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Aims of the Level 5 Programme are to: 

• Understand the purpose of coaching and mentoring within an organisational context 
 

• Understand the skills, behaviours, attitudes, beliefs and values of an effective coach 
mentor 

 

• Understand the role of contracting and the process to effectively coach or mentor 
 

• Understand the principles of effective coaching or mentoring in practice and how to 
evaluate benefits 

 

• Be able to plan and prepare for management coaching or mentoring programmes 
based on identified developmental needs and goals 

 

• Be able to undertake and record at least twelve hours of formal coaching or 
mentoring activity with one or more clients 

 

• Be able to reflect and review own management coaching or mentoring practice  
 

• Be able to assess your own skills, behaviours and knowledge as a coach and mentor 
 

• Be able to critically review and reflect on the effectiveness of your own practice as a 
coach or mentor 

 

• Be able to demonstrate how you have developed and how you plan to develop in the 
future as a coach or mentor 

 

Additional outcomes 

✓ Gain an understanding of a coaching approach and its impact on leading and 
learning in schools 

✓ Develop a consistent organisational approach to leading and learning 
✓ Learn and share practice on having focussed and structured conversations with staff 
✓ Build on current coaching skills and behaviours 
✓ Learn appropriate coaching models and tools and practice with them 
✓ Have the opportunity to receive feedback on own coaching practice 

 
Using a coaching approach in school positively impacts a range of different relationships, 

behaviours and results. It can be used successfully to: 

• Improve teaching standards & improve performance management with colleagues 

• Empower children and young people to become better learners 

• Support and develop newly qualified teachers 

• Have focused conversations that benefit and reduce pressure for both people 

• Support and develop non-teaching staff 

• Improve interventions with parents 

• Support staff career development and CPD 
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Programme details and timetable 

Date Outline of Topic 

Day 1  

26.09.18 (9.00 – 16.00) 

o Creating an environment for change, the essence of coaching 
o Introduction to optional ILM element  
o Self-review of current knowledge skills and motivation 
o Coaching and difference to other interventions 
o Coaching practice 
  

Day 2  

10.10.18(9.00 – 16.00) 

 

o Building rapport and listening with depth  
o Structures and models to support coaching 
o Goal setting  
o Coaching practice 

  

Day 3  

30.10.18 (9.00 – 16.00) 

o Diversity, Personality, Learning styles (Clarity 4D) 
o Contracting  
o Coaching practice 

  
Day 4  

14.11.18 (9.00 – 16.00) 

o Powerful questions  
o Coaching tools and resources part 1 
o Barriers to coaching 
o Reflective practice and record keeping 

 

Day 5 to be confirmed o Ethics 
o Beliefs 
o Supervision  
o Organisational readiness for Coaching 
o Barriers to Coaching and Mentoring 

 

Day 6 to be confirmed o Coaching tools and resources part 2 
Integrating coaching into the work place 

o Peer supervision and reflective practice 
o Evaluating Coaching and Mentoring 
o ILM Tutorial sessions 
o Supervision for Level 5 

 

 

All days are 9.00 – 16.00 with 6 hours of delivery time and 1 hour of breaks. The programme 

also enables a flexibility to consider and respond to individual and organisational needs. This 

may result in slightly different focus that was planned on some of the days.  
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Background to ILM 

ILM is the UK’s leading provider of leadership, management and coaching qualifications, and 
a City and Guilds Group Business. ILM offers a specialist suite of qualifications ranging from 
Level 2 to Level 7, which are awarded by The City and Guilds of London Institute. ILM also 
specialises in assessment, learning content, recognition and accreditation of high quality 
training in the fields of leadership, management and coaching. 
 
ILM offers leadership and management qualifications through a network of accredited 
centres worldwide. By choosing ILM you will be joining the 70,000 people who register for an 
ILM qualification every year. More employers choose ILM programmes than any other 
specialist awarding body.  
 
ILM offers a wide range of qualifications covering all aspects of leadership and management, 
along with specialist programmes in coaching and mentoring, and enterprise. Combining 
innovative design with a strong focus on developing workplace performance. ILM 
qualifications and training are designed to meet the needs of organisations and their 
managers.  
 
