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Supporting the development  
of confident and ambitious leaders

National Occupational Standards  
for Leadership and Management

Businesses and services in Wales are changing rapidly. As a professional, embracing 
change and seeking opportunity to develop within business has never been more 
prevalent.

Showing the ability to embrace change is a crucial part of one’s journey, as is the 
need to engage in professional development. Keeping abreast of ways to develop and 
improve efficiency within your workplace, considering and forecasting on political 
and socio-economic factors that affect organisations; are key areas our ILM 
courses can help you plan for.

At Portal, we strive to support and empower you along your journey. Our Level 
4 & 5 ILM Diploma Programmes are aligned with the National Occupational 
Standards for Leadership and Management.  

This fully-funded programme, is a fantastic opportunity for you as a developing 
middle, or aspiring senior leader, to gain a nationally recognised, formally 
accredited qualification in Leadership & Management.

As well as developing your knowledge of underpinning management concepts, you 
will build your own capacity as a leader, capable of navigating the rapidly evolving 
landscape of business in Wales.
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Thank you for agreeing to take on the role of ILM work-based mentor for your colleague.

The role of the mentor is an important part of work-based learning as it ensures that learners on 
programme have adequate support with their professional development in between meetings with their 
Portal Assessor. 

The aim of the mentor role is to provide a ‘critical friend’ to your colleague whilst they are undertaking 
their ILM Diploma with Portal. You are not required to formally log meetings or fill out onerous 
paperwork for us, however there are certain expectations of the role that you should be aware of. 

As a work-based mentor you should:

3   Be in a senior role, or more experienced position, to the learner with good understanding and/or 
experience of their role and responsibilities.

3   Take an active interest in the work being undertaken by the learner and engage in professional 
conversations around the topics being covered. This can be as part of your formal dealings 
with them, such as performance management or department meetings or on a more informal 
basis through day-to-day conversation.

3   Provide the learner with support, should they require, in identifying suitable evidence 
required by the course. This could involve helping them to understand what their day-to-day 
responsibilities are in relation to the evidence they have been asked to provide, or  by providing 
a witness statement to detail their competence in various aspects of their role.

3   Be able to suggest or organise additional development opportunities or responsibilities should 
the learner need this in order to fulfil the programme requirements.

3   Be available to meet with the Portal Assessor when they come in to the workplace  for monthly 
1-2-1 meetings with the learner. You would be expected to receive feedback from the assessor 
on progress  being made and provide a short comment and signature on Welsh Government 
review paperwork.

3   Complete a short online impact survey once the learner has been on programme for 12 months 
that Portal’s Relations team will send you. 

3  Be a point of contact should Portal have any concerns regarding the learner on programme.

Role of the Mentor
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The ILM Diplomas in Leadership & Management are delivered as part of a Higher Apprenticeship 
programme which aim to develop management and leadership capacity. This is completed through a 
combination of knowledge and competence-based modules, which can be tailored in line with specific 
roles and responsibilities.
 
Introducing the learner to a diverse range of organisational decision-making and planning tools, as 
well as covering a variety of management theories, the programme will enhance their knowledge of 
management techniques, whilst allowing them to demonstrate their competence as a leader or manager 
within their current role.

What is your Mentee Studying?

What does a Diploma in Leadership & Management involve?

The programme is made up of five components. The NVQ combines both mandatory and optional 
elements, allowing the content to be tailored to best suit your role, responsibilities and development 
needs.

Mandatory, knowledge-based (VRQ) modules 
will introduce a range of theoretical & practical 
concepts, and will involve independent reading and 
research to underpin practice. Their knowledge and 
understanding will be demonstrated using a range 
of assessment methods in-line with their learning 
style.

Essential Skills in Communication, Application of Number and Digital Literacy are mandatory components of all 
funded Diploma Programmes. 

Mandatory & optional (NVQ) modules will require 
the learner to demonstrate their competence by:
• reflecting on their practice and knowledge,
•  providing a range of evidence produced through 

their day-to-day role.
•  tailoring optional units to best suit individual roles

Current skill levels will be assessed as part of the enrolment process and the learner will be expected to 
complete at least a Level 2 Essential Skill Qualification in each subject area with the opportunity to complete a 
Level 3. They might already hold a qualification which will provide an exemption for the relevant skill. Acceptable 
qualifications* are:
3  GCSE grade C or above in English/Welsh & Maths
3  A-level grade E of above in English/Welsh & Maths
3  Key or Essential Skills Level 2 or 3 in Communication & Application of Number

* alternative or equivalent qualifications are subject to approval by ACW awarding body. Certificates must be provided for exemptions. 

