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Highfield Level 4 Certificate in Principles of Leadership and Management for 

Adult Care (RQF) 
 

Introduction 

This qualification specification is designed to outline all you need to know to offer this qualification 

at your centre. If you have any further questions, please contact your account manager. 

Qualification regulation and support  

The Highfield Level 4 Certificate in Principles of Leadership and Management for Adult Care (RQF) 

has been developed and is awarded by Highfield Qualifications and sits on the Regulated 

Qualifications Framework (RQF). The RQF is a qualification framework regulated by Ofqual. 

The qualification is also supported by Skills for Care, the sector skills council for the Adult Care Sector 

in England. 

Key facts 

Qualification number:  603/0974/X 

Learning aim reference: 6030974X 

Credit value: 34 

Assessment method: Portfolio of evidence 

Guided learning hours (GLH): 150 

Total qualification time (TQT): 341 
 

 

Qualification overview and objective 

The objective of the qualification is to introduce adult care leadership and management and to 

prepare learners to progress into further/higher level training such as the Highfield Level 5 Diploma 

in Leadership for Adult Care. 

 

The qualification covers the essential knowledge required in adult care and support, as well as 

management. Those learners who enter the sector from graduate entry programmes must also 

achieve the same level of preparedness to work as a social care manager. Those learners who have 

no direct experience of care and support will require placements or voluntary work alongside the 

qualification. 

 

The qualification aligns with the Management Induction Standards and provides the learner with 

the knowledge and understanding to be able to move into a management role. This qualification is 

suitable for those learners who are either: 

• working at a level 3 and aspire to progress into management.  

• Working as Managers (new in post), who wish to use this qualification to support with the 

Manager Induction Standards 

 

Career progression is a key element in retaining and growing a high-quality workforce for the adult 

social care sector in England. Progression into management roles is particularly important and 

workers with excellent care and support skills at level 3 may be unprepared for the very different 



 
knowledge and skills required as a manager. Therefore, this qualification has been developed as a 

direct route from the level 3 into level 5 management qualifications.  

Entry requirements 

To register for this qualification, learners are required to meet the following entry requirements: 

• be 18 years of age or above 

• Have significant experience within the care and support sector and/or currently working 

at Level 3 within Adult Care; Graduates from different disciplines and other learners with 

no direct experience of care and support are likely to need placements, voluntary work or 

internships alongside the qualification to achieve a firm grounding in service delivery for 

the sector. 

Geographical coverage 

This qualification is suitable for delivery in England. 

Centre requirements  

To effectively deliver this qualification, centres must have the following resources in place: 

• Suitably qualified and/or experienced assessors and internal quality assurers 

• Access to visit learners for delivery and assessment 

• Appropriate means to provide support of content by distance learning/classroom 

Guidance on delivery 

The total qualification time for this qualification is 341 and of this 150 are recommended as guided 

learning hours. 

TQT is an estimate of the total number of hours it would take an average learner to achieve and 

demonstrate the necessary level of attainment to be awarded with a qualification, both under direct 

supervision (forming guided learning hours) and without supervision (all other time). TQT and GLH 

values are advisory and assigned to a qualification as guidance. 

This qualification could be delivered and assessed using a blended learning approach and therefore 

Centres could support this model with e-learning and/or e-portfolio, face-to-face and 

classroom/workshops. 

Guidance on assessment  

This qualification is assessed through an internally set and internally assessed portfolio of evidence. 

This method of assessment is an ongoing assessment of learner knowledge throughout the duration 

of the course. Learners will be required to provide evidence to show they have suitable knowledge 

and understanding for each assessment criteria outlined within the 20 units.  

 

Highfield has produced a Tutor, Assessor and IQA (TAI) Support Pack which provides additional 

guidance on how to devise internally set and assessed tasks for this qualification. This is available 

to download from the members’ area of the Highfield website.  

 

Highfield has provided centres with an assessment pack containing appropriate forms and tracking 

documentation which may be used to provide a clear audit trail of where and how learners have 

met all requirements. This will assist in efficient assessment and quality assurance processes taking 

place. This pack is available to download within the Members Area of the Highfield website.  



 
Successful learners must demonstrate knowledge across the breadth of the qualification syllabus. 

This assessment is supported and assessed by the nominated assessor and records must be 

maintained and held at the centre for quality assurance purposes. There is a requirement for 

internal quality assurance of the learner portfolios to take place. 

 

Centres must take all reasonable steps to avoid any part of the assessment of a learner (including 

any internal quality assurance and invigilation) being undertaken by any person who has a 

personal interest in the result of the assessment. 

Guidance on quality assurance  

Highfield Qualifications requires centres to have in place a robust mechanism for the quality 

assurance of training delivery and invigilated assessment arrangements.     

Recognition of prior learning (RPL) 

Centres may apply to use recognition of prior learning or prior achievement to reduce the amount 

of time spent in preparing the learner for assessment.    For further information on how centres can 

apply to use RPL as described above, please refer to the Recognition of Prior Learning (RPL) policy 

in the members’ area of the Highfield Qualifications website. This policy should be read in 

conjunction with this specification and all other relevant Highfield Qualifications documentation.     