 
ILM Membership 
 

All ILM learners receive free studying membership for a limited period from The Institute of 
Leadership and Management. This provides access to leadership and management news, 
research, expert opinion and learning resources.  

Once qualified, learners can apply for professional membership (FInstLM, MInstLM, 
AMnstLM, or AInstLM) of the Institute of Leadership and Management.  

For further information visit https://www.institutelm.com  

 

Introduction to Space2think 

Space2think is a company of consultants, trainers and coaches.  We work successfully in the 

corporate, public and voluntary sector, providing training and development and coaching 

opportunities for teams, managers, leaders and organisations.  

We also have experience and expertise in the evaluation of processes and projects. Our 

Consultants and Associates are experienced facilitators and creative trainers and our work is 

regarded as being underpinned by a strong value base, and has as its heart participation, 

involvement, honesty and openness.  

We provide a range of development opportunities including bespoke programmes and 

nationally recognised coaching and leadership and management qualifications.  

 

 

 

 

On line supported Learning Resources 

As part of this programme you will have access to some online supported resources.  You 
will need to access these to fulfil your guided learning hours and to gain the knowledge and 
skills to complete your assessments.  This is additional to the ILM Membership website. 

https://www.institutelm.com/
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As part of the induction you will receive a password and enrolment key, this will enable you 
to access the resource online.  Web address – https://space2think.org/online-resources 

 

Learning Opportunities 

Our approach is to meet the needs of individual students and the group as a whole, working 
across a range of delivery options (individual and group study) to both extend your 
information/study/technical skills and provide resources which support successful completion 
of your course of study. 

A 'small group' tutoring strategy will be adopted with a class size of between 10 - 14 

students. Tutoring strategies will be adapted to suit the nature of the group.  This facilitates 

more effective communication and discussions between tutor and group. 

 

The course tutoring methods will aim to encourage independent learning by enabling you to: 

• Develop autonomy by gaining confidence in learning, communicating, and presentation; 

• Learn for yourself and to develop criteria by which you can monitor your own 
performance; and 

• Develop human relation skills with special emphasis on relationships with staff, 
colleagues and clients. 

 

The course will consist of a mix of inputs to form a programme of "student-centred learning" 

which will be adopted throughout the whole course.  Traditional "chalk and talk" methods will 

be kept to a minimum. The emphasis will be on "active" learning methods, which require 

your full participation and involvement for most of the time.  Many activities will be group 

based to foster interpersonal skills and stress the specialism’s that relate to different aspects 

of the course. Formal tutorials will be scheduled as an integral part of the teaching and 

learning strategy and each tutor and/or the course co-ordinator will provide guidance and 

individual support as require 

 
 

  

https://space2think.org/online-resources
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Course assessment 

3 Assessments are required to be undertaken. 

Assessment Title Date Set Final 
Review 
Date 

Submission 
Date 

Understanding the skills, principles 
and practice of effective management 
coaching and mentoring. 

   

Undertaking management coaching or 
mentoring in the work place. 

   

Reviewing own ability as management 
coach or mentor. 

   

 

Draft submissions by email. 

Final submissions need to be submitted through the Moodle site 
 

When approaching the assessments please give special attention to some key words that are 

used. Paying attention and writing accordingly to these will enable you to fulfil the assessment 

criteria. 

Identify  

Define 

Present  

Explain  

Discuss 

Review 

Reflect on 

Critically explore 

Critically review 

Critically evaluate 

Justify 

Analyse 

Assess 
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Assignment Task for Unit: Understanding the skills, principles and practice of effective 

management coaching and mentoring 

Centre Number: Centre Name: 

Learner Registration No: Learner Name: 

TASK: This assignment requires you to demonstrate your understanding of the context in which effective 

coaching and mentoring operates including the individual and organisational benefits of coaching and 

mentoring. You should also be able to show your understanding of the practical requirements of coaches 

and mentors operating with managers and professionals within organisations. 

It is recommended that you include an introduction explaining the organisation (size, structure, and sector) 

as well as explaining your own role in order to provide a context to this assignment. If you are not currently 

working within an organisation, then you may complete this within an organisation you are familiar. This 

may include working in a volunteer, charitable or supporting capacity.  

