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Learner Unit Achievement Checklist 

BIIAB Level 3 Diploma In Business Improvement Techniques
601/6603/4

BIIAB Level 3 Diploma In Business Improvement Techniques

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

J/503/5819 Understand the application of workplace organisation techniques - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Define a working environment

1.2 Explain what is meant by an organised working environment

	
	
	
	

	
2.1 State the benefits that can be achieved by having an organised working environment

2.2 Explain the importance of having an organised working environment

	
	
	
	

	
3.1 Describe the methods and techniques of workplace organisation

3.2 Explain how the workplace organisation methods and techniques are used

3.3 Define a stepped approach to workplace organisation

	
	
	
	

	
4.1 Explain how to apply a stepped approach to workplace 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

	
	
	
	

	
5.1 State why it is necessary to audit the workplace 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

	
	
	
	

	
6.1 Describe how to evaluate the results of a workplace organisation audit

6.2 Describe how to priorities the actions resulting from a workplace organisation audit

	
	
	
	

	
7.1 Explain why an action plan is created to deliver the improvements identified by the workplace organisation audit

7.2 Specify why the implications of the action plan on other areas of the business must be considered

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

J/503/5822 Understanding the application of continuous improvement techniques-Kaizen - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Explain why it is important to continuously improve the working environment

1.2 Specify the type of improvements that could be made as part of a continuous improvement initiative within in a work area

	
	
	
	

	
2.1 Specify the categories of ‘waste’ that can have a detrimental effect on businesses

2.2 Explain the methods that could be used to identify waste in a business
	
	
	
	

	
3.1 Specify the methods that are used to eliminate waste in a business

3.2 Specify what actions could be used to ensure that reoccurrence does not take place

	
	
	
	

	
4.1 Explain what is meant by benchmarking

4.2 Explain how benchmarking is used to improve a business function

4.3 Specify the typical benchmarking measures that are used

	
	
	
	

	
5.1 Specify the type of improvements that can be made in the 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

	
	
	
	

	
6.1 Specify the types and application of key performance indicators that are used to measure business improvement

6.2 Explain how the results of any improvements would be best communicated to the key employees in the business

	
	
	
	

	
7.1 Specify what would need to be included in the improvement plan

7.2 Explain how to get approval for the plan and how the plan would be communicated to the improvement team

	
	
	
	

	
8.1 Explain the role of standard operating procedures in helping sustain the improvements

8.2 Explain the importance of an appropriate environment for improvement

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

R/503/5824 Understanding the development of visual management systems - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Explain what is meant by ‘visual management’

1.2 Specify how visual management can be applied in a work area or to a product range

	
	
	
	

	
2.1 Specify the benefits of having visual management systems in place

2.2 Explain how visual management systems lead to the creation of the ‘visual factory’

	
	
	
	

	
3.1 Specify the different forms of visual management 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

	
	
	
	

	
4.1 Specify the improvement actions and measurement 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

	
	
	
	

	
5.1 Explain how to carry out a visual management activity within a work area/product range

5.2 Explain the methods used to display and maintain the information gained using the most appropriate and cost effective methods

	
	
	
	

	
6.1 Specify how a review of the visual management system would be carried out

6.2 Explain how the effectiveness of the system could be measured

	
	
	
	

	
7.1 Explain how other functions within the business can contribute to and benefit from information generated by the system

7.2 Explain how further improvement actions continue to drive the implementation and development of the system

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

T/503/5816 Understanding the leading of effective teams - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Specify the range and use of business targets within a work 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

	
	
	
	

	
2.1 Explain what effective forms of communication can be used 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

	
	
	
	

	
3.1 Explain how to conduct a team performance review

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

	
	
	
	

	
4.1 Explain why organisational processes and procedures are 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

	
	
	
	

	
5.1 Explain how to develop an action plan that clearly define activities and responsibilities

5.2 Explain why it may be necessary to seek specialist advice and help

	
	
	
	

	
6.1 Explain how to lead a team event which had clearly defined activities and responsibilities

6.2 Define how specialist advice and help can be obtained during the team activity

	
	
	
	

	
7.1 Explain how to train others in the processes and 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

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

T/503/5833 Understanding the application of statutory regulations and organisational safety requirements - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Identify the principal provisions of the Health and Safety at Work Act current legislation and other current legislation

