
info@dlctraining.co.uk

www.dlcandtraining.co.uk

0800 0126 770

Welcome to 
Distance Learning College and Training

Why DLC?

Distance learning is quickly 
gaining prominence amongst 
adult learners, and it’s easy to 
see why. Studying a distance 
course offers the opportunity to 
enhance your career prospects 
and expand your earning 
potential whilst benefiting from 
freedom and flexibility. Here 
are just a few of the reasons 
why you should choose flexible 
study with DLC:

• Number 1 UK award
winning provider
for distance learning
qualifications

• UK leading experts covering
all qualification needs at all
levels (1-7)

• 17 years of experience
delivering to over 54,000
students

• Solid reliable business
with vast experience and
expertise

• Outstanding results for our
students with a 98.6% pass
rate

• Dedicated team of industry
expert tutors

• Chosen partner for world
class companies

• Current students in over 70
countries

Who we are
DLC are the UK’s leading distance learning provider. We are renowned for our 
unrivalled support packages, our industry expertise and our dedication to helping 
each and every learner achieve the qualifications they need to succeed.

Choosing the right training provider is hugely important when it comes to getting 
the most out of your learning. When you choose to study with Distance Learning 
College, you can benefit from high quality accredited courses, flexible study and 
supportive tutors who will guide you along every step of the way. Our courses have 
a staggering 98% pass rate, due to our dedication to going above and beyond in 
every way.

Studying with us
When you study with us, you will be allocated a tutor with an industry background 
who is an expert in their field, often with decades of experience. They will be there 
to answer any questions you might have about your course, and will mark your 
work and provide feedback. Each student is also allocated a Student Support 
contact, who will act as a mentor and help with everything from enrolment to 
booking assessments. We understand that balancing your studies with your other 
commitments can feel like a challenge, and that’s why the team here at DLC are 
here to support you at every step of the way.
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Your ILM  
Membership

Your Membership 
Includes:

• Access to the learning zone

• Access to over 400 online
resources

• Key support to make the
most of your training

• Invitations to networking
events

• Access to interactive career
development tools and
resources

• Global student network

• Access to institute reports
and surveys

• Share your ideas and
experience with other
students

• Access to a management
blog

• Career situation tools to
help you

• A career health check tool

• Access to Edge e-magazine
and articles

• Access to leading
professionals’ career
profiles

Your ILM Membership
An ILM Membership is an investment; one that will pay for itself. Not only will you 
see excellent value for money, you will also see an immeasurable impact on your 
career.

Being a member of The Institute of Leadership & Management gives you exclusive 
access to a wide range resources that are specifically designed to help you 
become a better leader, as well as the opportunity to network across a community 
of over 30,000 professional members. 

Being a member of ILM can also make you a more marketable prospect to 
employers. Being able to add membership to your CV will enable you to stand out 
from the crowd by showing you’re not only serious about the industry of leadership 
and management, but progressing your career within it as well.

ILM qualifications are nationally recognised and are 
designed to meet the needs of managers in a variety 
of industries due to the wide range of units on offer.
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ILM Level 2 - Award, Certificate 
Leadership and Team Skills

Your Course Information

Level 2 is 
equivalent to 
a GCSE A*-C 
qualification

ILM Assignments

ILM courses are assessed via 
assignments, one per unit. These 
are sent direct to us here at 
Distance Learning College where 
our expert team of tutors will mark 
your work submissions.

Support

Work Submission - After 
submitting work you will receive 
feedback from an expert in your 
chosen field to help you on your 
journey.

Course Materials - Throughout 
your studies you are provided 
with all the textbooks and course 
materials you need. As well as 
having access to our online 
learning platform.

Aim of the course

There are two Institute of Leadership and Management courses at level 2, the 
Award and the Certificate in Leadership and Team Skills. These qualifications 
are designed for practicing or aspiring team leaders who wish to develop their 
management skills and knowledge and attain a solid foundation from which to 
progress.

Can I enrol on this course? 
You can enrol on this course if you work within a operator role, have a level 1 
qualification or higher, or you have relevant experience.

Passing the course, whats involved? 
ILM level 2 award and certificate in Leadership and Team Skills are gained through 
building up credits from unit groups to ensure the course suits the individual 
learning needs. You can build credits up to the full Certificate. Or, if you wanted to, 
you could just complete at Award.