Note: You should plan to spend approximately 24 hours researching your workplace context, preparing 

for and writing or presenting the outcomes of this assignment for assessment. The suggested word count 

for this assignment is between 4,000 to 5,000 words. However individuals have different writing styles, and 

there is no penalty if the word-count range is exceeded. 

Check your assignment carefully prior to submission using the assessment criteria. 

Please use the sub-headings shown below 

when structuring your Assignment 
Assessment Criteria 

The context of coaching or mentoring 

practice 

Consider in depth the purpose of coaching or 

mentoring within an organisational environment 

including exploring the differences between the 

disciplines and the benefits and contribution 

they may be able to make to organisational 

performance. 

 

• Define what coaching and mentoring is within the 
context of an organisation and explain the similarities 
and differences between coaching and mentoring (8 
marks) 

• Identify potential individual, operational and 
organisational barriers to using coaching or 
mentoring and develop appropriate strategies for 
minimising or overcoming these (8 marks) 

• Present the case for using coaching or mentoring to 
benefit individuals and organisation performance (8 
marks) 

The skills, behaviours, attitudes, beliefs and 

values of the coach or mentor 
• Critically explore the knowledge, skills, and 

behaviour of an effective coach or mentor (8 marks) 

• Analyse why coaches or mentors require effective 
communication skills (8 marks) 

• Review the responsibilities of the coach or mentor to 
manage relationships (including values and power) 
and remain ethical and non-judgemental (8 marks) 

The role of contracting and the process to 

effectively coach and mentor 

 

 

• Review a model or process which should be followed 
when formally coaching or mentoring (8 marks) 

• Analyse the rationale for and the characteristics of 
effective contracting within coaching or mentoring (8 
marks) 

• Explain the necessity of exploring the expectations 
and boundaries of a coaching or mentoring 
programme with all stakeholders (8 marks) 

• Justify the rationale for supervision of coaches and 
mentors in practice (8 marks) 
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Understand the principles of effective 

coaching and mentoring in practice and 

how to evaluate benefits 

This section should summarise the previous 

sections to show your understanding of good 

practice in coaching and mentoring. 

You should also conclude how coaching or 

mentoring can be evaluated in order to bring 

quantifiable business benefits to individuals and 

organisations. 

As part of this document you may include 

coaching strategy papers or supporting 

documents. 

• Critically review the elements required for effective 
and integrated coaching or mentoring (8 marks) 

• Analyse how the benefits of coaching or mentoring 
should be evaluated (12 marks) 

 

By submitting I confirm that this assignment is my own work 
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Assignment Task for Unit: Undertaking management coaching or mentoring in the 

workplace 

  

Centre Number: Centre Name: 

Learner Registration No: Learner Name: 

TASK 

You are required to demonstrate the practical application of coaching or mentoring in practice within an 

organisational, managerial or professional role. 

You should undertake a minimum of 12 hours of formal and contracted coaching or mentoring, and be 

able to show how you have reflected on your performance. 

Note: 

You should have a discussion with your coaching supervisor (usually the tutor) to assist in your 

performance reflection. You should also collect feedback from those observing your coaching or 

mentoring sessions. This could include feedback from your supervisor or peers. 

You should plan to spend approximately 29 hours researching your workplace context, preparing for and 

writing or presenting the outcomes of this assignment for assessment. The suggested word count for this 

assignment is between 2,500 to 3,000 words. However individuals have different writing styles, and there 

is no penalty if the word-count range is exceeded. 

Check your assignment carefully prior to submission using the assessment criteria. 

Please use the sub-headings shown below 

when structuring your Assignment 
Assessment Criteria 

Plan and prepare for coaching or mentoring 

programmes 

Provide evidence of planning, contracting and 

agreeing coaching or mentoring programmes 

with one or more individuals. 