1.2 Describe the principal provisions of the Health and Safety at Work Act and other current legislation

	
	
	
	

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

	
	
	
	

	
3.1 Obtain information and relevant advice on health and safety legislation and guidelines

3.2 Source expert assistance when help is needed on the organisations health and safety policy

	
	
	
	

	
4.1 Describe the general safe working practices associated with operations in the workplace

4.2 Describe the implications and consequences of the appropriate legislation and guidelines not being followed

	
	
	
	

	
5.1 Identify the types of accidents and emergencies that can occur in the workplace

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

	
	
	
	

	
6.1 Identify the procedures to be followed in the event of accidents or injuries

6.2 Describe what an evacuation of the premises would require

6.3 Describe what would be considered a dangerous occurrence or hazardous malfunction

	
	
	
	

	
7.1 Describe what is meant by a ‘hazard’

7.2 Describe what is meant by a ‘risk’


7.3 Identify 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

	
	
	
	

	
8.1 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

	
	
	
	

	
9.1 Describe what is meant by manual and mechanical handling

9.2 Identify 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

	
	
	
	

	
10.1 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
	
	
	
	

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

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

D/503/5826 Understanding how to carry out problem solving activities 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Specify the methods used to detect a problem that has occurred within a work area/product range

1.2 Explain how a non-conforming product or process would be contained

1.3 Explain how to select and apply a structured procedure for problem solving to a product or process

	
	
	
	

	
2.1 Explain the use of performance measurement and analysis to direct and focus the problem solving effort

2.2 Specify the techniques used to obtain data and information on problems within a work area/product range

	
	
	
	

	
3.1 Specify the methods and techniques used in evaluating information and the importance of getting to the root cause

3.2 Explain the methods and techniques used in root cause analysis

3.3 Explain how to determine criticality and establish priorities

	
	
	
	

	
4.1 Specify the methods used to choose and implement corrective actions and the factors that would need to be taken into account within a work area/product range



4.2 Explain who would need to be informed of the corrective actions and what reporting procedures and documentation would be used

	
	
	
	

	
5.1 Specify the range of methods that could be used to monitor the effectiveness of the corrective actions

5.2 Explain how to review the problem solving process in order to achieve further improvements within the business

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

D/503/5826 Understanding how to carry out problem solving activities 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Specify the methods used to detect a problem that has occurred within a work area/product range

1.2 Explain how a non-conforming product or process would be contained

1.3 Explain how to select and apply a structured procedure for problem solving to a product or process

	
	
	
	

	
2.1 Explain the use of performance measurement and analysis to direct and focus the problem solving effort

2.2 Specify the techniques used to obtain data and information on problems within a work area/product range

	
	
	
	

	
3.1 Specify the methods and techniques used in evaluating information and the importance of getting to the root cause

3.2 Explain the methods and techniques used in root cause analysis

3.3 Explain how to determine criticality and establish priorities

	
	
	
	

	
4.1 Specify the methods used to choose and implement corrective actions and the factors that would need to be taken into account within a work area/product range



4.2 Explain who would need to be informed of the corrective actions and what reporting procedures and documentation would be used

	
	
	
	

	
5.1 Specify the range of methods that could be used to monitor the effectiveness of the corrective actions

5.2 Explain how to review the problem solving process in order to achieve further improvements within the business

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

D/503/5826 Understanding how to carry out problem solving activities 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Specify the methods used to detect a problem that has occurred within a work area/product range

1.2 Explain how a non-conforming product or process would be contained

1.3 Explain how to select and apply a structured procedure for problem solving to a product or process

	
	
	
	

	
2.1 Explain the use of performance measurement and analysis to direct and focus the problem solving effort

2.2 Specify the techniques used to obtain data and information on problems within a work area/product range

	
	
	
	

	
3.1 Specify the methods and techniques used in evaluating information and the importance of getting to the root cause

3.2 Explain the methods and techniques used in root cause analysis

3.3 Explain how to determine criticality and establish priorities

	
	
	
	

	
4.1 Specify the methods used to choose and implement corrective actions and the factors that would need to be taken into account within a work area/product range



4.2 Explain who would need to be informed of the corrective actions and what reporting procedures and documentation would be used

	
	
	
	

