ROC)?

Under the Regulatory Framework qualifications can be made up of a combination of mandatory
and/oroptional units. The units and credits required to complete a qualification are set out by the
rules of combination (RoC). The RoCallows for flexibility and transferability.

The ROC will specify:

e Thetotal creditvalue of the qualification
o Theamount of creditthat must be achieved within specificgroupings of units (e.g.
Mandatory, Optional Unit, and Optional groups)

e The minimum credit which must be achieved at the level or above the level of the
gualification

e The Total Qualification Time (TQT)

e Thetitle, UnitRegulation Numberand BIIAB Unit numberfor each unit, alongside itslevel,
credit, and Guided Learning Hours (GLH)

e Any barred units (units that cannot be taken together as part of the qualification).

When choosingthe appropriate route fora learnerorgroup of learners, itis the responsibility of the
centre to ensure the rules of combination are adhered to.
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5. BIIAB Level 3 Diploma In Business Improvement Techniques Rules
of Combination (ROC) and structure

To achieve the BIIAB Level 3 Diploma In Business Improvement Techniques learners must gaina
total of 40 credits. This must consist of 25 credits fromthe 5 mandatory unitsin Group A and
achieve 5 credits from Optional Group B1, 5 credits from Optional Group B2 and 5 creditsfrom
Optional Group B3:

Minimum total credit: 40

Mandatory group A minimum credit: 25

Optional unitgroups B1 and B2 and B3 minimum credit: 15. This must consist of:

The qualification has been developed based uponindustry feedback as to the fundamental

knowledge required toworkin the sector at the level.

Listed below are the qualification units.

Mandatory Group A

Unit no

BIT29

BIT30

BIT31

BIT32

BIT33

Version 2 © BIIAB January 2018

o Optional group B1 minimum credit: 5
o Optional group B2: A further5 credits from units not achieved within Optional
Group B1
o Optional group B3: A further5 credits from units not achieved within Optional
Group B1 or Optional Group B2
o Unit achievement of credit can only be used once within this qualification
GLH: 170
TQT: 400

URN Unit Title Credit Level GLH Assessment
Method
1/503/5819 Understand the application of workplace 5 3 26 Assessment
organisation techniques Knowledge
Module
1/503/5822 Understandingthe application of 5 3 24 Assessment
continuous improvement techniques- Knowledge
Kaizen Module
R/503/5824 Understandingthe development of visual 5 3 18 Assessment
management systems Knowledge
Module
T/503/5816 Understandingthe leading of effective 5 3 28 Assessment
teams Knowledge
Module
T/503/5833 Understandingthe application of 5 3 18 Assessment
statutory regulations and organisational Knowledge
safety requirements Module

www.biiab.org
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Optional Group B1

Unit no URN Unit Title Credit

BIT34 D/503/5826 Understanding how to carryout problem 5
solvingactivities

BIT35 Y/503/5825 Understand the creation of flexible 5
production and manpower systems

Optional Group B2

Unit no URN Unit Title Credit

BIT36 H/503/5827 Understandingthe process of analysing 5
and selecting parts for improvement

BIT37 K/503/5828 Understandingthe application of set-up 5
reduction techniques

BIT38 K/503/5831 Understandingthe creation of standard 5
operating procedures

BIT39 M/503/5829 Understandingthe application of flow 5
processes analysis

BIT40 Y/503/5825 Understand the creation of flexible 5
production and manpower systems

BIT34 D/503/5826 Understanding how to carryout problem 5
solvingactivities

Optional Group B3

Unit no URN Unit Title Credit

BIT34 D/503/5826 Understanding how to carryout problem 5
solvingactivities

BIT36 H/503/5827 Understandingthe process of analysing 5
and selecting parts for improvement

BIT37 K/503/5828 Understandingthe application of set-up 5
reduction techniques

BIT38 K/503/5831 Understandingthe creation of standard 5
operating procedures

BIT39 M/503/5829 Understandingthe application of flow 5
processes

BIT35 Y/503/5825 Understand the creation of flexible 5
production and manpower systems

Barred Unit

Unit Barred Against

Understand the creation of flexible productionand
manpower systems (Y/503/5825)