AWARD - Learners need to complete a minimum of 3 credits from at least 2 units 
to achieve this qualification.

CERTIFICATE - Learners need to complete a minimum of 13 credits to achieve 
this qualification.
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ILM Level 2 - Award, Certificate 
Leadership and Team Skills

Your Course Information

Units

Developing Yourself as a Team Leader

• The role and responsibilities of the team leader

• Seek feedback on workplace performance to identify
strengths, weaknesses and areas for improvement

1 Credit 1 Credit

Planning and Monitoring Work

• Understand how to work within the organisational guidelines
to achieve team goals

• Understand how to plan and allocate work

• How to monitor a team’s performance against the plan

Developing the Work Team

• Understand the nature of teams

• Explain how teams differ from groups in the workplace

• Understand the advantages and disadvantages of team
working

• Identify the responsibilities of team members

Induction and Coaching in the Workplace

• Describe the benefits of induction

• Understand how to integrate new members in the team

• Know how to coach individuals in the team

Using Resources Effectively and Efficiently 
in the Workplace

• Understand the importance of using resources effectively
and efficiently in the workplace

• Explain why it is important to have sufficient levels of
materials and labour in the workplace

• Explain how to ensure the safe and effective use of
resources within the team

Improving Performance of the Work Team

• Understand the organisation’s requirements in relation to
team performance

• Understand how to address under-performance

• The role of motivation in improving performance

Understanding the Change in the Workplace

• Understand change in the workplace

• Internal or external reasons or factors for change in the
workplace

• Know how to support the implementation of change in the
workplace

Leading Your Work Team

• Understand the difference between leadership and
management

• Explain why leadership is important within own team

• Understand a range of leadership styles, their benefits and
potential impact on individuals and performance

Managing Yourself

• Know how to use effective personal time management to
achieve team goals

• Identify strengths and weaknesses in time management

• Know how to manage own stress

Communicating with People Outside the Work Team

• Understand the importance of effective communication with
people outside the team

• Give examples of the methods of communicating with those
outside of team

• Understand how to present a positive impression to those
outside the team

2 Credits 2 Credits

1 Credit

2 Credits

2 Credits

1 Credit

1 Credit 1 Credit

Maintaining a Healthy and Safe Working 
Environment

• Understand responsibilities for health and safety

• Explain how to communicate health and safety requirements
to the team

• Know how to conduct a risk assessment of the team’s work
environment

1 Credit 1 CreditWorkplace Communication

• Understand the importance of effective communication

• Understand methods of communication

• Understand the importance of maintaining accurate records
of communication
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Units - Continued

Enterprise Awareness

• Understand the enterprise environment

• Understand finance and enterprise

• Understand resources within enterprise

• Understand customer focus

Understanding Effective Team Working

• Understand effective working teams

• Identify possible barriers to effective team working

• Explain how to create and maintain an effective team

Diversity in the Workplace

• Contributing to a positive workplace environment

• Explain how a team leader can promote equality and
diversity in the team

• Understand how to deal with difficulties arising from diverse
individuals

Working with Customers Legally

• Understand the customer’s rights in line with current UK
legislation

• Understand the responsibilities of the team in line with
organisational policy

• Understand the organisation’s complaints procedure

3 Credits

1 Credit

1 Credit

1 Credit

1 Credit

1 Credit

1 Credit

1 Credit

Methods of Communicating in the Workplace

• Understand the importance of effective communication in the
workplace

• Outline the possible impacts of poor communication in the
workplace

• Understand how to use methods to communicate effectively
in the workplace

• Identify barriers to communication and explain how these
could be overcome

Providing Quality to Customers

• The importance of quality within the organisation

• Outline a quality system relevant to the organisation

• Know how to deliver quality within the organisation

Briefing the Work Team

• Understand how to plan for a team briefing

• Be able to deliver a team briefing

• Be able to report back on a team briefing

Workplace Records and Information Systems

• Understand the reasons for keeping records within an
organisation

• Understand how data and information is stored, indexed and
retrieved

• Understand the importance of ensuring the confidentiality
and security of records

ILM Level 2 - Award, Certificate 
Leadership and Team Skills

Your Course Information

Gathering, Interpreting and Utilising Data 
in the Workplace

• Know how to gather and interpret data for action

• Explain how to select the appropriate data for the identified
purpose

• Describe how to use the data effectively for the identified
purpose

1 Credit 1 CreditUsing Information to Solve Problems

• Be able to use information to solve problems

• Use different methods to gather and/or retrieve information
involving the team to help solve the problem