	
5.1 Specify the range of methods that could be used to monitor the effectiveness of the corrective actions

5.2 Explain how to review the problem solving process in order to achieve further improvements within the business

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

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

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Explain the reasons for having a flexible production and manpower system within a lean business environment

1.2 Specify what is required for the successful implementation and running of a flexible production and manpower system

	
	
	
	

	
2.1 Explain how to use the principle tools to establish the information needed to help improve efficiency and productivity


2.2 Specify the techniques used to visually communicate the information and the work to be undertaken

	
	
	
	

	
3.1 Explain how to generate a lean workplace layout utilising the appropriate cell manufacturing techniques

3.2 Specify the different techniques used within the set up to create and maintain the flexible production and manpower system

	
	
	
	

	
4.1 Specify the type of value adding improvements that can be made to the flexible production and manpower system

4.2 Specify the sort of problems that can occur and affect the running of a system

4.3 Explain how any problems with the flexible production and manpower system would be resolved

	
	
	
	

	
5.1 Explain how to create a skills matrix

5.2 Explain how a skills matrix would be used in a flexible production and manpower system

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

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

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Explain the reasons for having a flexible production and manpower system within a lean business environment

1.2 Specify what is required for the successful implementation and running of a flexible production and manpower system

	
	
	
	

	
2.1 Explain how to use the principle tools to establish the information needed to help improve efficiency and productivity


2.2 Specify the techniques used to visually communicate the information and the work to be undertaken

	
	
	
	

	
3.1 Explain how to generate a lean workplace layout utilising the appropriate cell manufacturing techniques

3.2 Specify the different techniques used within the set up to create and maintain the flexible production and manpower system

	
	
	
	

	
4.1 Specify the type of value adding improvements that can be made to the flexible production and manpower system

4.2 Specify the sort of problems that can occur and affect the running of a system



4.3 Explain how any problems with the flexible production and manpower system would be resolved

	
	
	
	

	
5.1 Explain how to create a skills matrix

5.2 Explain how a skills matrix would be used in a flexible production and manpower system

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

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

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Explain the reasons for having a flexible production and manpower system within a lean business environment

1.2 Specify what is required for the successful implementation and running of a flexible production and manpower system

	
	
	
	

	
2.1 Explain how to use the principle tools to establish the information needed to help improve efficiency and productivity


2.2 Specify the techniques used to visually communicate the information and the work to be undertaken

	
	
	
	

	
3.1 Explain how to generate a lean workplace layout utilising the appropriate cell manufacturing techniques

3.2 Specify the different techniques used within the set up to create and maintain the flexible production and manpower system

	
	
	
	

	
4.1 Specify the type of value adding improvements that can be made to the flexible production and manpower system

4.2 Specify the sort of problems that can occur and affect the running of a system



4.3 Explain how any problems with the flexible production and manpower system would be resolved

	
	
	
	

	
5.1 Explain how to create a skills matrix

5.2 Explain how a skills matrix would be used in a flexible production and manpower system

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

H/503/5827 Understanding the process of analysing and selecting parts for improvement 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Specify how the use of data analysis can be used in monitoring the performance of a product or service

1.2 Explain the specific benefits of the process of analysing and selecting parts for improvement in helping improve quality

	
	
	
	

	
2.1 Specify the type of information, documentation and equipment needed to carry out the activity within a work area/product range



2.2 Explain how the information obtained is evaluated in order to select the representative parts for the chosen work area/product range

	
	
	
	

	
3.1 Specify how the appropriate tools and techniques would be selected to identify problems with the product/service

3.2 Explain how the appropriate tools and techniques would be used

3.3 Explain how to evaluate the information obtained to determine the representative part families for the chosen work area/product range

	
	
	
	

	
4.1 Specify how to select the appropriate methods to communicate the information gained from the analysis


4.2 Explain how to use the appropriate methods to communicate the information

	
	
	
	

	
5.1 Explain how the information gained will be converted into production system documentation and requirements

5.2 Explain how other aspects of business performance can improve as a result of the analysis of the work area/product range

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

H/503/5827 Understanding the process of analysing and selecting parts for improvement 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Specify how the use of data analysis can be used in monitoring the performance of a product or service

1.2 Explain the specific benefits of the process of analysing and selecting parts for improvement in helping improve quality

	
	
	
	

	
2.1 Specify the type of information, documentation and equipment needed to carry out the activity within a work area/product range