Assessor requirements 

Highfield Qualifications, in line with the Skills for Care and Development assessment strategy, 

requires nominated assessors for this qualification to meet the following: 

• be occupationally qualified and knowledgeable in the area they are assessing  

 

• hold a recognised assessing qualification, which could include any of the following: 

− Level 3 Award in Assessing Competence in the Work Environment;  

− Level 3 Certificate in Assessing Vocational Achievement;  

− A1 Assess Learner performance Using a Range of Methods;  

− D32 Assess Learner Performance and D33 Assess Learner Using Different Sources of 

Evidence;  

 

• maintain appropriate continued professional development for the subject area 

 Internal quality assurance (IQA) requirements 

Highfield Qualifications requires internal quality assurers for this qualification to meet the following: 

• be occupationally knowledgeable in the area they are quality assuring;  

• hold a recognised internal quality assurance qualification, which could include any of the 

following: 

- Level 4 Award in the Internal Quality Assurance of Assessment Processes and Practice 

- Level 4 Certificate in Leading the Internal Quality Assurance of Assessment Processes 

and Practice  

- V1 Verifier Award  

- D34 Internal Quality Assurance Award 

• maintain appropriate continued professional development for the subject area 



 
Countersigning strategy 

While it is a minimum requirement for centres to have the appropriately qualified workforce in place, 

it is understood that centres may have new personnel who are working towards those requirements. 

During this period, centres are required to have a robust countersigning strategy in place that 

supports and validates unqualified assessment/quality assurance decisions, until the point where 

they meet the requirements as detailed above. 

Mapping to National Occupational Standards (NOS) 

This qualification maps to National Occupational Standards (NOS). Each unit will identify where 

NOS standards apply. 

Reasonable adjustments and special considerations 

Highfield has measures in place for learners who require additional support. Please refer to 

Highfield Qualifications’ Reasonable Adjustments Policy for further information/guidance. 

ID requirements  

It is the responsibility of the centre to have systems in place to ensure that the person taking an 

assessment is indeed the person they are claiming to be. All centres are therefore required to 

ensure that each learner’s identification is checked before they undertake the assessment. HABC 

recommends the following as proof of a learner’s identity:  

 

• a valid passport (any nationality)  

• a signed UK photocard driving licence  

• a valid warrant card issued by HM forces or the police 

• another photographic ID card, e.g. employee ID card, student ID card, travel card etc. 

 

In the event that a learner is unable to produce any of the forms of photographic identification 

listed above, a centre may accept another form of identification containing a signature, for example, 

a credit card. Identification by a third-party representative, such as a line manager, human 

resources manager or invigilator, will also be accepted.  

 

For more information on learner ID requirements, please refer to Highfield Qualifications’ Core 

Manual. 

Progression opportunities 

On successful completion of this qualification, learners may wish to continue their development 

by undertaking one of the following qualifications:  

• Highfield Level 4 Diploma in Adult Care  

• Highfield Level 5 Diploma in Leadership and Management for Adult Care  

Useful websites 

• Skills for Care: www.skillsforcare.org.uk  

• Skills for Care and Development: www.skillsforcareanddevelopment.org.uk 

 

  



 

Appendix 1: Qualification structure 
 

To complete the Highfield Level 4 Certificate in Principles of Leadership and Management for Adult 

Care (RQF), learners must complete the following: 

 

• all units contained within the mandatory group 

 

Mandatory group 

Learners must achieve all units in this group 

Unit 

reference 
Unit title Level GLH Credit 

A/615/4445 Leadership and Management in Adult Care 4 7 2 

Y/615/4422 Team Leadership in Adult Care 4 9 2 

D/615/4423 Governance in Adult Care   4 7 2 

H/615/4424 Regulatory Processes for Adult Care 4 11 2 

K/615/4425 
Communication and Information Management In 

Adult Care 

4 
6 1 

M/615/4426 Partnership Working in Adult Care 4 9 2 

T/615/4427 
Outcomes Based Person Centred Practice in Adult 

Care 
4 7 1 

A/615/4428 Equality, Diversity and Inclusion in Adult Care 4 6 1 

F/615/4429 Continuous Improvement in Adult Care 4 7 2 

T/615/4430 Professional Development in Adult Care 4 7 2 

L/615/4434 
Supervision and Performance Management in Adult 

Care 
4 6 1 

R/615/4435 Resource Management in Adult Care 4 7 2 

Y/615/4436 Safeguarding and Protection in Adult Care 4 7 1 

D/615/4437 Health and Safety in Adult Care 4 6 1 

H/615/4438 Risk-Taking and Risk Management in Adult Care 4 8 2 

K/615/4439 Managing Concerns and Complaints in Adult Care 4 7 2 

D/615/4440 Manage Self for Leadership in Adult Care 4 9 2 

H/615/4441 Decision Making in Adult Care 4 6 2 

K/615/4442 Entrepreneurial Skills in Adult Care 4 9 2 

M/615/4443 Innovation and Change in Adult Care 4 9 2 

 
 

 

 

 

 

 

 

  



 

Appendix 2: Qualification content 
 

Unit 1:   Leadership and Management in Adult Care  

Unit number:  A/615/4445 

Credit:   2 

GLH:  7 

Level:  4 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand the concepts of ‘leadership’ and 

‘management’ in adult care settings 

1.1 Explain the concepts of ‘leadership’ and 

‘management’ 

 

1.2 Analyse the interdependencies between 

leadership and management 

2 Understand the skills needed as a leader and 

as a manager in adult care settings and why 

managers in social care need both skill sets 

 

2.1 Critically compare the skills required to be 

an 

• Effective manager 

• Effective leader 

 

2.2 Explain why managers in adult care need 

both management and leadership skills 

 

2.3 Analyse how leadership and management 

skills can influence the values of an 

organisation 

3 Understand how and why leadership and 

management styles and skills may need to be 

adapted to address different situations 

3.1 Explain how theoretical models of both 

management and leadership can be applied 

to different situations in an adult care 

setting 

 

3.2 Explain how and why leadership and 

management styles and skills may need to 

be adapted to address different situations 

 

 

Amplification  

This section of the specification provides further details on any additional assessment 

guidance/requirements to consistently provide valid, reliable and comparable assessments. 