• Apply a recognised technique to solve the problem
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Units - Continued

Working within Organisational and Legal Guidelines

• Understand employees legal rights

• Outline parts of organisational policy that cover employee
rights and responsibilities

• Understand organisational disciplinary and grievance
procedure

Satisfying Customer Requirements

• Know how to satisfy customer requirements

• Explain how service level agreements and customer
satisfaction levels are set and monitored

• Identify internal and external customers

Setting Team Objectives in the Workplace

• Understand methods of time management.

• Be able to set, prioritise and monitor SMART objectives for
the team

• Be able to assess achievement of workplace objectives

Business Improvement Techniques

• Understand the importance of continuous quality and
performance improvement within the workplace

• Know how to use business improvement tools and
techniques to continuously improve the workplace

• Know how to communicate the benefits of the identified
improvement for implementation

Meeting Customer Needs

• Understand customer care and the benefits of good
customer care

• Know how to meet customer needs

• Understand the importance of collecting, storing and
interpreting customer feedback

1 Credit 2 Credits

1 Credit

2 Credits

2 Credits

ILM Level 2 - Award, Certificate 
Leadership and Team Skills

Your Course Information
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ILM Level 3 - Award, Certificate, Diploma 
Leadership and Management

Your Course Information

Level 3 is 
equivalent to 
a AS / A Level 
qualification

ILM Assignments

ILM courses are assessed via 
assignments, one per unit. These 
are sent direct to us here at 
Distance Learning College where 
our expert team of tutors will mark 
your work submissions.

Support

Work Submission - After 
submitting work you will receive 
feedback from an expert in your 
chosen field to help you on your 
journey.

Course Materials - Throughout 
your studies you are provided 
with all the textbooks and course 
materials you need. As well as 
having access to our online 
learning platform.

Aim of the course

There are three Institute of Leadership and Management qualifications at level 3, 
the Award, Certificate and Diploma in Leadership Management. These qualifications 
are designed for practicing or aspiring first line managers who wish to develop 
their management skills and knowledge and attain a solid foundation from which to 
progress.

Can I enrol on this course? 
You can enrol on this course if you work within a supervisor role, have a level 2 
qualification or higher, or you have relevant experience.

Passing the course, whats involved? 
ILM level 3 award, certificate and diploma in Leadership and Team Skills are 
gained through building up credits from unit groups to ensure the course suits the 
individual learning needs. You can build credits up to the full Diploma. Or, if you 
wanted to, you could just complete the Award or Certificate.

AWARD - Learners need to complete a minimum of 4 credits from at least 2 units 
to achieve this qualification.

CERTIFICATE - Learners need to complete a minimum of 13 credits to achieve 
this qualification.

DIPLOMA - Learners need to complete a minimum of 37 credits to achieve this 
qualification.
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ILM Level 3 - Award, Certificate, Diploma 
Leadership and Management

Your Course Information

Units

Solving Problems and Making Decisions

• Describing a problem, its nature, scope and impact

• Know how to gather and interpret information to solve a
problem

• Know how to evaluate options to make a decision

• Know how to plan, monitor and review the implementation
and communication of decisions

2 Credits

Planning Change in the Workplace

• Understand the forces for change in an organisation

• Identify the forces that may require own organisation to
change by conducting a simple PESTLE or SWOT analysis

• Know how to identify and plan change in an organisation

• Explain how to communicate with and involve people to
facilitate effective change

Writing for Business

• Know how to write for business

• Use effective and appropriate tone, language and level of
formality to meet specified standards when writing for a
business purpose

• Incorporate basic statistics and visual material in the content
or in an appendix

Understanding Leadership

• Understand leadership styles

• Describe the factors that will influence the choice of
leadership styles or behaviours in workplace situations

• Understand leadership qualities and review own leadership
qualities and potential

• Describe appropriate actions to enhance own leadership
behaviour in the context of the particular leadership model

Understanding Innovation and Change 
in an Organisation

• Understand innovation and change in an organisation

• Understand how to plan, monitor and review the
implementation and communication of innovation and
change in an organisation

• Understand the effects of innovation and change on people
and teams in an organisation