• Explain the rationale for coaching or mentoring for 
one or more clients and formally agree a contract 
with one or more clients (8 marks) 

• Identify individual developmental needs and agree 
goals, in line with organisational, divisional and/or 
team goals (8 marks) 

• Plan and prepare a short coaching or mentoring 
programme with one or more clients to complete a 
minimum of twelve hours of formal coaching activity 
(4 marks)  

Undertake coaching sessions  

Maintain an auditable diary of coaching records 

to show that you have delivered a minimum of 

12 hours’ coaching and/or mentoring showing 

that you have: 

• identified individual development needs 
and agreed goals for the programme; 

• planned individual sessions and organised 
the materials and resources needed to 
support them; 

• delivered and recorded the coaching; 

• reviewed individuals’ progress; 

• critically reflected on your own 
performance relating to relationships, 
tools, techniques and communication 
skills. 

• Complete a minimum of twelve hours of coaching 
or mentoring activity with one or more clients (16 
marks) 

• Critically review your use of a range of diagnostic 
coaching and mentoring tools and techniques (12 
marks) 

• Assess your ability to build relationships and use 
effective communication techniques of questioning, 
listening and giving feedback (12 marks) 

• Maintain appropriate overview records of goals, 
discussion and outcomes including progress 
towards goals (12 marks) 
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Reflections on your performance as a coach 

or mentor 

 

Reflect on and review your performance, 
informed by feedback from participants and 
observers. 
 

• Collect feedback on own coaching or mentoring 
practice on the effectiveness of coaching or 
mentoring interventions in enabling the 
achievement of agreed goals and show evidence of 
this within the coaching / mentoring diary (8 marks) 

• Review coaching or mentoring activity and 
holistically explore this for patterns and personal 
learning and areas for improvement (12 marks) 

• Reflect on own coaching or mentoring practice 
(including evidence of supervision / tutorial 
feedback) (8 marks) 

 
By submitting I confirm that this assignment is my own work 
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Suggested diary format to complete Assignment Task for Unit: Undertaking management 

coaching or mentoring in the workplace 

Please include a front page showing the hours coached as shown below 

 

Coaching Diary 

Name_____________________________________ 

 

Date  Time of Session 

(min/hours) 

Who and Number 

(example: Person 1 – 1st 

Session) 

14/05/15 60mins Person 1 – 1st session 

   

   

   

   

   

TOTAL HOURS Min 12 hours  
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Coaching Diary Session Template 

 

Record of Coaching Session 

 

Session No     Date                        Session length (min)  

 

Client name (or alternative identification)                  

 

First Session (complete after first session with each person being coached only) 

 

Prepare and plan the coaching sessions  

What factors have been taken into account in preparing and planning the coaching 
sessions? This could include outcomes, activities, information, resources 

 

What contingency planning have you made if any? 

 

Contracting 

What contracting (informal/formal, written/verbal) have you used?  

How did you explain coaching and what you are offering to the other person? 

What is the scope and initial content of the coaching sessions you are agreeing to? 

If you have a written contract attach it as an appendix.  

 

Assessments and Goals 

What are the identified and agreed development needs for the coaching / mentoring?  

 

What diagnostic / assessment methods and tools, including learning styles, have you 

used to assist the effectiveness of the coaching? Why and how have you selected 

them? 

 

What are the identified individual learning goals / targets / outcomes for the coaching 

sessions and how does this fit with team / organisational needs and outcomes? 
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Every Following Session  

(Complete after every session – including 1st session if relevant and coaching took place) 

 

Preparation 

What preparation have you done to enable the coaching to be successful?  What resources 

have you prepared? How have you prepared yourself? 

 

Resources 

What diagnostic and assessment tools and resources have you used? What was your 

intention behind using them?   

 

Progress and distance travelled  

What progress have they made since your last meeting and how have you observed this? 

 

Goals / targets / outcomes 

What specific goals / targets / outcomes were agreed for the current session? 

 

Write a summary of what happened during the session that reveals the focus and 

structure of the coaching conversation.  

How did the session flow in relation to any coaching model stages?  

Describe your use of key coaching skills and approaches, (e.g. listening, questioning and 

giving feedback).  

 

How did you respond to challenges and responses from the person being coached?  

 

What feedback did you offer to the person being coached? What impact did it have? 

 

How did the session end? 

What decisions and proposed actions were there from the session?  

Were there any changes of state for the person being coached and / or the coach? 

