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Qualification Structure
Candidates must complete 11 credits from M1 (Mandatory Group) and 11 credits from O1 (Optional Group) to achieve the qualification.
Mandatory Units

Candidates must complete all units in this group to achieve 11 credits.

· Managing Health and Safety at Work – ILM1
· Understanding Facilities Management Within the Context of an Organisation – ILM2
· Managing and Developing Relationships in the Workplace – ILM3
· Delivering Service in the Workplace – ILM4
Option Group 

Candidates must complete 11 credits from this group

· Solving Problems and Making Decisions – ILM5
· Understanding Change in the Workplace – ILM6
· Building the Team – ILM7
· Developing Yourself and Others – ILM8
· Recruiting, Selecting and Inducting New Staff in the Workplace – ILM9
· Organising and Delegating – ILM10
· Managing Projects – ILM11
· Managing Performance – ILM12
· Managing the Efficient Use of Materials – ILM13
· Managing the Effective Use of Equipment – ILM14
· Introduction to Managing and Maintaining Property and Assets – ILM15
· Introduction to the Effective Management of Space Within Own Organisation – ILM16
· Understanding Support Services Operations – ILM17
· Managing Sustainability and Environmental Issues – ILM18
· Managing Utility Services and Energy Efficiency in the Workplace – ILM19
· Understanding Procurement and Supplier Management in the Workplace – ILM20
· Managing Contracts and Contractors in the Workplace – ILM21
· Understanding Incident Management and Disaster Recovery in the Workplace – ILM22
· Understanding Security Measures in the Workplace – ILM23
· Introduction to Leadership and Management – ILM24
Qualification Summary
Facilities Management covers activities in relation to waste, recycling, cleansing and other areas which relate to buildings and services. As such, facilities management skills will be required throughout Local Authorities, large private companies and contractors to ensure the sustainable maintenance of operating facilities. The waste sector will also require the skills to facilitate sustainable maintenance functions for the premises it operates on and within.
This qualification will be offered in England, Wales, Scotland and Northern Ireland and is available to candidates aged 18+.

This qualification is designed to confirm competence in an occupational role to the standards required at a Level 3 function.

Progression Routes

Candidates will be able to progress from this qualification to a number of WAMITAB qualifications in waste, cleansing and facilities management at Level 3 and 4 in order to widen and extend job roles. 

Assessment Guidance

This qualification is knowledge based and as such will be subject to the WAMITAB Assessment Strategy for Knowledge Qualifications: Facilities Management Apprenticeship.
Standards and Assessment Guidance

Managing health and safety at work
	Level:
	 3
 3

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Understand health and safety at work
	1.1 Identify two pieces of legislation relating to health, safety and welfare at work

	
	1.2 Explain two duties statute law imposes on both the manager and the team

	
	1.3 Outline the manager’s responsibilities contained within the organisation’s Health and Safety Policy

	
	1.4 Explain the meaning of “a competent person”

	
	1.5 Identify two ways to provide Health and Safety information, instruction and training to the team

	
	1.6 Identify expertise available in the organisation to help and advise the manager on health and safety issues

	2. Understand risk assessment and accident prevention in the workplace
	2.1 Conduct a simple risk assessment in the workplace

	
	2.2 Explain one practical accident prevention and control measure that could be implemented in the workplace

	3. Understand the organisation’s environmental responsibility
	3.1 Explain the importance of environmental responsibility for own organisation

	
	3.2 Describe what action the first line manager could take to enable the organisation to fulfil its environmental responsibility


Understanding Facilities Management Within the Context of an Organisation 
	Level:
	 3
 4

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Have an appreciation of trends within facilities management
	1.1 Examine and explain trends within facilities management and identify a potential trend that may benefit own organisation

	
	1.2 Examine and describe which organisations are considered to be market leaders in terms of facilities management

	2. Understand the importance of facilities management within the context of own organisation
	2.1 Briefly define the role of the facilities manager

