
20 CMI SYLLABUS | LEVEL 5 IN MANAGEMENT AND LEADERSHIP v07 

 

PERSONAL 

DEVELOPMENT 

AS A MANAGER 

AND LEADER 

Unit Level 5 Good Practice 

Unit Number 5001V1 CMI’s Unique Selling Point (USP) is that our 

centres can deliver and assess our qualifications 

in a variety of ways, provided the learner 

demonstrates achievement of the assessment 

criteria.  The best practice details offered below 

aim to support our USP and at the same time give 

our centres an idea of the type of evidence of 

knowledge, understanding or ability that we would 

wish to see from learners. 

When assessing this unit please be aware that the 

learner has to meet all the assessment criteria in 

order to pass.  The unit is written using framework 

level descriptors and the assessment criteria is at 

a level 5 level of difficulty. 

Ofqual Reference F/504/9024 

Credit Value 6 

Total Unit Time 60 

Guided Learning Hours 20 

LEARNING OUTCOMES ASSESSMENT CRITERIA GOOD PRACTICE 

1 Be able to assess and plan 

for personal professional 

development 

1.1 Identify the importance of continual self-development in 

achieving organisational objectives 

 

 

 

 

 

Here you have been asked to explain the 

importance of continual self-development in 

achieving organisational objectives referencing. It 

would be helpful to answer this criterion with 

reference to your own development. You might 

use writers such as Pedler, Burgoyne and Boydell 

(2007) to support your explanation. There are 

numerous writers on this subject and your 

response should not only look at personal reasons 

for development but also how your development 

helps your organisation in achieving its objectives. 



21 CMI SYLLABUS | LEVEL 5 IN MANAGEMENT AND LEADERSHIP v07 

 

 

 

 

 

 

 

 

 

A comprehensive answer might also include 

writers such as Mullins (2013) or Torrington et al 

(2008) to show how personal development can 

support organisations. 

This criterion requires that you make some 

assessment of your current skills and 

competencies with reference to your current or 

future role and link this to organisational 

objectives. In effect you are asked to make an 

analysis to identify your skill and competency gap. 

Your answer might include reference to skills in 

terms of behavioural competences and 

underpinning knowledge required to carry out 

current and potential job tasks and role 

requirements. In addition, your gap analysis might 

then include objectives to fill these gaps, which 

may be carried forward into your development 

plan at 1.4. 

Having made an analysis of your current skills, 

competencies and identified gaps, here you are 

asked to identify ways in which these gaps might 

be filled through a range of development 

opportunities. This could be through a range of 

activities including: work-placements, sabbaticals, 

courses, e-learning, shadowing, coaching, 

mentoring and project work. Reference might also 

be made to the development cycle, Kolb, and to 

your personal learning style (VAK or Honey and 

Mumford). 

1.2 
Assess current skills and competencies against defined 
role requirements and organisational objectives  

 

 

 

 

 

 

 

 

1.3 
Identify development opportunities to meet current and 
future defined needs  
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Here you are required to produce a personal 

development plan with achievable but challenging 

goals. This can be in chart format or as a narrative 

but, as a minimum, should include the following  

• key tasks  

• SMART objectives  

• performance indicators  

• dates  

• milestones, 

• review dates   

1.4 Construct a personal development plan with achievable 

but challenging goals 

2 Be able to plan  the 

resources required for 

personal professional 

development 

2.1 
Identify the resources required to support the personal 
development plan  

 

 

 

 

Having developed a plan you are required to 

indicate the answer to assessment of resources 

you might require to support your personal 

development plan. Resources could include some 

of the following: time away from work, personally 

managing own time, materials, technologies, 

finance and access to people to act as a mentor, 

access to a coach and support of colleagues or 

family. 

This criterion requires that you develop a business 

case to secure the resources to support your 

personal development plan. Here you will show 

how you plan to achieve the resources that you 

have identified in 2.1. A business case could 

indicate timescales and possible payback for 

support of your business case with some literature 

on this subject for example Torrington, Hall and 

2.2 Develop a business case to secure the resources to 

support the personal development plan  
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Taylor (2008). A very well development answer 

might also show how you might calculate a return 

on investment (ROI) of the development. 