Version 2 © BIIAB January 2018

Level

Level

Level

GLH

20

20

GLH

18

26

18

20

20

20

GLH

20

18

26

18

20

20

BIIAB

Assessment
Method
Centre
devised
Centre
devised

Assessment
Method
Centre
devised
Centre
devised
Centre
devised
Centre
devised
Centre
devised
Centre
devised

Assessment
Method
Centre
devised
Centre
devised
Centre
devised
Centre
devised
Centre
devised
Centre
devised

Understanding how to carry out problem solving
activities (D/503/5826)
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6. Age Restriction

The BIIAB Level 3 Diploma In Business Improvement Techniques is appropriate foruse inthe
following age ranges:

e 16-18

o 19+,

7. Entry Requirements and Progression

There are no entry requirements for this qualification. However, learners must be assessed to
ensure they have areasonable chance of achievementand will be able to generate the required
evidence.

The qualificationis designed to equip learners with the knowledge and understanding to work
effectively within abusinessimprovementrole, and the principles to work effectively. Italso will
allow fora number of progression routes toemploymentand into otherareas of learning.

Achievement of the qualification offers opportunities for progression, including:

e Level 3 apprenticeshipin Business-Improvement Techniques
e 601/4601/1 BIIAB Level 4 Diplomain Management
e Employmentopportunities and career progression.
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8. Assessment

Overview of assessment strategy

The qualification contains knowledge units. These units are respectively assessed by both
Assessment Knowledge Modules (AKMs) and centre devised assessments internally set. The AKMs
are internally marked assessments, containing aseries of questions, marked and internally verified
by the centre and with external verification by the BIIAB External Quality Assurer (EQA). The centre
devised assessments are internally set assessments that are internally verified by the centre and
with external verifiers.

Assessments provided by BIIAB will ensure that effectivelearning has taken place and that learners
have the opportunity to:

e Meetthe assessmentcriteria
e Achievethelearningoutcomes.

Assessment process

Assessmentisthe process used to judge the competence, of alearner, against set standards.

The assessoristhe personwhoisresponsible for determininglearners’ competence. The assessor
may be a work place supervisor oran external person whoistrained and qualified, orworking
towards a qualification relevant to the assessorrole.

Assessors base theirjudgement on performance and decide how it compares to the national
standard. The assessorwill also ask questions based on the knowledge required to do the work, to
ascertainthe knowledgeand understanding of the learner.

When the required units have been completed and the assessoris satisfied that the learner has met
the national standard, a recommendation fora certificate will be made.

An Internal Quality Assurer (IQA) is responsible for the quality assurance of the qualifications within
the training organisation and will provide advice, guidance and support tothe assessors. 1QAs also
ensure thatthe assessors apply the standards consistently and fairly. The IQA will see review the
portfolio of evidence during the assessment process.

An External Quality Assurer (EQA), whois appointed by BIIAB, will verify the assessmentand internal
verification decisions involved in the development of the portfolio. The EQA will quality assure the
gualification process, which ensures that certification of the qualificationis reliable, consistent and
to the national standard, by checking the consistency of assessments made by the training provider,
and across training providers.
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Requirements of Assessors, Expert Witnesses, Internal and External Quality Assurers
Candidates may be assessed, moderated or verified either by one or several appointed individuals.

Assessors - The primary responsibility of an assessoristo assess candidates’ performance inarange
of tasks and to ensure the evidence submitted by the candidate meets the requirements of the
assessmentcriteria. Itisimportant thatan assessor can recognise occupational competenceas
specified by the national standard. Assessors therefore need to have athorough understanding of
assessmentand quality assurance practices, as wellas have in-depth technical understanding related
to the qualifications for which they are assessing candidates. To be able to assess candidates,
assessors must:

e holdan appropriate qualification, as specified by the appropriate regulatory authority,
confirming their competence to assess candidates undertaking competence -based units and
gualifications. Assessors holding older qualifications must be able to demonstrate that they
are assessingtothe current standards;

OR

e beworkingtoward an appropriate qualification, as specified by the appropriate regulatory
authority. Any assessors working towards an appropriate qualification mustensure their
decisions are countersigned by a suitably-qualified assessor/verifierand should be
supported by a qualified assessor throughout their training period.

e have aworkingknowledge of the process, techniques and procedures wherebusiness
improvementtechniques have beenimplemented. Assessors must provide current evidence
of competence, knowledge and understandingin the areas to be assessed. This will normally
be achieved through demonstrating competence inthe roles which are to be assessed, or
demonstrated by relevant experience and continuing professional development (CPD) which
may include the achievement of qualifications relevant to the areas being assessed.

e havea full and current understanding of the National Occupational Standards, units of
competence and requirements of the qualifications being assessed, including the quality of
assessmentandthe assessment process. Itisthe responsibility of approved centres to
selectand appoint assessors.