	
	2.2 Briefly describe the organisation’s purpose, its culture, its performance goals and objectives and explain how facilities management can assist the organisation in achieving its purpose

	
	2.3 Briefly describe the organisational structure and explain how facilities management operates within it

	
	2.4 Briefly explain possible consequences of poor and ineffective facilities management

	
	2.5 Briefly reflect on own ability to influence others to accept both popular and unpopular facilities management actions within the context of own organisation

	3. Know how to set team and individual objectives that will ensure effective facilities management in own organisation
	3.1 Set team and individual objectives that will ensure effective facilities management to support organisational performance

	
	3.2 Describe the structure of the facilities management department in which they work

	4. Know what external factors could affect facilities management within an organisation
	4.1 Give examples of external factors that could affect facilities management within an organisation

	5. Be able to raise the profile of facilities management in the organisation and local community
	5.1 Explain ways that they could raise the profile of facilities management

	
	5.2 Examine own organisation’s locality and functions within the context of the local community and identify ways of building relationships that enhance the organisation and contribute towards social responsibility targets set by own organisation

	
	5.3 Reflect on ways that they could personally raise the profile of their facilities management role


Managing and Developing Relationships in the Workplace 
	Level:
	 3
 2

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Examine the needs and expectations of others
	1.1 Identify and examine the needs and expectations of customers, colleagues, key stakeholders and relevant others in the workplace

	
	1.2 Explain the importance of knowing what customers, colleagues, key stakeholders and relevant others in the workplace require

	2. Meet the needs and expectations of others
	2.1 Determine ways of meeting the needs and expectations of customers, colleagues, key stakeholders and relevant others in the workplace within organisational constraints

	
	2.2 Explain ways of checking that the needs and expectations of others have been met

	3. Be able to manage relationships where it is not possible to meet the need or expectations of others
	3.1 Examine and explain ways of managing relationships where it is not possible to meet the need or expectations of others within organisational guidelines and constraints


Delivering Service in the Workplace 
	Level:
	 3
 2

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Be able to deliver service in the workplace
	1.1 Identify a facilities management service that must be delivered in the workplace

	
	1.2 Plan the delivery of the facilities management service identified including all resource requirements

	
	1.3 Explain how the delivery of the facilities management service identified will be communicated to others

	2. Understand how to collect feedback and evaluate service delivery in the workplace
	2.1 Explain how they would collect and evaluate feedback from relevant others about the facilities management service identified and planned

	3. Understand how to monitor the service delivery activity to ensure continuous improvement
	3.1 Explain what tools they would use to continuously monitor the effective delivery of facilities management services to ensure continuous improvement


Standards and Assessment Guidance – Option Units
Solving Problems and Making Decisions 
	Level:
	 3
 2

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Know how to describe a problem, its nature, scope and impact
	1.1 Describe a problem, its nature scope and impact=

	2. Know how to gather and interpret information to solve a problem
	2.1 Gather and interpret information to identify possible solutions to a problem

	3. Know how to solve a problem
	3.1 Briefly summarise the options, providing facts and evidence, not just opinion

	
	3.2 Use at least one simple decision making technique to evaluate options to arrive at the best solution

	4. Know how to plan the implementation and communication of decisions
	4.1 Plan the implementation and communication of the decision

	
	4.2 Briefly discuss which monitoring and review techniques could be used to evaluate outcomes


Understanding Change in the Workplace 
	Level:
	 3
 2

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Understand change in an organisation
	1.1 Explain the benefits of innovation and change for the organisation

	
	1.2 Identify the barriers to change and innovation in the workplace and explain practical ways of overcoming these barriers

	
	1.3 Explain why communication is important in successful implementation of change

	2. Understand the effects of change on people and finance in an organisation
	2.1 Explain possible human and financial effects of change upon people, departments and the organisation


Building the Team 
	Level:
	 3
 1

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Understand how to develop and maintain trust at work
	1.1 Explain behaviours which could develop and maintain trust at work