Planning and Allocating Work

• Know how to plan work in the workplace

• Know how to allocate work to team members

• Understand how to improve the performance of a team in
delivering to plan

Contributing to Innovation and Creativity 
in the Workplace

• Understand what innovation is

• Understand the different types of innovation and their
application within an organisation

• Understand the drivers of innovation

• Understand the conditions that promote and hinder
innovation in the workplace

• Understand the use of creative thinking in innovation

• Understand the innovation process

• Understand how to implement and measure the impact of
innovation

Understand How to Establish an Effective Team

• Understand how to develop and maintain effective working
relationships

• Describe behaviours which could develop and maintain trust
at work

• Understand how to build a team

• Describe the stages of an established model of group
formation

2 Credits

2 Credits1 Credit

2 Credits

2 Credits 1 Credit

2 Credits
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ILM Level 3 - Award, Certificate, Diploma 
Leadership and Management

Your Course Information

Units

Understanding Conflict Management 
in the Workplace

• Understand conflict management in the workplace

• Explain the effects of conflict on individual and team
performance at work

• Describe how a manager could promote a positive
atmosphere in order to minimise the adverse effects of
conflict

Understanding Discipline in the Workplace

• Understand the legal aspects and organisational policy
relating to discipline in the workplace

• Identify an organisation’s employment policies and
procedures that could guide the manager in dealing with
disciplinary issues

• Understand how to monitor discipline in the workplace

• Identify the interpersonal behaviour and support skills
required by a manager to monitor discipline in the workplace

Understanding the Induction of New Staff 
in the Workplace

• Understand the induction process

• Describe which legal aspects should be included in an
organisation’s induction process

• Understand the effectiveness of an induction process

• Explain how an induction process could be evaluated

Understanding Stress Management 
in the Workplace

• Know how to manage stress in the workplace

• Explain a practical stress management technique

• Understand how to support individuals in the team and
minimise stress in others

• Explain how and when to provide advice, mentoring or
counseling to support individuals in the workplace

Understanding Recruitment and Selection 
of New Staff in the Workplace

• Know how to plan to recruit and select new staff in the
workplace

• Explain how to conduct a job analysis and prepare a job
description and person specification for an identified post

• Know how to select the right person.

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

Understanding Training and Coaching 
in the Workplace

• Understand how to provide training appropriate to the
workplace

• Explain how knowledge of different learning styles can assist
when training individuals in the workplace

• Understand how to coach an individual in an organisation

• Describe a method of evaluating the effectiveness of
coaching in the workplace

3 Credits 1 Credit

1 Credit 2 Credits

1 Credit 2 Credits

Understanding How to Motivate to Improve 
Performance

• Understand the factors that influence motivation levels in the
workplace

• Explain the potential impact on organisational performance if
employee motivation levels are low

• Understand how a theory of motivation can be used to
improve performance levels

• Explain how to use employee engagement to increase
motivation levels

Developing Yourself and Others

• Know how to identify development needs

• Identify potential barriers to learning

• Explain how barriers to learning can be overcome

• Know how to develop self and others to achieve
organisational objectives

• Describe a method that could be used to monitor the
development of self and another member of the team

• Explain any recognised technique a manager could use to
minimise and resolve conflict in the workplace

2 Credits 2 Credits
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ILM Level 3 - Award, Certificate, Diploma 
Leadership and Management

Your Course Information

Units

Understanding Quality Management 
in the Workplace

• Understand the importance of quality management within
the workplace

• Explain the difference between design quality standards and
process quality standards

• Understand how quality is delivered within the workplace

• Describe records for maintaining quality in the workplace

2 Credits 1 Credit

Managing Workplace Projects

• Know how to manage a simple workplace project

• Use a project evaluation technique to evaluate the project

• Understand the financial and non-financial implications of a
workplace project

• Identify wider non-financial implications that can result from
the workplace project

Understanding Customer Service Standards 
and Requirements

• Understand the legal and organisational requirement for
managing customer service

• Understand customer service standards

• Know how to monitor customer service performance

Understand the Organisation and its Context

• Understand the organisation as an entity

• Describe the roles and responsibilities of managers at
different levels of an organisation

• Understand the context within which the organisation
operates

• Prepare a PESTLE analysis of an organisation

Understanding Organising and Delegating 
in the Workplace

• Understand how to organise people to achieve objectives

• Explain how to identify the appropriate person for an activity
in the workplace