2.2 Explain how the information obtained is evaluated in order to select the representative parts for the chosen work area/product range

	
	
	
	

	
3.1 Specify how the appropriate tools and techniques would be selected to identify problems with the product/service

3.2 Explain how the appropriate tools and techniques would be used

3.3 Explain how to evaluate the information obtained to determine the representative part families for the chosen work area/product range

	
	
	
	

	
4.1 Specify how to select the appropriate methods to communicate the information gained from the analysis


4.2 Explain how to use the appropriate methods to communicate the information

	
	
	
	

	
5.1 Explain how the information gained will be converted into production system documentation and requirements

5.2 Explain how other aspects of business performance can improve as a result of the analysis of the work area/product range

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

K/503/5828 Understanding the application of set-up reduction techniques 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Specify the principles of set-up reduction techniques and how it can lead to improvements in business efficiency and profitability

1.2 Explain why a machine, process or operation would be selected for an improvement activity

1.3 Specify the range of improvements that are possible within a work area/product range

	
	
	
	

	
2.1 Explain the difference between motion and work

2.2 Explain what is meant by value adding and non-value adding activities

2.3 Explain the difference between internal and external activities

	
	
	
	

	
3.1 Specify the basic steps or functions in a set-up procedure and their application to a machine/process bottleneck or constraint

3.2 Specify the basic stages to be followed in the set-up procedure aimed at streamlining the set-up operation

3.3 Explain how to carry out the preparations that need to be done prior to the set-up reduction activity taking place

	
	
	
	

	
4.1 Explain how to apply the practical steps of set-up reduction techniques using the principles of ‘Single Minute Exchange of Dies’ (SMED)

	
	
	
	

	
5.1 Explain how to apply effective problem solving methods and techniques to further improve the set-up activity

5.2 Specify how to set quantifiable targets and objectives for the improvement activity

5.3 Explain how the targets and objectives can be achieved

5.4 Explain how to create an action plan to convert internal activities to external activities which takes into account any implications for other parts of the business

	
	
	
	

	
6.1 Explain how to critically evaluate the changes that have been made or are being proposed to the set-up activity

6.2 Explain the role of standard operating procedures in helping sustain the improvements

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

K/503/5828 Understanding the application of set-up reduction techniques 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Specify the principles of set-up reduction techniques and how it can lead to improvements in business efficiency and profitability

1.2 Explain why a machine, process or operation would be selected for an improvement activity

1.3 Specify the range of improvements that are possible within a work area/product range

	
	
	
	

	
2.1 Explain the difference between motion and work

2.2 Explain what is meant by value adding and non-value adding activities

2.3 Explain the difference between internal and external activities

	
	
	
	

	
3.1 Specify the basic steps or functions in a set-up procedure and their application to a machine/process bottleneck or constraint

3.2 Specify the basic stages to be followed in the set-up procedure aimed at streamlining the set-up operation

3.3 Explain how to carry out the preparations that need to be done prior to the set-up reduction activity taking place

	
	
	
	

	
4.1 Explain how to apply the practical steps of set-up reduction techniques using the principles of ‘Single Minute Exchange of Dies’ (SMED)

	
	
	
	

	
5.1 Explain how to apply effective problem solving methods and techniques to further improve the set-up activity

5.2 Specify how to set quantifiable targets and objectives for the improvement activity

5.3 Explain how the targets and objectives can be achieved

5.4 Explain how to create an action plan to convert internal activities to external activities which takes into account any implications for other parts of the business

	
	
	
	

	
6.1 Explain how to critically evaluate the changes that have been made or are being proposed to the set-up activity

6.2 Explain the role of standard operating procedures in helping sustain the improvements

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

K/503/5831 Understanding the creation of standard operating procedures 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Explain what is meant by the term standardisation as applicable to a business environment

1.2 Explain how standardisation can help to make an organisation more competitive

	
	
	
	

	
2.1 Specify what is meant by ‘standard operations’

2.2 Specify the areas within a work area/product range that the establishing of standard operations will seek to address


	
	
	
	

	
3.1 Explain how standard operating procedures underpin the standard operation

3.2 Explain how the standard operating procedure can lead to simplifying the work done by helping eliminate waste and human error

	
	
	
	