	
	1.2 Explain why confidentiality is important in building and maintaining trust in the team

	2. Know how to build the team
	2.1 Give one example of a group and one example of a team within the workplace. Justify the classification of examples given

	
	2.2 Briefly describe the stages of an established model of group formation

	
	2.3 Explain how a manager could benefit from knowing team members’ preferred team roles


Developing Yourself and Others 
	Level:
	 3
 2

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Know how to identify development needs and develop self and others to achieve organisational objectives
	1.1 Use at least one simple technique for identifying own development needs and the development needs of one other member of the team

	
	1.2 Identify own learning style(s) and the learning style(s) of one other member of the team

	
	1.3 Briefly analyse two learning/development options to meet need(s) of self and one other member of the team

	
	1.4 Identify barriers to learning and explain how these barriers can be overcome

	
	1.5 Identify support mechanisms for the development of self and one other member of the team

	
	1.6 Describe methods used to monitor the development of self and one other member of the team


Recruiting, Selecting and Inducting New Staff in the Workplace 
	Level:
	 3
 3

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Know how to plan to recruit
	1.1 Identify the organisation’s policies and procedures that could guide the first line manager in recruitment, selection and induction

	
	1.2 Conduct a job analysis and prepare a job description and person specification for a post within own area of responsibility

	2. Know how to select the right person
	2.1 Explain how they could prepare for selection interviews to ensure impartiality and optimum decision making in selecting the most suitable applicant

	
	2.2 Explain a recognised selection technique that could be used during interviews

	3. Understand the induction process
	3.1 Explain the importance of effective induction

	
	3.2 Describe the phases of induction in the organisation

	
	3.3 Describe which legal and practical aspects of health and safety should be included in the organisation’s induction process

	
	3.4 Explain one method that could be used to record an individual’s progress during induction

	
	3.5 Explain how an induction process could be evaluated


Organising and Delegating 
	Level:
	 3
 1

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Know how to organise people to achieve objectives
	1.1 Explain the importance of making effective and efficient use of people’s knowledge and skills while planning the team’s work to achieve objectives

	
	1.2 Use one technique to identify the appropriate person for an activity

	
	1.3 Explain how human resource planning can be used to assure output and quality

	2. Know how to delegate to achieve workplace objectives
	2.1 Give one example of delegation and one example of empowerment in the workplace

	
	2.2 Identity one barrier to delegation and one mechanism to support delegation

	
	2.3 Explain one technique that could be used to monitor the outcomes of delegation in the workplace

	
	2.4 Review the effectiveness of feedback, recognition and reward techniques in the workplace


Managing Projects 
	Level:
	 3
 2

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Know how to manage a simple workplace project
	1.1 Identify a simple workplace project

	
	1.2 Use one simple tool for determining the financial viability of the project

	
	1.3 Plan the project using one appropriate project planning technique

	
	1.4 Set objectives and targets/milestones to monitor performance and review plans

	
	1.5 Use one project evaluation technique

	2. Understand the costs and benefits resulting from a workplace project
	2.1 List areas where net savings could be achieved as a result of the workplace project

	
	2.2 Identify wider non financial implications that could result from the workplace project


Managing Performance 
	Level:
	 3
 1

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Know how to manage performance
	1.1 Briefly explain the role of the first line manager in performance management

	
	1.2 Set SMART objectives for the team

	
	1.3 Set performance standards for the team

	
	1.4 Explain how they would measure performance against agreed standards

	
	1.5 Select an example of underperformance in the workplace and explain a performance improvement technique available to address this underperformance


Managing the Efficient Use of Materials 
	Level:
	 3
 1

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Understand how material stocks are acquired, controlled and recorded in an organisation
	1.1 Describe how to determine stock requirements in the workplace