• Understand how to delegate to achieve workplace objectives

• Explain a technique that could be used to monitor the
outcomes of delegation in the workplace

Understanding Health and Safety 
in the Workplace

• Understand the organisation’s policy and responsibilities for
ensuring a safe and healthy working environment

• List current legislation and industry regulations relating to
health, safety and welfare at work as relevant to a specific
organisation

• Understand own responsibilities for health and safety in the
workplace

• Describe how to monitor health and safety in the workplace

Giving Briefings and Making Presentations

• Be able to plan a briefing or presentation

• Be able to conduct a briefing or presentation

• Be able to evaluate a briefing or presentation

Understanding Performance Management

• Understand the value of assessing performance to meet
organisational and individual needs

• How to manage performance of individuals in the team

• Understand the value of feedback in the workplace.

• Know how to manage under-performance in the workplace

2 Credits 2 Credits

2 Credits 2 Credits

2 Credits 2 Credits

Understanding Costs and Budgets 
in an Organisation

• Understand budgets within an organisation

• Describe a method to monitor variance between actual and
budgeted performance

• Understand costs within an organisation

• Describe mechanisms in the organisation to maintain control
of costs

1 Credit Understanding How to Manage the Efficient 
Use of Materials and Equipment

• Understand how material stocks are acquired, controlled
and recorded in an organisation

• Understand the need for effective and efficient use of
equipment

• Know how to minimise waste in an organisation

2 Credits
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ILM Level 3 - Award, Certificate, Diploma 
Leadership and Management

Your Course Information

Units

Understanding the Communication Process 
in the Workplace

• Understand the nature and importance of the
communication process in the workplace

• Understand the methods of communication

• Be able to assess own effectiveness in communication

Understanding Marketing for Managers

• Understand basic marketing concepts

• Identify key elements of an organisations marketing strategy

• Understand the marketing context

• Organisational SWOT analysis in the marketing context

Understanding Negotiation and Networking 
in the Workplace

• Know how to influence and negotiate with others to achieve
objectives

• Describe how to reduce resistance and minimise conflict
to achieve a win-win situation in the workplace during
negotiations

• Understand the value of networking

• Describe methods to establish and maintain effective
professional relationships with the identified network

Understand How to Lead Effective Meetings

• Understand how to prepare and plan a meeting

• Describe how to prepare prior to a meeting

• Understand how to manage a meeting

• Explain the purposes of minutes and action plans

Understanding Workplace Information Systems

• Understand the need to maintain information systems.

• Identify records which are included under relevant legislation

• Understand the use and application of IT applications for
information systems in an organisation

• Describe how data used to manage workplace information is
backed up in the organisation

2 Credits 2 Credits

1 Credit

1 Credit 1 Credit
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Level 4 is 
equivalent 
to a BTEC 
Professional 
Diploma

ILM Assignments

ILM courses are assessed via 
assignments, one per unit. These 
are sent direct to us here at 
Distance Learning College where 
our expert team of tutors will mark 
your work submissions.

Support

Work Submission - After 
submitting work you will receive 
feedback from an expert in your 
chosen field to help you on your 
journey.

Course Materials - Throughout 
your studies you are provided 
with all the textbooks and course 
materials you need. As well as 
having access to our online 
learning platform.

ILM Level 4 - Award, Certificate, Diploma 
Leadership and Management

Your Course Information

Aim of the course

There are three Institute of Leadership and Management qualifications at level 
4, the Award, Certificate and Diploma in Leadership and Management. These 
qualifications are designed to give practising or aspiring managers a solid 
foundation in their formal development in this role. This programme provides a 
clear progression route through all three levels, although they can be studied as 
stand-alone programmes also.

Can I enrol on this course? 
You can enrol on this course if you work within a management role, have a level 3 
qualification or higher, or you have relevant experience.

Passing the course, whats involved? 
ILM level 4 award, certificate and diploma in Leadership and Management are 
gained through building up credits from unit groups to ensure the course suits the 
individual learning needs. You can build credits up to the full Diploma. Or, if you 
wanted to, you could just complete the Award or Certificate.

AWARD - Learners need to complete a minimum of 5 credits from at least 2 units 
to achieve this qualification.

CERTIFICATE - Learners need to complete a minimum of 13 credits to achieve 
this qualification.