 

Feedback 

What feedback did you receive from the person being coached or an observer? 

(Please support any comments) 
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Personal Reflections on my performance as a Coach / Mentor 

 
 What strengths and weaknesses are you identifying in your practice? (Specifically your 

ability to build relationships and use effective communication techniques of questioning, 

listening and giving feedback).  

 

 

 What patterns and personal learning is occurring for you indicating areas for 

improvement? 

 

 

 In what ways would you do it differently next time?  

 

 

 What is your evaluation of your use of diagnostic / assessment tools and techniques? 

 

 What feedback have you received or discussion have you had with your supervisor / 

tutor or supervision group that supports or challenges your assessment of your own 

practice? 
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 Assignment Task for Unit: Reviewing own ability as a management coach or mentor 

Centre Number: Centre Name: 

Learner Registration No: Learner Name: 

TASK: This assessment requires you to reflect on your performance as a coach and/or mentor. 

Self-awareness is a key characteristic of effective coaches and mentors. You are not expected to be 

perfect in this role, but to clearly demonstrate your own awareness of how well you are performing and 

what you need to do to improve in the future.  

Note: You should plan to spend approximately 22 hours researching your workplace context, preparing 

for and writing or presenting the outcomes of this assignment for assessment. The suggested word count 

for this assignment is between 2,500 to 3,000 words. However individuals have different writing styles, 

and there is no penalty if the word-count range is exceeded. 

Check your assignment carefully prior to submission using the assessment criteria. 

Please use the sub-headings shown below 

when structuring your Assignment 
Assessment Criteria 

Assess and reflect on own abilities as 
management coach and/or mentor 

Complete and evidence summary of your own 

abilities as a coach and/or mentor. 

You should include methods of assessment, 

tools and techniques to evidence your analysis. 

This may include: 

• Feedback on your abilities or performance 
as a coach and/or mentor. 

• Evaluations based around some of the 
coaching competencies or around your 
own identified strengths and weaknesses. 

• Feedback from others (clients, 
stakeholders, others). 

• Reflection on SWOT and Action Plan. 

• Conduct an evidenced assessment analysis of your 
own ability as a coach and/or mentor relating to 
knowledge, skills and behaviours (16 marks) 

• Using this analysis critically review your strengths 
and weaknesses in relation to your skills, behaviours 
and knowledge as a coach or mentor (16 marks) 

 

Review the effectiveness of your own 

practice as a coach or mentor 

To reflect effectively you should: 

• Use the coaching diary to evaluate your 
skills as a coach or mentor. 

• Discuss communication skills, relationship 
management and ethical considerations 
when coaching or mentoring. 

• Identify your weaknesses / development 
needs using examples. 

• Critically review the coaching activity undertaken 
looking at the process, patterns and outcomes (12 
marks) 

• Critically evaluate your own skills as a coach or 
mentor focussing particularly on your self-
awareness, approach, communication skills, and 
relationship management (12 marks) 

• Discuss how you ensure your coaching or mentoring 
is ethical and non-judgemental (8 marks) 

• Provide evidence of reflecting on actual coaching or 
mentoring activity by using examples and evidence 
(12 marks) 
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Reflections on your performance as a 

mentor or coach 

Reflect on and review your performance, 
informed by feedback from participants and 
observers, where available, with a particular 
emphasis on how well your assessment of your 
strengths and weaknesses was confirmed, 
what you were able to do to overcome any 
weaknesses and build on your strengths and 
what future actions you can take to develop 
yourself further as a coach or mentor. 
 

• Explain and reflect on the effectiveness of tutorial 
supervision (8 marks) 

• Provide evidence of how you have recorded and 
logged your own progress and development as a 
coach or mentor (8 marks) 

• Provide a linked and relevant plan for your future 
development for a minimum of the next twelve 
months (8 marks) 

 

By submitting I confirm that this assignment is my own work 
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Space2think Policies 
 
Attendance 
Students will normally be required to attend at least 85% of workshops as part of the course 
requirements. However, we recognise the changing needs of employers and have therefore 
constructed two methods of assessments for all the learning opportunities, so that if a 
student has to unavoidably miss workshops they may still be able to complete the course. 