Expert Witnesses—Witnesses don’t have to be “expert”. They can be drawn from a wide range of
people who can attest to the candidate’s performance in the workplace, such as line managers,
experiences workplace colleagues, customers orclients. They need to:

e provide awrittenstatementaboutthe quality and authenticity of the candidate’s work
e have first-hand experience of the candidate’s performance and understanding.

As the assessment decision lies with the Assessor, itis their responsibility to verify thisand, where
challenged, to justify theiracceptance of third party 'witness testimony'to the Internal Quality
Assurer.

Version 2 © BIIAB January 2018 7 www.biiab.org
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Internal Quality Assurer (IQA) - A primary responsibility of IQAs is to assure the quality and
consistency of assessments by the assessors forwhomthey are responsible. IQAs therefore need to
have a thorough understanding of quality assurance and assessment practices, aswell as sufficient
technical understanding related to the qualifications that they are internally verifying. It will be the
responsibility of the approved centre toselectand appoint IQAs.

IQAs must:

e holdan appropriate qualification, as specified by the appropriate regulatory authority,
confirming their competence tointernally verify competence-based assessments and
candidates. IQAs holding older qualifications must be able to demonstrate that they are
verifyingtothe current standards

OR

e beworkingtowardan appropriate qualification, as specified by the appropriate regulatory
authority. If an IQA is working towards an appropriate qualification, his/her decisions must
be countersigned by asuitably qualified IQA and should be supported by a qualified IQA
throughoutthe training period.

e have aworking knowledge of the process, techniques and procedures where business
improvement techniques have beenimplemented. IQAs must demonstrate sufficientand
currentunderstanding of the qualifications to be internally verified, and know how they are
appliedinbusiness.

e demonstrate competent practice ininternal verification of assessment, and demonstrate
understanding of the principles and practices of internal verification of assessment, including
the quality of assessmentand the assessment process.

External Quality Assurer (EQA) - The primary responsibility of EQAs is to assure quality of internal
verification and assessments across the centres for which they are responsible. EQAs must have a
thorough understanding of quality assurance and assessment practices, as well as in-depth technical
knowledge related to the qualifications that they are externally verifying.

EQAs must:

e holdan appropriate qualification as specified by the appropriate regulatory authority,
confirming their competence to verify competence-based assessments. EQAs holding older
qualifications must be able to demonstrate that they are verifying to the current standards;

OR

e beworkingtoward an appropriate qualification, as specified by the appropriate regulatory
authority. If EQAs are working towards an appropriate qualification, their decisions must be
countersigned by asuitably qualified EQA and should be supported by a qualified EQA
throughout theirtraining period.

e have aworkingknowledge of businessimprovement techniques. EQAs must demonstrate
sufficientand current understanding of the qualifications to be verified, and know how they
are appliedinbusiness.

e demonstrate competent practice in external verification of assessment, and demonstrate
understanding of the principles and practices of externalverification of assessment,
including the quality of assessmentand the assessment process. Itis the responsibility of the
awardingorganisation to selectand appoint EQAs.

Version 2 © BIIAB January 2018 8 www.biiab.org



BIIAB Level 3 Diploma In Business BI IAB

Improvement Techniques

Awarding Organisations require all assessors, moderators and verifiers to maintain current subject
competence to deliverthese functions and recognisethis can be achieved in many ways. However,
such information must be formally recorded inindividual CPD records that are maintainedin
assessment centres.

Evidence from Workplace Performance

e Evidence of occupational competence of all competence units atany level, should be
generated and collected through performance under workplace conditions. Thisincludes the
knowledge-based learning outcomes and assessment criteria of the competence units.

e These conditions would be those typical to the candidate's normal place of work. The
evidence collected underthese conditions should also be as naturally occurring as possible.
Itisacceptedthat not all employees have identical workplace conditions and therefore there
cannot be assessment conditions that are identical forall candidates. However, assessors
must ensure that, as far as possible, the conditions forassessment should be those under
which the candidate usually works.