DIPLOMA - Learners need to complete a minimum of 37 credits to achieve this 
qualification.
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ILM Level 4 - Award, Certificate, Diploma 
Leadership and Management

Your Course Information

Units

Understanding the Management Role to Improve 
Management Performance

• Understand the specific responsibilities of middle managers
in enabling an organisation to achieve its goals

• Understand how communication and interpersonal skills
affect managerial performance in the workplace

• Be able to assess personal development opportunities to
improve own managerial performance

4 Credits

Delegating Authority in the Workplace

• Understand the benefits of delegation

• Be able to delegate effectively in the workplace

• Be able to improve own ability to delegate and empower
others

Managing Equality and Diversity in Own Area

• Understand equality and diversity law, legislation and
internal policies in relation to own area of responsibility

• Explain the implications of the legal requirements for equality
and diversity on own area of responsibility

• Be able to influence the management of equality and
diversity in own area of responsibility

Managing a Healthy and Safe Environment

• Understand the importance of working in a healthy and safe
environment

• Review current UK law and legislation on health and safety

• Be able to manage a healthy and safe environment

• Plan the implementation of recommendations to health and
safety policy in own area of operation, using measurable
targets

Planning and Leading a Complex Team Activity

• Be able to plan a complex team activity

• Be able to communicate information on the activity to your
team

• Be able to review own ability to lead a team through a
complex activity

Management Communication

• Understand the importance of effective communication in
management

• Be able to develop effective communication skills as a
reflective manager

• Understand the impact of development on workplace
performance

Managing Marketing Activities

• Understand the concepts involved in managing marketing

• Evaluate a range of marketing strategies

• Be able to review the effectiveness of marketing in an
organisation

Managing Meetings

• Understand different types of meetings and their suitability
for different purposes

• Understand how to prepare effectively for a meeting

• Be able to develop own performance in managing meetings

3 Credits

4 Credits4 Credits

3 Credits

2 Credits 3 Credits

4 Credits

Budgetary Planning and Control

• Understand how budgetary planning and the effective and
controlled implementation of budgets both support and
deliver the organisation’s objectives

• Review the effectiveness of the organisation’s budgetary
planning process in supporting the delivery of the
organisation’s strategic objectives and policies

• Understand how to measure and monitor performance
against budgets and their objectives

• Recommend improvements to the organisation’s budgetary
planning and implementation processes

Managing and Implementing Change 
in the Workplace

• Understand the reasons for change in an organisation

• Conduct an environmental and organisational analysis, to
identify possible areas for change in own organisation

• Be able to manage and implement change in the workplace

• Develop a change implementation plan including details
of how you will monitor and review the implementation of
change

3 Credits 6 Credits
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ILM Level 4 - Award, Certificate, Diploma 
Leadership and Management

Your Course Information

Units

Motivating People in the Workplace

• Understand the factors that may affect performance and
motivation in the workplace

• Evaluate the principal factors that may affect performance
and motivation in the workplace

• Be able to improve levels of motivation and increase
performance in the workplace

• Evaluate the impact of applying the theory of motivation on
performance in the workplace

Understanding the Importance of Marketing 
for an Organisation

• Understand the market within which an organisation
operates

• Review the market within which own organisation operates,
focusing on market size, the organisation’s share of that
market and its competitor profile

• Understand the effectiveness of marketing within own
organisation

• Make recommendations to improve the effectiveness of a
marketing campaign within own organisation

Managing Personal Development

• Understand how to identify and prioritise work-related
development requirements

• Evaluate available development support and resources
and their constraints, with employment supervisor and/or
learning supervisor

• Be able to implement and evaluate planned development
activities and apply learning in the workplace

• Understand the impact of development on workplace
performance

Solving Problems by Making Effective 
Decisions in the Workplace

• Know how to describe a problem, its nature, scope and
impact

• Know how to gather and interpret information to solve a
problem

• Know how to evaluate options to make a decision.

• Know how to plan, monitor and review the implementation
and communication of decisions

Understanding the Organisational 
Culture and Context

• Understand the culture and context of the organisation.

• Evaluate the organisation within its broader environment
using appropriate environmental and organisational analysis
techniques

• Understand own ability to function within organisational
culture and ethical norms

• Propose how to uphold the ethical standards across the
organisation

2 Credits 3 Credit

4 Credits 6 Credits

6 Credits
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Level 5 is 
equivalent to a 
HND qualification

ILM Assignments

ILM courses are assessed via 
assignments, one per unit. These 
are sent direct to us here at 
Distance Learning College where 
our expert team of tutors will mark 
your work submissions.