Failure to attend at least 85% of each workshop, will however lead to consideration by the 
teaching team, who may refer that part of the course and the student may be required to 
attend a future workshop in order to complete, or asked to complete appropriate self- 
directed activities and study. 

 

Deadline Extension 
All assignments will be given a hand in date. In exceptional circumstances, a deadline 
extension may be given. A request for an extension should be submitted to the course co-
ordinator. Failure to submit an assignment on time without negotiating a new submission 
date or deferral will result in a fail. The highest achievable grade for late (agreed) 
submissions, referred submissions, or deferrals will be a “pass”, no matter the quality of the 
work. This is to ensure that there is no advantage to having extra time or feedback. The final 
deadline for completion of the assignment will be given out during the second module. 

Appeals Procedure 

Participants who are not happy with the assessment of their assignments may appeal 
against the decision.  However, participants should first seek to discuss their mark with the 
tutor, which may mean that no further action is required. If a participant wishes to appeal, 
he/she must do so to the course co-ordinator within 21 days of the date of the marked 
assignment being returned. The course co-ordinator will seek to resolve the situation in 
consultation with the participant 

If no solution is found, s/he refers the matter to the appeals panel, which is made up of the 
internal and external moderators.  The appeals panel can decide to: 

 

• Confirm original decision 

• Ask for reassessment of work by different tutor 

• Accept that the work is adequate - assessment decision to be reconsidered 
 

Further External Appeal to City and Guilds 

A further appeal about WBA assessments may be made to the Group Appeals Board of the 
City & Guilds Group (within 10 working days of receipt of the above final decision from ILM).  
The case would then be heard by the Group Appeals Tribunal of City & Guilds, under C&G’s 
own appeals procedure. A copy of this procedure can be made available if required and if 
appropriate. 

 
Plagiarism 
Plagiarism is a specific form of cheating which applies to assignments completed by 
learners. It is the substantial, unacknowledged incorporation into a learner’s work of 
materials derived from published or unpublished work by another person.  
Space2think take all incidents of plagiarism seriously, especially those incidents which are a 
determined and deliberate attempt by the learner to gain marks for an assignment without 
having done a substantial portion of the work themselves. 
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Examples of Plagiarism 

1. Plagiarism using published work includes books, articles and materials found on the 
internet  

2. Unpublished work could be a piece of work previously submitted by another learner, or 
work about to be submitted by another learner. 

3. Some assignments may require learners to work together. Where the group gets the mark 
then it is joint work throughout and group cooperation is part of what is being assessed 

4. Other group projects may require learners to work together at the planning stage, but to 
submit individual assignments which must then be the learner’s own work. 

Specific examples of plagiarism include: 

✓ Extracts from another person’s work without using quotation marks and/or an 
acknowledgement of the source 

✓ Summarising the work of another or using their ideas without an acknowledgement of the 
source 

✓ Copying or using the work of another learner (past or present) with or without that 
person’s knowledge or agreement 

✓ Purchasing essays or downloading them from the internet to submit them as your own 
work 

If Space2think assessors or IV’s are suspicious that plagiarism is present in an assignment 
the tutor will inform the participant of their concerns and provide opportunity for the 
participant to resubmit with appropriate referencing and/or text removed. If the assignment is 
resubmitted with no evidence of appropriate acknowledgement of sources of text that is 
causing concern the participant will be marked as a fail. 

Referencing  

If you use someone else’s exact words in your work, they must be in quotation marks. Use 
quotations sparingly and only when you feel the author has expressed something so well 
and so concisely that the words cannot be improved. 

When you have used a quote, you must provide the name of the author, the date of their 
work that you have referred to and the page number where you got the quotation from 
immediately after the quotation (eg Hill, 2004, p. 42) and also provide full details of the 
reference in the bibliography. 

You must provide a bibliography a list of books, articles and any other sources you have 
quoted at the end of your assignments. 

The Harvard system for referencing sources is well established and you can find guidance 
on how to use it on the internet.  

o When making a reference to a book the Harvard format is: Hill, P. (2004) 
Concepts of coaching: a guide for managers ILM, London. 