 

Links to NOS: SCDLMCA2, SCDLMCA5 

 

1.2 Interdependencies: how leadership and management are dependent on each other to be effective, 

e.g. leaders tend to focus on people whereas managers focus on processes and policies, but one can 

exist without the other. 

 

3.1 theoretical models for example, John Adair’s action-centred leadership model, Peter Drucker’s 

management by objectives, Frederick Herzberg motivational theory. 



 
 

  



 
Unit 2:   Team Leadership in Adult Care  

Unit number:  Y/615/4422 

Credit:   2 

GLH:  9 

Level:  4 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand team leadership in adult care 1.1 Explain what constitutes a team in an adult 

care setting and the different roles within the 

team 

1.2 Explain why individuals, their families and 

carers may be regarded as members of a 

team  

1.3 Analyse the key features of effective team 

leadership and how it might be adapted for 

different teams. 

1.4 Explain the importance of establishing a 

values-based, shared vision within your team 

1.5 Evaluate strategies for establishing a values-

based culture and building commitment to 

the values-based vision for the service 

1.6 Describe how to establish a culture of 

continual learning and development in the 

team 

2 Understand team development in adult care  2.1 Analyse patterns and stages in team 

development 

2.2 Evaluate methods of establishing trust, 

accountability and effective relationships 

within the team 

2.3 Explain the importance of encouraging all 

team members to share skills, knowledge and 

ideas  

2.4 Outline areas of support individuals, their 

families and carers may need to be effective 

members of the team 

2.5 Explain how you might develop an agreed 

shared approach to problem-solving for your 

organisation 

2.6 Explain different ways to evaluate the 

effectiveness of team performance 

2.7 Describe ways to develop the team to address 

challenges that arise 



 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

2.8 Evaluate strategies for maintaining wellbeing, 

reducing stress and building the resilience of 

team members, including lone workers 

 

 

Amplification  

This section of the specification provides further details on any additional assessment 

guidance/requirements to consistently provide valid, reliable and comparable assessments. 

 

1.6 culture of continual learning and development in the team: Learners should also include  

• personal style and how it can influence the culture of a team and establish trust,  

how all learning is valued and where staff are supported to learn from experience 

 

2.3 share skills, knowledge and ideas: Learners should also Include ‘a team approach to problem 

solving skills’ and how sharing skills, knowledge and ideas benefits the team, the organization and 

those using its services 

 

1.4/1.5 Values-based: Based on person centred values which include: 

• individuality 

• rights 

• choice 

• privacy 

• independence 

• dignity 

• respect 

• partnership 

Glossary of terms 

 

Individual; the person using the care or support service 

 

Carer; A person who provides unpaid support to a partner, family member, friend or neighbour who 

could not manage without this help 

 

 

 
 

 

 

 

 

 

 

 



 
 

Unit 3:   Governance in Adult Care  

Unit number:  D/615/4423 

Credit:   2 

GLH:  7 

Level:  4 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand the legislative and policy context 

of adult care provision 

1.1 Explain the legislation, supporting guidance 

and national policies that underpin the 

delivery of adult care 

1.2 Evaluate the impact of legislation, policy and 

key drivers on service provision 

1.3 Explain the meaning and importance of 

‘personalisation’ as a key concept in adult 

care policy 

2 Understand internal governance 

arrangements within adult care 

organisations 

2.1 Explain how governance structures relate to a 

services identity as a statutory, private, 

voluntary or independent organisation 

2.2 Analyse how agreed ways of working, such as 

protocols, policies and procedures, relate to 

governance and accountability 

 

 

Amplification  

This section of the specification provides further details on any additional assessment 

guidance/requirements to consistently provide valid, reliable and comparable assessments. 

 

2.1 governance structures: Learners should also relate this to the key positions and roles 

/responsibilities. 

 

1.2 agreed ways of working: include policies and procedures 

 

Links to NOS: SCDLMCE3 

 

 
  



 
Unit 4: Regulatory Processes for Adult Care   

Unit number:  H/615/4424 

Credit:   2 

GLH:  11 

Level:  4 

 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand the systems and requirements 

for the regulation of adult care services 

1.1 Explain the key drivers and reasons for the 

inspection system in England and legislation 

linked to it 

1.2 Outline the types of organisations that are 

subject to registration and inspection 

1.3 Compare the fundamental standards of 

quality and safety across different types of 

care provision. 