ILM L4/L5 
VRQ Diploma 
in Principles of 
Leadership and 
Management

ILM L4/L5 NVQ 
Diploma in 
Management

Communication 
Essential Skill

Application 
of Number 
Essential Skill

Digital Literacy 
Essential Skill

1 2 3 4 5

1

3-5

2
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What is your Mentee Studying?

What Commitment is Required?

As a business manager or leader, we understand the demanding work schedule of you and your 
colleague, so Portal’s delivery model is flexible to support them in the most appropriate manner. They 
must, however, carefully consider if they have the capacity to commit to a funded, professional level 
qualification over the next 18 months. 

We will make every effort to minimise impact on their working day, by Offering meetings; 
•  around their calendar,
•  before or after work, 
•  during non-work days. 

Breakdown How long  
will it take?

When will  
they do this?

How 
often?

Initial WEST assessments in literacy, numeracy & digital literacy Up to 4 hours Pre-enrolment Once

Induction meeting Av. 1.5 hours Post-enrolment Once

Meet their assessor 1-2-1 Av. 1.5 hours Ongoing Monthly

Reading, research, completion of tasks, collation of evidence for VRQ & NVQ Av. 3 hours Ongoing Weekly

Essential Skill Controlled Assessment Digital Literacy 5 hours Post-enrolment Once**

Essential Skill Digital Literacy Confirmatory Discussion 15-30 mins Post-enrolment Once

The following would also be required if exemptions are not in place:

Essential Skill Controlled Assessment Communication* 5 hours Post-enrolment Once**

Essential Skill Controlled Assessment Communication Confirmatory Test* 45 mins Post-enrolment Once**

Essential Skill Controlled Assessment Application of Number* 5 hours Post-enrolment Once**

Essential Skill Controlled Assessment Application of Number  
Confirmatory Test* 45 mins Post-enrolment Once**

* If an approved prior learning exemption is held, they will not need to undertake this element.   
** Resits would require additional time for essential skills.

Please note: They will be expected to make progress and communicate with their assessor each month.

Encouraging Commitment
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Level 4 Diploma Content Overview

▼  COMPONENTS  ▼

▼  MODULES  ▼

Mandatory Knowledge VRQ 
Units

Optional Competence  
NVQ Units

Additional units will be selected to 
complement your role & responsibilities.

Some examples could include...

Essential Skills

Developing 
Critical 

Thinking

Application of 
Number

Communication

Initiate and 
Implement 
Operational 

Change

Manage a 
Project

Manage 
Business 

Risk
Encourage 
Innovation

Manage 
Conflict in a 

Team

Contribute 
to the 

Development 
of a 

Strategic 
Plan

Digital 
Literacy

Manage Personal 
& Professional 
Development

Develop Working 
Relationships 

with Stakeholder

Provide 
Leadership & 
Management

Develop & 
Implement 
Operational 

Plans

Managing & 
Implementing 
Change in the 

Workplace

Managing 
Improvement

Managing 
Stress & 
Conflict

Managing 
Personal 

Development
Understanding 

the Management 
Role to Improve 

Performance

Understanding 
& Developing 

Relationships in 
the Workplace

Mandatory Competence 
NVQ Units

An overview of the core content your colleague will study on a Level 4 programme is:
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Level 5 Diploma Content OverviewLevel 4 Diploma Content Overview

▼  COMPONENTS  ▼

▼  MODULES  ▼

Mandatory Knowledge VRQ 
Units

Optional Competence  
NVQ Units

Additional units will be selected to 
complement your role & responsibilities.

Some examples could include...

Essential Skills Mandatory Competence 
NVQ Units

Developing 
Critical 

Thinking

Application of 
Number

Communication

Establish 
Business Risk 
Management 

Processes
Develop 
Working 

Relations with 
Stakeholders Optimise 

the use of 
technology Manage 

Business 
Risk

Lead the 
Development 
of a Quality 

Strategy

Encourage 
learning and 
development

Digital 
Literacy

Contribute to the 
Development of a 

Strategic Plan

Develop 
Business 

Processes

Provide 
Leadership & 
Management

Managing 
Strategic 
Change

Leading 
Innovation & 

Change

Managing 
Improvement

Managing 
Stress & 
Conflict

Managing Own 
Continuous 
Professional
Development

Understanding 
the Management 
Role to Improve 

Performance

Making a 
Financial 

Case

An overview of the core content your colleague will study on a Level 5 programme is:
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Although there are no formal requirement for you to document or record any professional discussions 
that  you have with your colleague, it is helpful to have some points for discussion.