Support

Work Submission - After 
submitting work you will receive 
feedback from an expert in your 
chosen field to help you on your 
journey.

Course Materials - Throughout 
your studies you are provided 
with all the textbooks and course 
materials you need. As well as 
having access to our online 
learning platform.

ILM Level 5 - Award, Certificate, Diploma 
Leadership and Management

Your Course Information

Aim of the course

There are three Institute of Leadership and Management qualifications at level 
5, the Award, Certificate and Diploma in Leadership and Management. These 
qualifications are designed to give practising or aspiring middle managers a solid 
foundation in their formal development in this role. This programme provides a 
clear progression route through all three levels, although they can be studied as 
stand-alone programmes also.

Can I enrol on this course? 
You can enrol on this course if you work within a senior management role, have a 
level 4 qualification or higher, or you have relevant experience.

Passing the course, whats involved? 
ILM level 5 award, certificate and diploma in Leadership and Management are 
gained through building up credits from unit groups to ensure the course suits the 
individual learning needs. You can build credits up to the full Diploma. Or, if you 
wanted to, you could just complete the Award or Certificate.

AWARD - Learners need to complete a minimum of 6 credits from at least 2 units 
to achieve this qualification.

CERTIFICATE - Learners need to complete a minimum of 13 credits to achieve 
this qualification.

DIPLOMA - Learners need to complete a minimum of 37 credits to achieve this 
qualification.
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ILM Level 5 - Award, Certificate, Diploma 
Leadership and Management

Your Course Information

Units

Managing Improvement

• Understand the effectiveness of the organisation

• Understand own ability to manage and improve quality to
meet customer requirements

• Be able to plan and implement projects to meet, and if
possible exceed, customer requirements

3 Credits

Managing Individual Development

• Be able to evaluate individual performance in an
organisation

• Conduct a performance gap analysis

• Be able to implement a personal development plan, for an
individual in an organisation

Developing Critical Thinking

• Be able to critically assess own beliefs, attitudes and value
systems

• Explain the difference between beliefs, attitudes and values

• Be able to critically assess the validity of management
theories in relation to own beliefs, attitudes and values

Understanding the Organisational Environment

• Be able to analyse how an organisation is affected by the
macro-environment

• Understand the impact of economic and political factors on
the organisation

• Understand the legal environment within which the
organisation operates

Making a Financial Case

• Understand financial concepts used to inform management
decisions

• Explain differences between capital and revenue expenditure

• Be able to make a financial case to inform a management
decision

Leading Innovation and Change

• Understand the need for innovation and change
management within an organisation

• Be able to propose innovative solutions to improve
organisational performance

• Be able to lead and manage change within an organisation

Managing Stress and Conflict in the Organisation

• Understand the effectiveness of own organisation in dealing
with workplace stress and conflict

• Evaluate the effectiveness of the organisation in recognising
workplace stress and conflict

• Be able to improve the management of workplace stress and
conflict in own area of responsibility

Understanding Organisational Culture and Ethics

• Understand organisational ethics and culture, in relation to
own organisation

• Understand how an organisation’s ethics and culture
influence leadership style and organisation structure

• Understand how to leverage ethics and culture to improve
organisation performance

4 Credits

5 Credits4 Credits

3 Credits

5 Credits 3 Credits

3 Credits

Managing Customer Relations

• Use environmental scanning to find and retain customers

• Conduct an environmental scan of the business environment
in which your organisation operates

• Understand how the customer supply chain operates to
meet customer requirements

Managing for Efficiency and Effectiveness

• Be able to assess the organisation’s ability to manage
efficiently and effectively to achieve targets and objectives

• Assess own organisation’s ability to translate vision, mission
and strategic goals into operational objectives with realistic
and measurable targets

• Evaluate own ability to manage efficiently and effectively

3 Credits

4 Credits

Managing Work Analysis

• Understand strategic context and purpose of work analysis

• Be able to conduct a work analysis to improve organisational
performance

• Make decisions based on work analysis outcomes

Making Professional Presentations

• Be able to plan a professional presentation

• Be able to deliver a professional presentation

• Be able to evaluate own ability to make professional
presentations

3 Credits 2 Credits
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ILM Level 5 - Award, Certificate, Diploma 
Leadership and Management