Knowledge tests and simulation

Employers can use knowledge teststo assess an employee’s knowledge and understanding of, for
example, an organisational procedure.

Knowledge components set outin the standards can also be assessed by knowledgetests. In this
case, assessors and internal verifiers must make sure that:

e theuse of knowledgetests has beenagreed with the external verifierin advance
e theknowledge beingtested matchesthatspecified inthe NOS
e arobust assessment methodology comparable to awarding body practicesis used

Simulation of work tasks and activities must take place in a realistic working environment. ARWE is
“an environment which replicates the key characteristics in which the skill to be assessed is normally
employed". The RWE must provide conditions the same as the normal day-to-day working
environment, with asimilarrange of demands, pressures and requirements for cost-effective
working. Simulation can be used across all units, although it’s preferable to use itinthe mandatory
unit.

Any simulation mustbe approved in advance by the External Quality Assurer, and clear reasons must

be givenforits intended use. If approvalisgiven, all Awarding Organisation guidance and
requirements must be observed.

Version 2 © BIIAB January 2018 9 www.biiab.org
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Appeals

If learners are dissatisfied with an assessment outcome, they have the right to appeal. The main
reasonsforan appeal are likely to be:

e Learnersdo not understand why they are not yet regarded as competent, because of
unsatisfactory feedback from the assessor

e Learnersbelieve theyare competentandthatthe assessor has misjudged them, or has failed
to utilise some vitalevidence.

BIIAB expects most appeals from candidates to be resolved within the centre. BIIABwillonly
considera candidate’s appeal afterthe centre’s internal appeals procedure has been fully

exhausted.

For full details of the BIIAB’s appeals procedure pleasereferto www.biiab.org.

9. Initial Assessment and Induction

Priorto the start of any programme itis recommended that centres should make aninitial
assessment of each learner. Thisisto ensure thatthe learners are entered foran appropriate type
and level of qualification.

The initial assessment should identify the specifictraining needs that the learner has, and the
support and guidance thatthey may require when working towards their qualification.

The centre must alsoidentify any units the learner has already completed, or credits they have
accumulated, relevant to the qualification.

BIIAB suggests that centres provide aninduction programme to ensure the learner fully understands

the requirements of the qualification they willwork towards, theirresponsibilities as a learner, and
the responsibilities of the centre.

Version 2 © BIIAB January 2018 10 www.biiab.org
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10. Resources

BIIAB provides the following additional resources for this qualification:

o AssessmentKnowledge Modules (AKMs)
e Assessment Guidance foreach of the AKMs
e Accessto the units.

All of these resources are available fordownload via The Hub on centrezone.bii.org

The Hub is a secure area within CentreZone which centres approved for the qualification can access.
The Hub contains documents relevant to the qualification. Centres will find The Hub on the list of
tabs in CentreZone.

Assessment Knowledge Modules (AKMs)

These provide aseries of BIIAB set questions within the context of knowledge modules that can be
used to assess the learners’ competence. These modules should be released tothe learnerforthe
assessmentwhenthey are determined to be ready to be able to successfully achieveit. The
assessment does not have to be undertaken within secure conditions, but must be collected and
held securely afterwards. Learners must be taught to the Learning Outcomes and Assessment
Criteriawithinthe unit notthe assessment. A password willbe provided to allow access this
documentupon approval forthe qualification.

These are internally marked and verified but must be available to the EQA for external verification
purposes.

Assessment Guidance foreach of the AKMs

These provide aseries of BIIAB suggested possible answers for the questions within the knowledge
modules. Assessors can accept otherappropriate answers.

These modules mustbe keptsecure, only released to the learnerforthe assessmentand collected
and held securely afterwards. Learners must be taught to the Learning Outcomes and Assessment
Criteriawithinthe unit notto the possible answers of the assessment. A password will be provided
to allow access this document upon approval for the qualification.

Access to the units

Units form the qualification and the standard that must be achievedin orderto be awarded each
unit. Thisis covered within the learning outcomes, assessment criteria and the indicative content
that form part of the delivery. BlIIABincludesthe mandatory units within this pack, and makes all
units available via centrezone.bii.org.