Suggested 
Time frame Suggested questions to start off purposeful discussions could include:

Start of 
programme

End of 
programme

•   What are you hoping to get out of the ILM programme?

•   How did you find the initial WEST baseline assessments? Were you surprised 
by your results at all?

•   What mandatory units will you be studying?

•   What are you going to make the focus of your change management plan?

•   Have you thought about what optional modules would be best for you?

•   What evidence have you been asked to gather?

•   What management topics are you currently learning about?

•   How are you finding relating the theory to your practice?

•   Have you identified any gaps in your knowledge/competence that you need 
support in addressing?

•   What parts of the programme are you finding most beneficial?

•   What parts of the programme are you finding a challenge?

•   How did you find the Digital Literacy Essential Skill controlled assessment?

•   What skills do you feel you are developing as the course progresses?

•   What planning/decision-making tools have you learned about that you will 
take forward as part of your practice?

•   What do you consider to be your next steps once you have completed the 
course?

•   How do you feel the school has benefited from your completion of the course?

+ Benefits to you as a mentor

Undertaking the role of the work-based mentor can also have benefits to you as a professional by:
•   Providing the opportunity for structured discussions with members of your team;
•   Providing additional evidence for performance management review meetings with your staff;
•   Enabling you to empower your team members by delegating responsibilities to support their 

development and provide evidence for their qualification;
•   Seeing tangible impact on performance of your department or area of responsibility;
•   Providing evidence to demonstrate your personal achievement of professional standards;

Suggested Discussion Points
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What others have said...

OverviewSuggested Discussion Points

Further collaborative working, with 
management and supervision encompassing 
health and wellbeing
Joint working, with joint visions between 
teams is proving beneficial for all. Plans to 
incorporate Health and Wellbeing days for 
staff have been received positively  
Our member of staff on programme with you 
is taking a more proactive role within forums 
and meetings, taking the lead, and making 
confident decisions. She is more able to 
delegate more senior tasks and empowers 
staff to follow this through with good support 
and guidance. Her confidence to put her 
ideas forward in a strategic manner has 
further improved, to the noticeable benefit of 
the team.
More streamline line processes, much more 
confidence in her own ability.
Lisa Clement-Jones
Neath Port Talbot County Borough Council

I would thoroughly recommend this course to 
anyone who wishes to develop their career and 
learn more about leadership and management. 
Not only has this course given me new skills, but 
is has also broadened my mind and has pushed 
me to achieve successful results in my day to 
day tasks at work. 

The staff at Portal are all extremely helpful 
and supportive, and I’ve benefited from having 
regular one to one sessions directing me to 
various tasks throughout the course. As a 
result of this course, I feel much more confident 
to manage and lead on projects within my 
organisation, and I’m very grateful to the team at 
Portal for helping me to achieve my goals.
Elin Llŷr 
Deryn

The Leadership and Management course 
offered by Portal Training has greatly assisted 
my continued professional development and 
will certainly help further enhance my career 
prospects.
The bespoke nature of the course allows the 
learning to be tailored and focused on goals and 
outcomes relevant to my role and of real business 
value.
The online platform is easy to use and the depth 
and quality of the learning materials that are 
available provides a firm foundation of knowledge, 
insights and theories that can be successfully 
applied into daily working practice.
The support and assistance provided by Portal 
and my assessor have been invaluable in helping 
me to develop and progress - they really make all 
the difference. I wouldn’t hesitate to recommend 
Portal Training to anyone interested in this course.

Graham Stephens 
Rackspace

Both staff members have been successful in 
gaining an acting up position with managerial 
responsibilities.  Their application was 
stronger as a result of the work for this 
diploma.
Some parts of the course are already part of 
their day to day duties, this has enabled them 
to evaluate with a critical perspective to look 
at the strategies they use or could use.
The assessors have been a great source 
of support for not only the learners but for 
myself also by ensuring that I am doing what 
is required as a mentor.
Natalie Dix
FlyingStart
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... of ILM learners now evaluate the impact of change and practice97%

... of ILM learners seek and extend best practice100%

...  of mentors felt the programme supported growth and system-wide leadership 
as well as supporting growth in others95%

... of ILM learners developed new leadership and management techniques95%

...  of ILM learners have used the course as a vehicle to drive effective change 
within the workplace93%

... of mentors said, learners sustain a collaborative culture100%

... of mentors felt the course enabled continuous improvement100%

... of ILM learners now carry out wider reading and research 97%

 
... of ILM learners are now part of a professional network and community97%

What impact has the ILM had...



What impact has the ILM had...
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