Your Course Information

Units

Managing Projects in the Organisation

• Assess the usefulness of project management tools and
techniques for managing a project within own organisation

• Be able to manage a project in an organisation

• Be able to evaluate own ability to manage a project

Managing Information

• Understand the management of information within the
organisation

• Be able to gather and analyse information to make decisions
or solve problems in your area of responsibility

• Be able to disseminate information on a management
decision, through the right organisational channels

Developing and Leading Teams to Achieve 
Organisational Goals and Objectives

• Understand the importance of leading teams to achieve
organisational goals and objectives

• Assess effectiveness of own organisation in measuring team
performance against organisational goals and objectives

• Be able to develop and lead teams

• Mechanisms that are used to monitor progress against
budgets and their objectives

Assessing your own Leadership Capability 
and Performance

• Understand leadership styles within an organisation

• Be able to review effectiveness of own leadership capability
and performance in meeting organisational values and goals

• Be able to adopt an effective leadership style to motivate
staff to achieve organisational values and goals

Becoming an Effective Leader

• Understand own ability to fulfil key responsibilities of the
leadership role

• Use theories of emotional intelligence to review the effect of
emotions on own and others’ performance

• Be able to evaluate own ability to lead others

Improving own Leadership Performance 
through Action Learning (Diploma only)

• Be able to use action learning for leadership development

• Explain the responsibilities of an individual within an action
learning set

• Be able to plan and undertake activities to develop own
leadership performance

Understanding the Management of Facilities

• Understand facilities management roles and responsibilities
and how they contribute to organisational goals

• Describe the roles and associated responsibilities for
facilities management within own organisation

• Understand how to develop a facilities management plan in
an organisation

Managing Resources

• Evaluate the effective and efficient use of physical resources
for which you are accountable, in line with organisational
policies and procedures

• Understand how to manage physical resources for which
you are accountable

• Be able to plan and implement improvements for managing
physical resources for which you are accountable

Managing Recruitment

• Understand human resource planning in an organisation

• Explain the role and relevance of human resource planning
in own organisation

• Be able to plan and implement recruitment in line with legal
and organisational requirements

4 Credits

4 Credits

4 Credits

5 Credits

4 Credits

6 Credits

5 Credits

15 Credits

2 Credits
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Your DLC  
Support Package

Support

We pride ourselves on providing a 5-star distance learning experience for every 
student. Unlike other course providers, we provide students with unlimited support, 
so you can get in touch with your tutor whenever you have questions. Support is 
available by email, phone, Skype and Facetime, as well as through our dedicated 
learning platform, so you can get in touch by whichever method suits you best. 
Students can also book into our free monthly workshops to get one-to-one 
support.

Freedom to study in your own way

The main advantage of distance learning is the ability to work at your own pace, 
in your own time and in the comfort of your own home. This means that with the 
right planning and schedule in place, you can get a great balance between your 
study and your other commitments, and even earn while you learn.

Resources

Unlike a classroom course, with our distance learning courses you don’t have 
to rely on your notes to pass units or assignments. You can revisit your study 
materials and online resources at any point to refresh your understanding. You’ll 
also have unlimited access to industry expert tutors and professional mentors, 
who can offer advice, guidance and support throughout your journey.

Contact your course advisor today on 0800 0126 770

Whats included? 
• Student Support Team - We have a dedicated student support team to make

your enrolment as quick and easy to ensure you can start your studies as soon
as possible.

• Industry Expert Tutors - Our industry expert tutors are one of the many
reasons why we have a 98% student pass rate.

• Face to Face Tutor Support - Another valuable way of gaining that all
important support at no extra cost to you!

• Mentor Support - Every student receives a dedicated student mentor
throughout their studies.

• Exam and Assignment support - A fantastic opportunity to prepare for any
upcoming assignments and exams.

Unbeatable Support Package

We guarantee the best support 
package on the market with 

industry experts here to support 
you through your studies.

Outstanding Performance

We are proud of our 98.6% 
pass rate, we guarantee 

you are in safe hands when 
enrolling on a course with DLC.

Earn Qualified Status

Achieve qualified status with 
Distance Learning College and 
we will guide you every step 

of the way.

Award Winning Expertise

We are an award winning 
distance learning provider with 

17 years’ experience and 
helping over 54,000 students.