	
4.1 Specify the difference between value added and non value added operations

4.2 Explain how the difference between value added and non value added operations is established

4.3 Specify the principles of motion economy and how this is incorporated into a standard operating procedure

	
	
	
	

	
5.1 Specify the basic outline of the standard operating procedure

5.2 Explain the type of information that would need to be included in a standard operating procedure and how it would be categorised

5.3 Specify how the information used to create standard operating procedure would need to be collected

	
	
	
	

	
6.1 Explain how a standard operating procedure is created

6.2 Explain how to monitor the accuracy and use of a standard operating procedure against the work requirements

6.3 Explain why liaising with other parts of the business chain may be necessary before finalising the standard operating procedure



	
	
	
	

	
7.1 Specify the reasons for having a review of a standard operating procedure

7.2 Explain what are the factors that could lead to a revision of a standard operating procedure

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

K/503/5831 Understanding the creation of standard operating procedures 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Explain what is meant by the term standardisation as applicable to a business environment

1.2 Explain how standardisation can help to make an organisation more competitive

	
	
	
	

	
2.1 Specify what is meant by ‘standard operations’

2.2 Specify the areas within a work area/product range that the establishing of standard operations will seek to address


	
	
	
	

	
3.1 Explain how standard operating procedures underpin the standard operation

3.2 Explain how the standard operating procedure can lead to simplifying the work done by helping eliminate waste and human error

	
	
	
	

	
4.1 Specify the difference between value added and non value added operations

4.2 Explain how the difference between value added and non value added operations is established

4.3 Specify the principles of motion economy and how this is incorporated into a standard operating procedure

	
	
	
	

	
5.1 Specify the basic outline of the standard operating procedure

5.2 Explain the type of information that would need to be included in a standard operating procedure and how it would be categorised

5.3 Specify how the information used to create standard operating procedure would need to be collected

	
	
	
	

	
6.1 Explain how a standard operating procedure is created

6.2 Explain how to monitor the accuracy and use of a standard operating procedure against the work requirements

6.3 Explain why liaising with other parts of the business chain may be necessary before finalising the standard operating procedure



	
	
	
	

	
7.1 Specify the reasons for having a review of a standard operating procedure

7.2 Explain what are the factors that could lead to a revision of a standard operating procedure

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

M/503/5829 Understanding the application of flow processes  

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Explain flow process analysis

1.2 Describe its use within a lean manufacturing environment

1.3 Define value added and non-values added activities

	
	
	
	

	
2.1 Explain the benefits of flow process analysis

2.2 Explain how flow process analysis identifies value added and non-value added activities




	
	
	
	

	
3.1 Describe how flow process analysis is applied to a part/process to help identify where waste or problems/conditions occur

3.2 Specify the symbols and abbreviations used in a flow process analysis sheet

3.3 Describe how a flow process analysis sheet is constructed

	
	
	
	

	
4.1 Describe how to carry out a flow process analysis using the appropriate tools and techniques

4.2 Describe how to provide a visual representation of a process using the appropriate process mapping techniques

	
	
	
	

	
5.1 Describe the type of improvements that can be made to a process

5.2 Specify what implementation issues could arise as a result of the identified improvements

	
	
	
	

	
6.1 Describe how to produce a payback matrix or efficiency statement that prioritises and evaluates the improvement opportunities

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

M/503/5829 Understanding the application of flow processes  

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Explain flow process analysis

1.2 Describe its use within a lean manufacturing environment

1.3 Define value added and non-values added activities

	
	
	
	

	
2.1 Explain the benefits of flow process analysis

2.2 Explain how flow process analysis identifies value added and non-value added activities

	
	
	
	

	
3.1 Describe how flow process analysis is applied to a part/process to help identify where waste or problems/conditions occur

3.2 Specify the symbols and abbreviations used in a flow process analysis sheet

3.3 Describe how a flow process analysis sheet is constructed

	
	
	
	

	
4.1 Describe how to carry out a flow process analysis using the appropriate tools and techniques

4.2 Describe how to provide a visual representation of a process using the appropriate process mapping techniques

	
	
	
	

	
5.1 Describe the type of improvements that can be made to a process

5.2 Specify what implementation issues could arise as a result of the identified improvements
	
	
	
	

	
6.1 Describe how to produce a payback matrix or efficiency statement that prioritises and evaluates the improvement opportunities

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.
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