1.4 Identify the key areas of enquiry for 

inspection and evaluate how these can 

impact on the organisation 

1.5 Explain the grading system used in 

inspection  

1.6 Evaluate the implications for the 

organisation of each grade that can be 

awarded 

2 Understand key roles, remits and 

responsibilities in registered services 

2.1 Explain the role, remit and responsibility of 

the Registered Manager 

2.2 Explain the role, remit and responsibility of 

the Nominated Individual and how this 

differs from the role of Registered Manager 

2.3 Explain how and when the ‘fit and proper 

person’ criteria apply 

3 Understand the inspection process 3.1 Explain who needs to be aware of and/or 

involved in the inspection process 

3.2 Explain what is involved prior to and during 

an inspection and the information required 

3.3 Evaluate ways to address the outcome and 

impact of an inspection 

4 Understand the wider range of regulatory 

requirements that apply to the service 

4.1 Explain the range of regulation processes 

that apply to the service, and the types of 

information required for each 



 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

4.2 Evaluate areas where different regulatory 

frameworks may present conflicting 

requirements and ways to address such 

conflicts 
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Unit 5: Communication and Information Management in Adult Care   

Unit number:  K/615/4425 

Credit:   1 

GLH:  6 

Level:  4 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand communication in managing 

care services 

1.1 Justify how and why communication skills 

are needed to develop effective 

relationships with teams, individuals, their 

relatives and others 

1.2 Evaluate the importance of demonstrating 

‘empathy’ and ‘active listening’ for 

communication with Individuals, carers, 

relatives, staff and others 

1.3 Explain how communication can be adapted 

for different preferences, needs, contexts 

and situations 

1.4 Explain the role of effective reporting and 

recording systems in supporting individuals 

to achieve positive outcomes 

2 Understand systems for information 

management 

2.1 Describe the features and purpose of 

information management systems in care 

services 

2.2 Explain the legal requirements relating to 

gathering, storing and sharing information 

2.3 Explain the principles of information 

governance and how it can support your 

organisation to keep information safe and 

secure 

2.4 Explain how to evaluate information 

management systems in order to identify 

improvements or alternative approaches 

3 Understand effective information sharing 3.1 Explain the legal and ethical issues that can 

arise in relation to confidentiality and how 

these can be addressed 

3.2 Explain the process for gaining consent to 

share an individual’s personal information 

3.3 Evaluate how effective information sharing 

protocols between organisations support 



 

 

Highfield Level 4 Certificate in Principles of Leadership and Management for Adult Care (RQF) 16 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

continuity of care and positive outcomes for 

individuals 

3.4 Explain the potentially damaging 

consequences of failure to share information 

appropriately relating to individuals who 

access care and support 

 

Amplification  

This section of the specification provides further details on any additional assessment 

guidance/requirements to consistently provide valid, reliable and comparable assessments. 

 

1.1 communication skills: Learners should include how communication skills can be used to resolve 

difficult situations 

 

1.2 Carer; A person who provides unpaid support to a partner, family member, friend or neighbour 

who could not manage without this help 

 

1.1/1.2 Individual; the person using the care or support service 

 

1.2/1.2 Others; may include: 

• Individuals 

• Carers, family members and friends 

• Advocates 

• Paid workers 

• Other professionals 

3.2 Consent: Informed agreement to an action or decision; the process of establishing consent will 

vary according to an individual’s assessed capacity to consent 
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Unit 6: Partnership Working in Adult Care 

Unit number:  M/615/4426 

Credit:   2 

GLH:  9 

Level:  4 

 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understanding partnership working with 

other agencies and professionals 

1.1 Illustrate how a range of people, 

organisations and community groups can 

contribute to achieving positive outcomes 

for those using a service 

1.2 Evaluate how networking with other people, 

organisations and communications groups 

brings benefits both for those using the 

service and for the organisation as a whole 

1.3 Analyse the features that make partnership 

working effective in achieving positive 

outcomes for those using a service 

1.4 Explain how integrated care that crosses 

traditional boundaries achieves better 

outcomes for individuals 

1.5 Explain how systems leadership can help 

achieve better outcomes for individuals 

1.6 Outline the range of roles the manager of an 

adult care service may need to fulfil in the 

context of partnership working to achieve 

positive outcomes 

2 Understanding positive relationships and 

co-production in adult care 

 

2.1 Explain the principles of co-production in 

adult care   

2.2 Explain the benefits of co-production in 

recognising the contribution and expertise of 

individuals, carers and families  

2.3 Evaluate strategies for establishing positive 

relationships internally and externally to the 

organisation 

2.4 Evaluate strategies for addressing 

challenges within relationships 

2.5 Explain how systems and processes can be 

designed to engage with individuals and 
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Learning Outcomes  Assessment Criteria  

The learner will The learner can 

those important to them in day to day 

practice, decision-making and review 

3 Understand relationships and partnership 

work with families and carers 

3.1 Evaluate the benefits of on-going dialogue 

with families and carers 

3.2 Explain how to promote positive 

relationships by supporting others to 

recognise the contribution that families and 

carers make to the well-being of individuals 

3.3 Outline the statutory rights of carers  

3.4 Explain the importance of ensuring carers 

are aware of their statutory rights and where 

the find them 

 

Amplification  

 

This section of the specification provides further details on any additional assessment 

guidance/requirements to consistently provide valid, reliable and comparable assessments. 