Version 2 © BIIAB January 2018 11 www.biiab.org
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Summative Reflective Account

In orderto claim the unit(s) forthe qualification, the learner will need to complete asummative
reflectiveaccount, to reflect on their qualification, what they have learntand how they have been
able to apply this withintheirworkrole.

11. Design and delivery

Centres mustrefertothe units that form the qualification and the standard that must be achievedin
orderto be awarded each unit. Thisis covered withinthe learningoutcomes and assessment criteria
that form part of the delivery.

Each unitwithin this qualification has been allocated anumber of Guided Learning Hours (GLH).
This can include activities such as training/class room based sessions, tutorials, supervised study or
supervised ‘on-the-job’ learning and face-to-face or other pre-arranged 1:1teachingsessions (e.g.
simultaneous electroniccommunication such as webcam contact or internet messaging). It could
alsoinclude time spent undertaking assessments.

The qualification will be assigned Total Qualification Time (TQT), which, as well as GLH, will include
the estimated number of hours spendin preparation, study orany othersupervised learning, study
or assessmentforan average learner.

When planning how to deliverthe qualificationitisimportant to referto this definition.

Centres mustrefertothe Assessment Principles and Additional Requirements detailed in this
handbook when planningthe delivery and assessment of these qualifications.

Version 2 © BIIAB January 2018 12 www.biiab.org
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12. Format of Units

All units within this qualification will be presented in astandard format that is consistent with the
formatfor all units of assessment. The format will give tutors and learners guidance astothe
requirements of the unitforsuccessful completion. Each unit within this specification will be in the
formatbelow:

UnitTitle
This will be shown as it appears on the Register of Regulated Qualifications
(http://register.ofqual.gov.uk).

UnitNumber / Unique Reference Number (URN)

The Unique Reference Number isthe unique code that the unitis given by the Regulator. This unit
will be referenced on the final qualification certificate. The same unique code forthe unitappliesin
whichever qualification the unitisincluded within. BIIABalso assign theirown unique unitnumbers
which will in mostinstances be the same numberwhenthe unitis usedin multiple BIIAB
qualifications.

Level

Thisidentifies the levelof demand forthe unit, but may be a differentlevel to that of the overall
qualification. The level of the units will be set according to either National Occupational Standards or
the level descriptors.

Credit

Whena whole unitis completed the learner will achieve credits specified by the number of hours
learningtime it will take an average learnerto complete the unitincluding the assessment.

Guided Learning Hours (GLH)

The time required by the unitfor specificguidance to be provided by atutor, mentoror expertin the
subjectarea, for example inatrainingsession ora one-to-one.

Learning Outcomes and Assessment Criteria
Learning Outcomes are what is expected that the learner will know, understand or be able todo
upon successful completion of the unit.

Assessment Criteriaare descriptions of the requirements thatalearneris expected to meetin order
to demonstrate thata learning outcome has been achieved.

Version 2 © BIIAB January 2018 13 www.biiab.org
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13. Initial Registration

Registration and certification

Learnersshould be registered and certificated via BIIAB’s On-line Registration and Certification
Service (ORCS) www.orcs.biiab.org. Pleasereferto BIIAB’s Centre Guidance for using ORCS.

Equal Opportunities and Diversity Policy

BIIAB has in place an equal opportunities policy, a copy can be found at
http://centrezone.bii.org/thehub/apprenticeships/qadocuments.

BIIABis committed to ensure that:

e Approvedcentres operate an equal opportunities policy

e Approved centres communicate the policy to staff and learners

e Approved centres have an effective complaints and appeals procedure of which both staff
and learners are made aware

e Approved centresare aware of theirresponsibilities in providing equality of opportunity,
particularly with regard to provision forlearners with particularassessment requirements.

Reasonable Adjustment Policy

Learners whorequire reasonable adjustments fortheirassessments mustinformtheirassessorat
the beginning of their course of their requirements. BIIAB has a reasonable adjustment policyin
place, a copy of whichis provided to all BIIABapproved centres and can be found at
http://centrezone.bii.org/thehub/apprenticeships/gadocuments.
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14. Mandatory Units

The following units are mandatory for these qualifications. Foraccess to all optional units please visit
centrezone.bii.org.