For a reference to an article the Harvard format is: Grant, A.M. (2010)  It takes time: a 
‘stages of change’ perspective on the adoption of workplace coaching skills. Journal of 
Change Management, 10(1), pp. 61-77. 

Equal Opportunities and Diversity Policy 

This policy reflects both the aims and purpose of Space2think and the spirit and intentions of 
legislation which outlaw discrimination. Space2think recognises that people from different 
backgrounds can bring fresh ideas and skills.  It values diversity and welcomes interest from 
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all sections of the community and it is committed to build and reinforce a culture where 
people value each other and treat each other with dignity and respect. 

Space2think will not discriminate or treat any individual less favourably on the grounds of 
sex, marital status, race, colour, nationality, ethnic origin, disability, age or sexual orientation. 
As an employee, associate or learner, Space2think aims to ensure that no individual 
receives less favourable treatment on the grounds of sex, marital status, race, colour, 
nationality, ethnic origin, disability, age or sexual orientation. 

Space2think aims to ensure that people with disabilities are given equal opportunity to enter 
employment or training.  In so doing, it will fully consider making reasonable adjustments to 
operating practices, equipment and premises to ensure that a disabled person is not put at a 
substantial disadvantage due to their disability.   

Space2think is committed to keep requirements and practices under review and to take 
action where necessary in order to facilitate the recruitment; involvement and development 
of paid staff, associates or learners from all sections of the community.  It welcomes 
difference and recognises that action may be needed to give everyone a chance to 
contribute on equal terms within the aims and purposes of Space2think. 

It is the responsibility of every individual, to eliminate discrimination by ensuring the practical 
application of the equal opportunities policy and reporting incidents of discrimination to an 
appropriate senior person.  

All allegations of discrimination will be treated seriously. Any discrimination is totally 
unacceptable to Space2think and anyone found to be discriminating would face disciplinary 
action. Sexual and racial harassment are forms of discrimination on the grounds of a 
person’s sex or race. This and any other harassment is totally unacceptable within 
Space2think and any such behaviour is considered a disciplinary offence. All allegations of 
harassment are treated seriously and all practicable steps taken to prevent the behaviour 
continuing. 

 

Definitions 
We feel it helpful to staff, associates and learners that they be aware of the following 
definitions with regard to its Equality & Diversity Policy. 

Equal Opportunities 
Equal Opportunities ensure that policies, procedures and practice in use in the company do 
not discriminate against the people within it. It is about treating people fairly and equally 
regardless of whom they are, their background or their lifestyle. 

Diversity 
Diversity ensures that all learners, associates and employees are valued as individuals and 
are able to maximise their potential and contribution to the company and to the community. It 
recognises that people from different backgrounds can bring fresh ideas and a different 
approach, which can make the way we work and learn more fun, more creative, more 
efficient and more innovative. 

Direct Discrimination 
Direct Discrimination occurs when an individual is dealt with less favourably on the grounds 
of sex, marital status, race, disability, colour, age, sexual orientation, nationality or ethnic 
national origin. Example: a decision being taken that a woman would not have the required 
assertiveness to manage a team made up of a majority of men.  
 
Victimisation 
Victimisation occurs when an individual is treated less favourably because that person has 
asserted rights under the Sex Discrimination Act, the Race Relations Act or the Disability 
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Discrimination Act.  Applicants, employees and learners must be able to take action against 
unlawful discrimination without fear of reprisals. 

Harassment 
Harassment means repeated, un-reciprocated and unwelcome comments, looks, actions, 
suggestions or physical contact which is found objectionable and offensive and which might 
threaten an employee or participant or create an intimidating environment.  Harassment can 
be sexual, racial, directed against people with disabilities or indeed related to any 
characteristic exhibited by the individual.  

Positive Action 
Positive action refers to measures taken to assist employees, associates or learners who 
have been under-represented in specific areas, to reach a level of workplace knowledge and 
competence that is comparable with ‘representative’ employees. These measures would 
normally take the form of additional training. ‘Positive discrimination’ at the point of selection 
for work is not permissible. 

Policy Implementation 
We recognise that passive policies will not in themselves provide equality and encourage 
diversity in employment or in training. Consequently we will seek to promote equality & 
diversity within the following framework of responsibilities. 