	
	1.2 Explain two consequences of not maintaining optimum stocks in the workplace

	
	1.3 Identify organisational stores/stock control principles and procedures

	
	1.4 Outline the organisation’s procedures for recording, receipt and issue of supplies

	
	1.5 Briefly describe why quality standards need to be maintained in the organisation

	2. Know how to minimise waste in an organisation
	2.1 Identify potential waste in the organisation

	
	2.2 Outline the techniques and/or methods for measuring and monitoring waste in the organisation

	
	2.3 Compile a simple action plan to minimise waste in the workplace


Managing the Effective Use of Equipment 
	Level:
	 3
 1

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Understand the need for effective and efficient use of equipment
	1.1 Explain why equipment should be used effectively and efficiently

	
	1.2 Describe how the use of equipment is monitored and controlled in the workplace

	
	1.3 Explain why it is important to have a scheduled maintenance programme for equipment in the workplace

	
	1.4 Compile a simple maintenance programme for equipment in the workplace

	
	1.5 Conduct a simple risk assessment of equipment security in the workplace, and explain how these risks could be reduced


Introduction to Managing and Maintaining Property and Assets 
	Level:
	 3
 3

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Understand the estate management function
	1.1 Describe the property portfolio of their employing organisation

	
	1.2 Explain the benefits and disadvantages of being a tenant and an owner-occupier

	
	1.3 Describe the basics of the property law

	
	1.4 Describe the purpose of having a property register

	2. Understand premises and building services maintenance
	2.1 List the building services and fabric components within their organisation’s estate

	
	2.2 Explain the purpose of a building asset register

	
	2.3 Identify the ongoing maintenance activities that are carried out and give the resources they or others may need for one of these typical maintenance tasks

	
	2.4 Describe the types of maintenance regimes

	
	2.5 Explain what factors they should consider when developing maintenance plans and schedules

	
	2.6 Explain how a computerised maintenance management systems can enhance performance of recording and tracking maintenance activities


Introduction to the Effective Management of Space Within Own Organisation 
	Level:
	 3
 3

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Understand the principles that guide and the legislation that impacts on the planning and management of space
	1.1 Briefly explain the key concepts and principles of space planning and management

	
	1.2 State the relevant legislation that impacts on space management activities in own organisation

	2. Understand how to plan accommodation changes
	2.1 Describe the management and implementation of a space management project

	
	2.2 Effectively interpret a space layout drawing

	
	2.3 List attributes that have to be updated on completion of a space management project

	3. Understand optimisation of space utilisation
	3.1 List examples of ways that space is used in own organisation and briefly explain how it could be better utilized

	
	3.2 Describe how to encourage responsible space occupancy


Understanding Support Services Operations 
	Level:
	 3
 3

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Understand the range of support services required by the organisation and the legislation that impacts on these services
	1.1 Describe the range of support services that is required by own organisation and identify the legislation that impacts on these services

	2. Know what support services are and how they are currently being provided and delivered
	2.1 Describe the role of service level agreements, their structure and format and how they are used with both customers and suppliers in own organisation

	
	2.2 Briefly describe what support services are currently being provided by the facilities management department and how these are delivered

	3. Understand the options of delivering support services
	3.1 Explain various ways of providing support services to meet organisational requirements

	
	3.2 Explain how the quality of support services is measured and monitored


Managing Sustainability and Environmental Issues 
	Level:
	 3
 3

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Understand sustainability and corporate social responsibility
	1.1 Explain the terms sustainability and corporate social responsibility and the legislation associated with these concepts

	2. Understand environmental issues affecting the organisation and how these issues can be managed
	2.1 List the environmental standards required in own organisation

	
	2.2 Explain the environmental issues affecting own organisation

	
	2.3 Describe ways to manage issues affecting own organisation in an environmentally friendly way

	3. Understand the constraints and opportunities of an organisation’s building(s) in being environmentally friendly
	3.1 Explain the constraints of own organisation’s building(s) on environmentally friendly procedures and practices

	
	3.2 Explain the opportunities to enhance own organisation’s building(s) environmentally friendly performance


Managing Utility Services and Energy Efficiency in the Workplace 
	Level:
	 3
 2

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Understand own organisation’s utility services requirements
	1.1 Explain what utility services are required by own organisation and examine what is actually provided