Version 2 © BIIAB January 2018 15 www.biiab.org
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Unit Title Under:stand the application of workplace organisation
techniques
BIIAB Reference BIT29
Level 3
Credit Value 5
GLH 26
Unit Reference No. J/503/5819
Learning Outcome - The learner will: HAssessment Criterion - The learner can:
1 Know the principles of workplace ||1.1 (|Define a working environment
organisation
1.2 ||[Explain what is meant by an organised working
environment
2 Understand the benefits of 2.1 ||State the benefits that can be achieved by having an
workplace organisation organised working environment
2.2 ||[Explain the importance of having an organised working
environment
3 Know the key techniques of 3.1 ||Describe the methods and techniques of workplace
workplace organisation organisation
3.2 ||[Explain how the workplace organisation methods and
techniques are used
3.3 ||Define a stepped approach to workplace organisation
4 Know how to apply the workplace ||4.1 ||[Explain how to apply a stepped approach to workplace
organisation techniques organisation
4.2 ||[Explain the procedure used to identify and address surplus
or missing equipment or resources
4.3 ||Specify the benefits of removal or redeployment of tagged
items
5 Know how to carry out a workplace||5.1 ||State why it is necessary to audit the workplace
organisation audit organisation activity
5.2 ||Describe the tools and techniques used to score the audit
5.3 ||[Explain how to carry out a workplace organisation audit
6 Understand how to interpret 6.1 ||Describe how to evaluate the results of a workplace
workplace organisation audit organisation audit
results 6.2 ||[Describe how to priorities the actions resulting from a
workplace organisation audit
7 Know how to deliver the 7.1 ||Explain why an action plan is created to deliver the
improvements identified by the improvements identified by the workplace organisation
workplace organisation audit audit
7.2 ||Specify why the implications of the action plan on other
areas of the business must be considered