 

1.1 features that make partnership working effective in achieving positive outcomes: learners 

must also include: 

• How networking with other people, organisations and community groups contribute to and 

benefits both for those using the service and for the organization as a whole 

 

1.2 integrated care: Coordinated health and social care that is planned and organised around the 

needs and preferences of the individual, their carers and family. Integration may extend to other 

services, for example housing, that can offer holistic approaches to address individual circumstances 

 

1.3 systems leadership: systems leadership seeks to affect change for good across interconnecting 

systems eg health and social care, through leadership and collaboration that extends the usual limits 

of resources and responsibility 

 

2.1 co-production: regarding people who use social care, their families and carers as equal partners 

in decision-making, recognising that people who use support services and their families have 

expertise that can be used to make services better not only for themselves but for others too 

 

2.5 systems and processes: Including procedures to support care planning, guidelines on personal 

risk assessments, procedures on mental capacity, deprivation of liberty safeguards and best interest 

decisions, processes for involvement of families and significant people in care planning and reviews  

 

3.1 addressing challenges within relationships: Learners must also consider the importance of 

challenging views that conflict with the values of the service and how to approach challenging 

views in a way that promotes change 
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3.3 statutory rights: such as benefit entitlements, carers assessment through local authority (Care 

Act), direct payments, flexible working arrangements, right to unpaid time off for dependents 

 

Glossary of terms 

Carer; A person who provides unpaid support to a partner, family member, friend or neighbour who 

could not manage without this help 

 

Individual; the person using the care or support service 

 

Others; may include: 

• Individuals 

• Carers, family members and friends 

• Advocates 

• Paid workers 

• Other professionals 

Partnership working: Working effectively together with professionals, agencies and organisations to 

enhance well-being and support positive and improved outcomes. 

 

Links to NOS: SCDLMCE1, SCDHSC 0434 
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Unit 7: Outcomes Based Person Centred Practice in Adult Care 

Unit number:  T/615/4427 

Credit:   1 

GLH:  7 

Level:  4 

 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand outcomes-based and person-

centred practice 

1.1 Analyse the features, principles and values 

of outcomes-based and person-centred 

practice 

1.2 Evaluate how outcomes-based practice and 

person-centred practice relates to the 

wellbeing, choice and control of individuals. 

1.3 Explain how active participation contributes 

to wellbeing and the achievement of positive 

outcomes 

1.4 Evaluate the effect that legislation and policy 

may have on person-centred and outcomes-

based practice and procedures 

2 Understand how the leadership of practice 

achieves positive outcomes for individuals 

through person centered practice 

2.1 Explain the manager’s responsibilities for 

leading a team to implement outcomes-

based and person-centred practice 

2.2 Evaluate how to develop a culture that 

considers all aspects of individuals’ well-

being as well as their history, preferences, 

wishes, needs and strengths 

2.3 Analyse why and how systems, processes 

and approaches for outcomes-based and 

person-centred practice need to be regularly 

reviewed 

2.4 Explain the importance of listening to 

feedback from those who use your service 

and responding positively 

 

Amplification 

 

This section of the specification provides further details on any additional assessment 

guidance/requirements to consistently provide valid, reliable and comparable assessments. 
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1.3 active participation: A way of working that recognises an individual’s right to participate in the 

activities and relationships of everyday life as independently as possible; the individual is regarded 

as an active partner in their own care or support, rather than a passive recipient 

 

1.1 features, principles and values of outcomes-based and person-centred practice: learners 

should also include  

• why good practice in adult care must be both outcomes-based and person-centred 

• how positive relationships underpin outcomes-based and person-centred practice 

 

Individual; the person using the care or support service 

Outcome: An aim or objective that an individual would like to achieve or which needs to happen – 

for example, continuing to live at home, or being able to go out 

 

1.3 Person-centred: An approach that puts the person receiving care and support at the centre, 

treating the individual as an equal partner and ensuring the service fits the person rather than 

making the person fit the service. 

 

1.2 Wellbeing: Wellbeing is a broad concept relating to the following areas in particular: personal 

dignity, physical and mental health, emotional wellbeing, protection from abuse and neglect, control 

over day-to-day life (including control over care and support and the way it is provided), 

participation in work, education or training, participation in recreation, social and economic 

wellbeing, and domestic, family and personal relationships. 
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Unit 8: Equality, Diversity and Inclusion in Adult Care 

Unit number:  A/615/4428 

Credit:   1 

GLH:  6 

Level:  4 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

Understand social inclusion in the context of 

person-centred practice and achieving positive 

outcomes 

1.1 Identify sources of information, and outline 

key points from each, relating to: 

• the legal context of equality, 

diversity and inclusion 

• the effects of discrimination 

• the impact of inclusion 

• the value of diversity 

1.2 Evaluate the impact of legislation and policy 

initiatives on the promotion of equality, 

diversity and inclusion in adult care 

1.3 Explain the manager’s role in promoting 

equality, diversity and inclusion 

1.4 Explain how to support others to challenge 

discrimination and exclusion in ways that are 

likely to achieve change 
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Unit 9: Continuous Improvement in Adult Care 

Unit number:  F/615/4429 

Credit:   2 

GLH:  7 

Level:  4 

 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand the continuous quality 

improvement in practice and how to 

develop a culture of continuous 

improvement 

1.1 Evaluate ways to develop a culture that 

encourages all team members to take 

responsibility for quality, quality assurance 

and quality improvement 

1.2 Explain the meaning of continuous 

improvement and how it relates to the 

manager role and the organisation 

1.3 Analyse how continuous improvement 

relates to:  

• a culture of trust that values the views 

of all  

• lessons learned from incidents, 

accidents, errors and ‘near misses’  

• responding to concerns, complaints and 

whistle-blowing situations  

1.4 Explain how evidence for quality can be used 

to apply further quality improvement 

1.5 Explain how information can be collected 

and how it can be used to reflect, review and 

improve procedures 

1.6 Explain how to plan for the successful 

implementation of improvements to the 

service 

1.7 Explain how to measure and evaluate the 

impact of changes made 

 

Additional assessment guidance/requirements  

 

This section of the specification provides further details on any additional assessment 

guidance/requirements to consistently provide valid, reliable and comparable assessments. 