	
	1.2 Explain the options of acquiring utility services to bridge the gap between own organisation’s requirements and actual provision

	2. Understand the efficiency of own organisation’s energy consumption
	2.1 Explain the importance of energy management for own organisation

	
	2.2 Examine how own organisation measures energy requirements and actual consumption to determine efficiency

	
	2.3 Identify ways of improving own organisation’s energy efficiency


Understanding Procurement and Supplier Management in the Workplace 
	Level:
	 3
 2

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Understand procurement in own organisation
	1.1 Examine and explain relevant procurement procedures in own organisation

	
	1.2 Describe how procurement requirements can be identified and validated

	
	1.3 Give an example of typical purchases in own area of responsibility

	
	1.4 Give an example of a supply chain in own organisation

	
	1.5 Describe types of specifications used in the organisation

	2. Understand how specialists and suppliers are identified and managed in own organisation
	2.1 List specialists and suppliers used by own organisation and explain how these specialists and suppliers are selected

	
	2.2 Briefly explain how the performance of specialists and suppliers is monitored and how continuous improvement is encouraged


Managing Contracts and Contractors in the Workplace 
	Level:
	 3
 2

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Understand how contracts are managed in the workplace
	1.1 Briefly outline contract management procedures and tools used in own workplace

	
	1.2 Give an example of a contract that they assist in managing and explain how they do this

	2. Understand how contractors can be managed in the workplace
	2.1 Explain how to communicate all relevant information to contractor(s) in the workplace

	
	2.2 Give an example of a contractor that they manage and explain what information the contractor will require to perform their function safely

	
	2.3 Using the example they have provided explain a control tool that they could use to monitor the contractors work

	
	2.4 Using the example they have provided explain how they could stop a contractor working if the work were unsafe, unauthorised or causing business disruption


Understanding Incident Management and Disaster Recovery in the Workplace 
	Level:
	 3
 2

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Understand risk assessment and potential hazards and risks in the workplace
	1.1 Explain the process of risk assessment

	
	1.2 Describe potential hazards and incidents that could occur in own workplace

	
	1.3 Describe potential outcomes if hazards and incidents are not managed

	2. Understand how to reduce the impact of hazards on people and the organisation
	2.1 Explain how to reduce the impact of hazards on people and the organisation

	
	2.2 List mitigation measures used to prevent incidents in the organisation

	
	2.3 Describe monitoring and review processes that are used in own organisation

	3. Understand how to recover after an incident has occurred in the workplace
	3.1 Explain the recovery procedures in own organisation

	
	3.2 Describe an incident that could occur in own workplace and explain their role should this incident occur


Understanding Security Measures in the Workplace 
	Level:
	 3
 2

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Understand security measures in the workplace and associated legislation
	1.1 Identify and explain security measures in own organisation and workplace

	
	1.2 Briefly describe relevant legislation affecting security measures in the workplace

	2. Know whether the prescribed security measures are effective in the organisation
	2.1 Examine the effectiveness of prescribed security measures in the organisation and workplace

	
	2.2 Identify potential weaknesses between prescribed security measures and what happens in reality

	3. Know how to identify improvements to existing security measures
	3.1 Based on the most important potential weaknesses identified propose appropriate improvements to security measures


Introduction to Leadership and Management 
	Level:
	 3
 2

	Credit value:
	

	Learning outcomes


The learner will:
	Assessment criteria


The learner can:

	1. Understand leadership and management
	1.1 Define leadership and management

	
	1.2 Explain various leadership and management styles that may be relevant in their organisation

	2. Understand own management style
	2.1 Identify factors in the workplace that will influence own choice of management style(s) and behaviours

	
	2.2 Explain how their management style and behaviour impacts on their team and work colleagues


[image: image1.png]



WAMITAB Level 3 Certificate in Facilities Management (QCF) 





Handbook











 