Version 1 © BIIAB October 2015

Page 1of1




BIIAB

Unit Title Under:standing. the application of continuous improvement
techniques-Kaizen
BIIAB Reference BIT30
Level 3
Credit Value 5
GLH 24
Unit Reference No. 1/503/5822
Learning Outcome - The learner will: HAssessment Criterion - The learner can:
1 Know the principles of continuous [|1.1 [|[Explain why it is important to continuously improve the
improvement working environment
12 Specify the ty!oe of improvements t.h{?lt. cquld b.e r.na.de as
part of a continuous improvement initiative within in a
work area
2 Know what is meant by the term 2.1 ||Specify the categories of ‘waste’ that can have a
‘waste’ and how it is identified detrimental effect on businesses
2.2 ||[Explain the methods that could be used to identify waste in
a business
3 Understand how waste can be 3.1 [|Specify the methods that are used to eliminate waste in a
eliminated business
3.2 |[|Specify what actions could be used to ensure that re-
occurrence does not take place
4 Know what the purpose is of 4.1 ||[Explain what is meant by benchmarking
benchmarking
4.2 ||[Explain how benchmarking is used to improve a business
function
4.3 ||Specify the typical benchmarking measures that are used
5 Understand how to apply the 5.1 ||Specify the type of improvements that can be made in the
continuous improvement principle workplace and how they could be identified
5.2 |Specify how a stepped continuous improvement activity
e.g. PDCA would be carried out
5.3 ||[Explain the factors that would ensure the improvement
activity has been a success
6 Know the reasons behind the use |[|6.1 ||Specify the types and application of key performance
of performance indicating indicators that are used to measure business improvement
techniques 6.2 ||[Explain how the results of any improvements would be best
communicated to the key employees in the business
7 Know how to put into operation an [|7.1 ||Specify what would need to be included in the
improvement plan improvement plan
7.2 ||Explain how to get approval for the plan and how the plan
would be communicated to the improvement team
8 Know how to ensure the 8.1 ||[Explain the role of standard operating procedures in
improvements are sustained helping sustain the improvements
8.2 ||[Explain the importance of an appropriate environment for
improvement
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Unit Title Understanding the development of visual management
systems
BIIAB Reference BIT31
Level 3
Credit Value 5
GLH 18
Unit Reference No. R/503/5824
Learning Outcome - The learner will: HAssessment Criterion - The learner can:
1 Know the principles of visual 1.1 |[Explain what is meant by ‘visual management’
management
1.2 [|Specify how visual management can be applied in a work
area or to a product range
2 Understand the benefits of visual |2.1 [|Specify the benefits of having visual management systems
management in place
2.2 ||[Explain how visual management systems lead to the
creation of the ‘visual factory’
3 Know the range of visual 3.1 ||Specify the different forms of visual management
management techniques techniques that could be used in a work area/product
range
3.2 ||Explain which parts of a work area/product range visual
management could be applied to
3.3 ||[Explain the types of information and performance
indicators that can be displayed visually
4 Understand how to prepare for the ||4.1 ||Specify the improvement actions and measurement
deployment of visual management techniques that will be used to create the visual
management systems
4.2 ||Explain how to employ an improvement action that
requires a visual management system activity within a work
area/product range
5 Understand how to apply visual 5.1 ||Explain how to carry out a visual management activity
management systems in the within a work area/product range
workplace 5.2 |[Explain the methods used to display and maintain the
information gained using the most appropriate and cost
effective methods
6 Know how to conduct a review of ||6.1 ||Specify how a review of the visual management system
the visual management system would be carried out
6.2 ||[Explain how the effectiveness of the system could be
measured
7 Know how to take forward the 7.1 ||[Explain how other functions within the business can
visual management system contribute to and benefit from information generated by
principle the system
7.2 ||[Explain how further improvement actions continue to drive
the implementation and development of the system
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Unit Title Understanding the leading of effective teams
BIIAB Reference BIT32
Level 3
Credit Value 5
GLH 28
Unit Reference No. T/503/5816
Learning Outcome - The learner will: HAssessment Criterion - The learner can:
1 Know how to set achievable 1.1 |Specify the range and use of business targets within a work
business targets area/product range
1.2 ||Define how to set achievable personal, team member and
overall team targets
1.3 ||Explain how to priorities team leader and team workloads
to ensure that targets are met
2 Understand effective team leader |2.1 ||[Explain what effective forms of communication can be used
communication techniques to help deliver the business targets set
2.2 ||Describe how to present information effectively to
management, peers or team members using the
appropriate methods
3 Know how to review team 3.1 ||[Explain how to conduct a team performance review
performance
3.2 ||Summarise how to involve the team in activates to identify
team performance opportunities, threats and solutions
3.3 |[|Specify the types of conflict and problems that may emerge
and which could be detrimental to a team’s performance
4 Understand business improvement (|4.1 ||[Explain why organisational processes and procedures are
methods and practices required to help run businesses effectively
4.2 ||Specify the type and range of improvement tools and
techniques that could be used as part of business
improvement within a work area/product range
5 Know how to organise an 5.1 ||[Explain how to develop an action plan that clearly define
improvement activity activities and responsibilities
5.2 ||Explain why it may be necessary to seek specialist advice
and help
6 Know how to lead an improvement ||6.1 ||[Explain how to lead a team event which had clearly defined
activity activities and responsibilities
6.2 ||Define how specialist advice and help can be obtained
during the team activity
7 Know how to improve team skills  ||7.1 ||[Explain how to train others in the processes and
and knowledge procedures that are relevant to them and their area of
responsibility
7.2 ||Specify how to monitor and check a team is working to
identified quality and safety standards
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Unit Title Understanding the application of statutory regulations and

organisational safety requirements

BIIAB Reference BIT33

Level 3

Credit Value 5

GLH 18

Unit Reference No. T/503/5833

Learning Outcome - The learner will: ‘Assessment Criterion - The learner can:

1 Know the principal provisions of ||1.1 ||Identify the principal provisions of the Health and Safety at
the Health and Safety at Work Act Work Act current legislation and other current legislation
and other current legislation 1.2 ||Describe the principal provisions of the Health and Safety

at Work Act and other current legislation

2 Know how current legislation 2.1 ||Describe how current legislation affects health and safety
affects health and safety issues in issues in respect of employers, employees, and the public
respect of employers, employees
and the public

3 Know how to obtain information [|3.1 ||Obtain information and relevant advice on health and
and relevant advice on the safety legislation and guidelines
organisation’s health and safety  ||3 5 |Isource expert assistance when help is needed on the
policy organisations health and safety policy