 

1.5 how information can be collected: Learners should include: 

how evidence can be collected to demonstrate quality and effectiveness including processes, 

practices and protocols 
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Unit 10: Professional Development in Adult Care 

Unit number:  T/615/4430 

Credit:   2 

GLH:  7 

Level:  4 

 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand professional development in 

adult care 

1.1 Justify the importance of continually 

improving own knowledge and practice and 

that of the team 

1.2 Explain potential challenges and constraints 

in relation to professional development in 

adult care 

1.3 Evaluate how sources and systems of 

support assist in professional development 

1.4 Explain the importance of personal 

development plans 

1.5 Explain the manager’s responsibility to 

support the development of the adult care 

workforce through a range of mechanisms 

and resources that support learning and 

development 

1.6 Outline a range of different learning styles 

1.7 Explain ways to ensure team members can 

apply new learning to practice and share 

learning with the team 

1.8 Explain how to measure and evaluate the 

effectiveness of learning opportunities in 

improving the service 

2 Understand the value of literacy, numeracy 

and digital skills 

2.1 Assess the importance of literacy, numeracy 

and digital skills across the range of roles in 

adult care 

2.2 Explain how to support team members to:  

• assess their own level of attainment 

in literacy, numeracy and digital skills 

• access support for further 

development 

 

Amplification  

 

This section of the specification provides further details on any additional assessment 

guidance/requirements to consistently provide valid, reliable and comparable assessments. 
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1.5 manager’s responsibility to support the development of the adult care workforce: Learners 

must also include: 

• the manager’s responsibility to support the development of individual team members using 

learning opportunities that meet their development objectives and reflect their personal 

learning styles 

• how to identify that staff have completed high quality learning and development that will 

lead to positive change in the service 

1.5 mechanisms and resources; Includes qualifications, National Occupational Standards, 

apprenticeships, funding streams, endorsement schemes and quality marks 
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Unit 11: Supervision and Performance Management in Adult Care 

Unit number:  L/615/4434 

Credit:   1 

GLH:  6 

Level:  4 

 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand supervision in adult care 1.1 Analyse the principles, scope and purpose of 

supervision in adult care 

1.2 Explain the key principles of what makes 

supervision effective 

1.3 Explain how to use supervision to plan, 

revise and review team member objectives 

and help inform performance management 

1.4 Explain how to address factors that result in 

a power imbalance in supervision and how 

to address them 

1.5 Analyse how and why approaches to 

supervision might need to be adapted in the 

light of feedback from supervisees and 

others 

2 Understand procedures to address 

performance management issues 

2.1 Critically compare the formal and informal 

processes an organisation can use to address 

poor performance and unacceptable 

conduct 

2.2 Evaluate the manager’s role in addressing 

poor performance and how this will relate to 

organisational policy and procedures 

2.3 Explain common features of disciplinary 

and grievance procedures and how the 

manager’s role relates to these 
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Unit 12: Resource Management in Adult Care 

Unit number:  R/615/4435 

Credit:   2 

GLH:  7 

Level:  4 

 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand resource management issues 1.1 Identify the range of resources that a 

manager in Adult care can expect to manage 

1.2 Evaluate the importance of using resources 

sustainably and how a manager can facilitate 

this 

1.3 Explain the importance of accurate 

identification of resource priorities and 

allocation and potential consequences 

following inaccurate identification of 

resources, priorities and allocation 

2 Understand financial management 

arrangements 

2.1 Explain how sources of funding can be used 

to construct the budget in an adult care 

service 

2.2 Explain how an organisation’s financial 

management systems impact on the 

responsibilities and accountability of a 

manager 

2.3 Outline sources of information and support 

for managing financial resources 

3 Understand human resource issues 3.1 Analyse the relationship between staffing 

structures and service outcomes 

3.2 Evaluate techniques to identify the number 

and pattern of staffing required to provide a 

person-centred, outcomes-based service 

3.3 Evaluate strategies for managing staffing 

patterns and adjusting them to meet 

changing circumstances 

4 Understand recruitment and retention 

issues 

4.1 Justify how values-based recruitment 

supports effective resource management 

4.2 Explain the importance of ensuring that 

recruitment and retention practices are free 

from discrimination and harassment and 

ways to achieve this 
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Learning Outcomes  Assessment Criteria  

The learner will The learner can 

4.3 Explain the manager’s responsibility for the 

induction of new workers 

4.4 Explain how to identify induction 

requirements for new staff 

4.5 Evaluate the impact effective professional 

development has on recruitment and 

retention of team members 

5 Understand how to analyse the impact of 

resource management on service delivery 

5.1 Explain how to capture and analyse data and 

information from a range of sources to 

understand the performance of an adult 

care service 

5.2 Explain how collected data and information 

can be used to improve resource 

management for better service delivery 
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Unit 13: Safeguarding and Protection in Adult Care 