We believe that all employees, associates and learners have an individual responsibility to 
actively co-operate to ensure that the environment we desire is a reality. 

We would like individuals (Employees and Learners): - 

▪ to co-operate with measures introduced to ensure equality of opportunity, diversity and 
non-discrimination 

▪ to not harass, abuse or intimidate any other employee or participant on the grounds of 
sex, marital status, race, disability, colour, age, sexual orientation, nationality or ethnic 
national origin 

▪ to feel sufficiently confident to inform the course team if they suspect discrimination is 
taking place 

 
We expect our staff (In addition to their responsibilities as individual employees): - 
▪ to ensure that proper records of employment decisions are maintained and regular 

reviews  are carried out 
▪ to ensure that grievances are dealt with in a fair and consistent manner  
▪ to ensure that all individuals within their area are aware of their responsibilities, the law 

and the companies Equality & Diversity Policy 
▪ to ensure that employees and learners become familiar with organisational changes and 

developments relating to equal opportunities and diversity in the workplace 
▪ to actively promote the benefits of employee and participant diversity, in employment and 

training 
 

Health and Safety Policy 
Our policy is to provide and maintain safe and healthy working and training conditions, 
equipment and systems of work for all our staff, associates and learners.  All must be aware 
of their individual responsibility to take reasonable care for their own health and safety and: 
▪ to take reasonable care for their own health and safety and for the health and safety of 

others who may be affected by their acts and/or omissions 
▪ to co-operate with the course team in carrying out any duty or requirement imposed on 

them by statutory requirement or by good practice 
▪ not to interfere intentionally or recklessly with, or misuse anything provided, in the 

interests of health and safety or welfare. To notify a member of the course team straight 
away if they notice a health and safety problem 
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CANDIDATE DECLARATION  

 

Please tick the relevant boxes and complete the information sections below. 

Then sign and date the form, remove it from the pack and return to the Course Tutor. 

 
I have received the Candidate Handbook (this document) 
plus an explanatory outline of the programme and its content 

 

I have been informed of the Appeals and Complaints Procedures   

 

 I am aware that the course involves attendance on the  
            dates stated in the scheme of work which has been provided   
 

 I understand and accept the requirements in terms of attendance 
and assessment. 
 

Name (BLOCK CAPITALS)………………………………………………………… 

 

Signature……………………………………Date…………………………………… 
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Submission Cover Sheet 

Instructions to the learner:  

• Please complete, sign and date the cover sheet below and submit to your centre with 
every submission.  

• To show your understanding it is best to use your own words and images. If you use 
someone else’s words in your work, please remember that you need to reference 
their work, including text, images, and diagrams. Use other’s work sparingly and only 
when you feel the author has expressed something so well and so concisely that the 
words cannot be improved 

• Do not copy and paste information from any source (including the internet) in your 
submission without referencing it. This is considered plagiarism  

• When referencing a source, you must provide the name of the author, the date of 
their work that you have referred to and the page number where you got the 
quotation from immediately after the quotation (e.g. Hill, 2004, p. 42) and also 
provide full details of the reference in the reference list at the end 

• You must also provide a full reference list - a list of books, articles, internet pages 
and any other sources you have quoted - at the end of your assessment 
 

 

Learner name  

Learner registration number  

Unit(s) covered in this submission  

Date   

Learner signature  

Learner confirmation: 

I declare that this assessment is all my own work and that: 

• The work has not, in whole or in part, been knowingly submitted elsewhere for assessment 

• Where the submission includes work from a previous assessment this has been identified 

• Where materials have been used from other sources it has been properly acknowledged 

• If this statement is untrue, I acknowledge that an assessment offence has been committed 

Centre confirmation:  

The Centre declares that this learner: 

• Has received adequate guidance on what plagiarism is and how to reference work 

• To the best of my knowledge, is the sole author of the submitted assessment  

Permission for ILM to use this submission 

ILM uses learners’ submissions – on an anonymous basis – for assessment standardisation.   

If you are willing to allow ILM use this script on condition that identifying information is removed, 
please refuse by ticking the box:    □ 