3 Be able to implement and 

evaluate the personal 

development plan 

3.1 Discuss the processes required to implement the 

personal development plan  

 

 

 

 

 

 

 

 

 

Here you are asked to discuss, this is more than a 

mere description of the implementation strategy 

for your plan. You might also include how this has 

been shared with stakeholders, revision of 

SMART objectives, KPIs, assumptions and 

milestones to be achieved. You might also want to 

outline how your job role will be covered during 

any periods when you will be undertaking 

development activities. The process might also 

include how your PDP is to be monitored, 

managed and updated. 

This criterion requires an evaluation of the impact 

of your personal development plan on the 

achievement of a defined role requirements and 

organisational objectives.  A full answer might 

include an evaluation of the gap analysis 

illustrating the gap between current “skills and 

know hows” with the future role requirements and 

how the gap is being or will be bridged with an 

indication of the impact on the achievement of 

SMART objectives and contribution to 

achievement of the organisation’s strategy.   

Here you will indicate how and with whom you 

might review and update your personal 

development plan against key milestones and 

3.2 Evaluate the impact of the personal development plan on 

the achievement of defined role requirements and 

organisational objectives  
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SMART objectives. Your answer might also show 

how the review process might be affected by 

personal or organisational changes over a period 

of time.  Depending on when you started the 

personal development plan, you may be able to 

conduct an actual rather than hypothetical update, 

in which case it may be helpful to add a column to 

a tabular format plan for outcomes, and to add 

additional rows for any new development needs 

which have emerged in the intervening period, to 

demonstrate that the process is ongoing. 

3.3 Review and update the personal development plan 

4 Be able to support and 

promote staff welfare  

4.1 
Discuss the relationship between staff welfare and 
organisational objectives  

 

 

 

 

 

 

 

 

Here you are asked to discuss and not just 

describe some of the issues that relate to staff 

welfare and meeting organisational objectives.  

This is more than Health and Safety and could 

include the  proactive approach to  occupational 

health (OH), work life balance (WLB), work place 

staff, managing sickness absence or flexible 

working and how these requirements:  

• fit with the business strategy  

• add value to operational requirements  

• are appropriate to the size of your  

            organisation  

• are fully supported by management at the 

highest level.  

Here you are required to explain the process for 

4.2 
Explain the process for assessing staff welfare  

 

 

4.3 Explain the actions to be taken by the manager in dealing 
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with a staff welfare issue 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

assessing staff welfare. You should refer to the 

points raised in 4.1 and look at how each might be 

measured with reference to the organisational 

objectives again highlighted in 4.1. 

This could potentially be a very large section. In 

order to keep within your word count you should 

limit your response to include staff welfare issues 

with which you have some experience. You might 

use some of the following and with examples 

show how a manager might need to respond: 

• Ensuring an healthy and safe workplace       

            environment 

• A manager’s role with reference to the   

           Control of Substances Hazardous to Health  

           (COSHH) Regulations 2002  

• Risk assessment of the premises and  

            working practices  

• Communication and staff welfare 

• Organising health and safety personnel  

            and allocating individual responsibilities 

• Arranging appropriate training 

• Devising appropriate documentation 
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• Implementing policies and procedures  

            including inspections and audits,  

            evaluating performance and making  

            changes 

• Enabling flexible working 

• Highlighting work place stress 

For this criterion your answer would build on the 

response to assessment criteria 4.3.A good 

answer might mention different methods of 

communication and might also mention Shannon 

and Weavers’ communications model. 

This section requires a discussion of the records 

that may be maintained to demonstrate that staff 

welfare is supported. Reference needs to be 

made to a specific context, most probably 

explored in different parts of this assignment. 

Specific records might include: 

• Sickness and absence records 

• Accident records 

• Risk analyses  

• Maintenance records and reports 

4.4 Describe how to communicate responsibilities for staff 

welfare to the team 

 

 

 

4.5 Discuss records that may be maintained to demonstrate 

that staff welfare is supported 
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ADDITIONAL INFORMATION ABOUT THIS UNIT 

Unit Aims This unit is about assessing and improving individual management and leadership skills and 

competencies against objectives. 

 

  