Unit number:  Y/615/4436 

Credit:   1 

GLH:  6 

Level:  4 

 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand the role of the manager in the 

safeguarding of vulnerable adults 

1.1 Explain the current legislative framework 

that underpins the safeguarding of 

vulnerable adults  

1.2 Explain the manager’s responsibilities 

towards individuals, their families and 

carers as well as team members in relation 

to safeguarding  

1.3 Outline sources of information and support 

for:  

• Indicators of abuse  

• Measures that can be put in place to 

minimise the risk of abuse occurring  

• Steps that must be taken in the case of 

suspected or alleged abuse  

1.4 Explain how protocols for participation in 

inter-agency safeguarding processes may 

affect a manager’s role  

1.5 Analyse the potential conflicts between 

safeguarding and respecting confidentiality 

and how to address them  

1.6 Explain the Legal provisions in relation to 

whistle-blowing 

2 Understand the responsibility of the 

manager to safeguard children and young 

people encountered in an adult care service

  

2.1 Explain why everyone has a responsibility 

to act on concerns about the possible 

abuse of children and young people  

2.2 Explain the actions to take if:  

• there are concerns about the possible 

abuse of a child or young person  

• a child or young person alleges that they 

are being abused 

3 Understand restrictive practices 3.1 Define ‘restrictive practices’, ‘restraint’ and 

‘hidden restraint’  

3.2 Analyse the impact on safety, dignity, 

relationships and wellbeing if restrictive 

practices are used  
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Learning Outcomes  Assessment Criteria  

The learner will The learner can 

3.3 Evaluate how person-centred practice and 

accurate assessment can minimise the use of 

restrictive practices  

3.4 Explain the types of situation where a 

restrictive practice might need to be used  

3.5 Explain why any restrictive practice must be 

proportionate to need, used as a last resort 

and carried out in a way that maintains 

dignity and respect 

3.6 Evaluate the legal implications relating to 

restrictive practices and how organisational 

policies and procedures support legal 

requirements 

 

Amplification  

 

This section of the specification provides further details on any additional assessment 

guidance/requirements to consistently provide valid, reliable and comparable assessments. 

 

3.3 Person-centred: An approach that puts the person receiving care and support at the centre, 

treating the individual as an equal partner and ensuring the service fits the person rather than 

making the person fit the service. 

 

Policies and procedures to support safeguarding: May include policies and procedures on  

• Listening to vulnerable adults  

• Sharing concerns and recording/ reporting incidents  

• Dealing with allegations  

• Duty of care  

• Whistleblowing  

• Propriety and behaviour  

• Physical contact/ Intimate personal care  

• Off site visits  

• Photography and video  

• Timely and accurate information sharing  

• Partnership working  

 

3.1 Restrictive practices; Restrictive practices may include any type of practice or intervention that 

limits the rights or freedom of movement of a person 

 

3.2 Wellbeing: Wellbeing is a broad concept relating to the following areas in particular: personal 

dignity, physical and mental health, emotional wellbeing, protection from abuse and neglect, control 

over day-to-day life (including control over care and support and the way it is provided), 
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participation in work, education or training, participation in recreation, social and economic 

wellbeing, and domestic, family and personal relationships. 
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Unit 14: Health and Safety in Adult Care 

Unit number:  D/615/4437 

Credit:   1 

GLH:  6 

Level:  4 

 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand health and safety requirements 1.1 Explain the legislative framework for health 

and safety in adult care settings 

1.2 Explain the manager’s role in relation to 

policies and procedures for health and safety 

in an adult care setting 

1.3 Explain methods for supporting others to 

comply with health and safety policies, 

procedures and practices relevant to their 

work 

1.4 Evaluate strategies for ensuring safety at 

work for self and team members, including 

lone working and online safety 

1.5 Assess strategies that could be used to 

evaluate and improve health and safety 

policies, procedures and practices 

 

Amplification  

 

This section of the specification provides further details on any additional assessment 

guidance/requirements to consistently provide valid, reliable and comparable assessments. 

 

1.3 Others; may include: 

• Individuals 

• Carers, family members and friends 

• Advocates 

• Paid workers 

• Other professionals 
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Unit 15: Risk-Taking and Risk Management in Adult Care 

Unit number:  H/615/4438 

Credit:   2 

GLH:  8 

Level:  4 

 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand positive risk-taking 1.1 Analyse the values, principles and standards 

that need to inform a policy on risk-taking  

1.2 Explain  how risk-taking can contribute to 

the achievement of positive outcomes for 

individuals  

1.3 Evaluate the impact a risk-averse culture can 

have on an individual’s wellbeing  

1.4 Explain ways to develop a culture that 

manages risk effectively   

1.5 Explain how to support team members to 

work in ways that balance risks, rights and 

duty of care  

1.6 Assess ways to evaluate the effectiveness of 

policies, procedures and own organisational 

practice relating to promoting positive risk 

taking. 