4 Know the general safe working 4.1 ||Describe the general safe working practices associated with
practices associated with operations in the workplace
operations in the workplace 4.2 ||Describe the implications and consequences of the

appropriate legislation and guidelines not being followed

5 Know the types, causes, and 5.1 {[/ldentify the types of accidents and emergencies that can
consequences of workplace occur in the workplace
accidents and emergencies 5.2 ||Describe what are the root cause of accidents and what are

the methods for preventing them

5.3 ||Describe the far reaching consequences of workplace
accidents

5.4 ||Describe the first aid arrangements required in the
workplace

6 Know the procedures to be 6.1 ||ldentify the procedures to be followed in the event of
followed in the event of accidents or injuries
accidents, injuries, the causes of |5 > |IDescribe what an evacuation of the premises would
fire, fire prevention and require
252252::2§ z;?cfwzd;rr;;izzs, and 6.3 ||Describe what would be considere‘d a dangerous
dangerous occurrences or occurrence or hazardous malfunction
hazardous malfunctions
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Unit Title

BIIAB Reference
Level

Credit Value

GLH

Unit Reference No.

Understanding the application of statutory regulations and
organisational safety requirements

BIT33
3
5
18

T/503/5833

Learning Outcome - The learner will:

HAssessment Criterion - The learner can:

7 Know the hazards and risks
associated with work activities,
and the importance of being
involved in the risk assessment
procedure

7.1 ||Describe what is meant by a ‘hazard’
7.2 ||Describe what is meant by a ‘risk’

7.3 |[ldentify the hazards and risks that are found in the
workplace, and who could be affected

7.4 ||Describe why risk assessments are necessary, and who
needs to be involved in their production

8 Be able to carry out a risk
assessment activity

8.1 ||Carry out a risk assessment using a given scenario and
complete a risk assessment sheet

8.2 Describe the criteria for carrying out a risk assessment

8.3 ||Describe what documentation will be used in a risk
assessment

8.4 ||Describe what techniques are necessary to ensure a risk
assessment is carried out effectively

8.5 ||Describe how the results of a risk assessment would be
publicised

9 Know the steps necessary to
minimise the risk of injury or
damage when moving a load

9.1 ||Describe what is meant by manual and mechanical
handling

9.2 |/ldentify what regulations apply to manual handling and
lifting, and why they are needed

9.3 ||Describe their responsibilities with regard to safe manual
handling

9.4 |(|Describe the correct technique for safe manual handling

10 Be able to correctly and safely
move a load using the appropriate
methods and techniques

10.1{|Manually lift a load using the correct manual handling
procedure

10.2||Describe the correct procedure and technique needed to
carry out the safe manual lifting of a load

11 Know how to apply good
housekeeping and safe working
practices as a basis for the safe
implementation of lean business
activities

11.1{|Describe how good housekeeping and safe working
practices are a basis for the safe implementation of other
lean business activities
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Learner Summative
Reflection

The purpose of this summative reflection is to enable you, the learner, to reflect on your qualification, what
you have learnt and how you have been able to apply this within your work role.

You will need to complete your statement in the space provided below and sign and date the document.
Alternatively you and your assessor may wish to record your reflection on a voice recorder.

Learner Name:

Qualification Unit Summary

Unit No. Completion Assessor Unit No. Completion Assessor
Date Signature Date Signature

Learner Reflection

Learner Signature: Date:

Assessor Signature: Date:
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BIIAB Level 3 Diploma In Business BI IAB

Improvement Techniques

Notices

This book does not purportto contain an authoritative or definitive statement of the law or practice
on any subjectand the publishers supply the information on the strict understanding that nolegal or
otherliability attachestotheminrespect ofit. Referencesto sources of further guidance or
information have been made where appropriate.

© BIIABJanuary 2018

Allrightsreserved. No part of this publication may be reproduced, storedin aretrieval system, or
transmitted, inany form or by any means, whether electronic, mechanical, photocopying, scanning,
recording or otherwise, without written permission of the publisher exceptinaccordance with the
provisions of the Copyright, Designs and Patents Act 1988. Applications forwritten permission to
reproduce any part of the publication should be addressed in writing to the publisher. Any
unauthorised orrestricted actin relation to this publication may resultin civil proceedings and/or
criminal prosecution.
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