2 Understand issues around mental capacity 

and consent 

2.1 Analyse links between consent, risk 

management and safeguarding  

2.2 Explain key provisions of legislation 

regarding mental capacity and deprivation of 

liberty in the context of adult care services  

2.3 Explain the support available when mental 

capacity and the ability to give consent need 

to be assessed 

2.4 Evaluate the role of advocacy in meeting 

legislative requirements for mental capacity 

and consent 

 

Amplification  

 

This section of the specification provides further details on any additional assessment 

guidance/requirements to consistently provide valid, reliable and comparable assessments. 
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2.1 Consent: Informed agreement to an action or decision; the process of establishing consent will 

vary according to an individual’s assessed capacity to consent 
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Unit 16: Managing Concerns and Complaints in Adult Care 

Unit number:  K/615/4439 

Credit:   2 

GLH:  7 

Level:  4 

 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand the management of concerns 

and complaints 

1.1 Analyse the links between the management 

of concerns/complaints, risk management 

and safeguarding  

1.2 Explain regulatory requirements, codes of 

practice and guidance for managing 

concerns and complaints  

1.3 Explain why those using services may be 

reluctant to raise concerns or make 

complaints and illustrate ways to support 

them to do so  

1.4 Explain systems and their relevant practices 

that help to ensure concerns and complaints 

are addressed affectively 

1.5 Describe the potential impact of failing to 

work with systems that ensure concerns and 

complaints are addressed effectively. 

1.6 Explain the manager’s role in supporting 

team members to deal with concerns and 

complaints 
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Unit 17: manage Self for Leadership in Adult Care  

Unit number:  D/615/4440 

Credit:   2 

GLH:  9 

Level:  4 

 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand the importance of self-

awareness 

1.1 Explain how own values, belief systems and 

experiences can affect work practice either 

in a positive or a negative manner. 

1.2 Describe how own emotions can affect own 

behaviour and in turn the behaviour of 

others  

1.3 Describe strategies for keeping aware of 

own stress levels and for maintaining well-

being  

1.4 Evaluate how to use feedback and reflective 

practice to increase self-awareness of own 

values, behaviours and actions 

2 Understand how to manage own behaviour 2.1 Explain how to ensure own actions reflect a 

high standard of personal integrity  

2.2 Describe strategies for managing own 

emotions when interacting with others  

2.3 Explain ways to adapt own communication 

in response to the emotional context and 

communication style of others 

3 Understand how to manage own workload 3.1 Evaluate strategies and tools for identifying 

work priorities  

3.2 Evaluate strategies and tools to reduce own 

stress levels, build resilience and support 

own wellbeing while meeting work priorities 

3.3 Explain how digital technology can be used 

to enhance own efficiency  

3.4 Explain how and when to delegate 

responsibilities appropriately to others 

4 Understand own role to champion the 

vision and values of the service 

4.1 Analyse the importance of ensuring own 

words and actions reinforce the vision and 

values of the service 

4.2 Evaluate ways to challenge and promote 

change in views, actions, systems and 
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Learning Outcomes  Assessment Criteria  

The learner will The learner can 

routines that do not match the vision and 

values of the service 

5 Understand how to manage own learning 

and continuing professional development 

5.1 Explain ways to evaluate own knowledge 

and performance and identify areas for 

development using: 

• standards and benchmarks  

• sources and systems of support  

• feedback from others  

• reflection on successes and failures, 

mistakes and achievements  

5.2 Evaluate the tools and strategies available 

to develop a personal learning plan  

5.3 Explain ways to evaluate the effectiveness 

of own learning 

 

Amplification  

 

This section of the specification provides further details on any additional assessment 

guidance/requirements to consistently provide valid, reliable and comparable assessments. 

 

5.1 Standards and benchmarks: May include: 

• Codes of practice 

• Regulations 

• Minimum/essential standards 

• National occupational standards 

5.1 sources and systems of support: Support for professional development may include: 

• Formal support 

• Informal support 

• Supervision 

• Appraisal 

• Mentoring 

• Funding for development activities 

These may be 

• Within the organisation 

• Beyond the organization 

Glossary of terms 

Others; may include: 
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• Individuals 

• Carers, family members and friends 

• Advocates 

• Paid workers 

• Other professionals 
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Unit 18: Decision Making in Adult Care  

Unit number:  H/615/4441 

Credit:   2 

GLH:  6 

Level:  4 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand effective decision-making 1.1 Explain a range of situations for which 

decisions can be required in adult care  

1.2 Analyse key stages in decision-making 

processes whether formal and informal  

1.3 Explain the different meanings of ‘data, 

’information’ and ‘intelligence’ and how 

each contributes to decision-making  

1.4 Explain how to use evidence based practice 

to inform effective decision making   

1.5 Evaluate the purposes and benefits of 

engaging with colleagues, individuals, their 

families, carers and others, and respecting 

their contributions during the decision-

making process  

1.6 Explain how to structure ideas, information 

and recommendations to maximise their 

effectiveness in decision-making  

1.7 Explain how to review the information 

gathered in order to make a valid and 

evidence-based decision 

2 Understand communication for decision-

making 

2.1 Explain the importance and methods for 

communicating with those involved in the 

decision-making process, including those 

using services and their families  

2.2 Outline the range of stakeholders to whom a 

decision may need to be communicated  

2.3 Explain how to present decisions, 

conclusions and rationales cogently to 

different stakeholders so that the decision 

wins support 

3 Understand how to review decision-making 3.1 Evaluate the decision-making process, 

including the use of own research and 

thought processes, and the contributions 

made by others 
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Learning Outcomes  Assessment Criteria  

The learner will The learner can 

3.2 Analyse the importance of monitoring the 

effects of decisions made and identifying 

learning points  

3.3 Explain ways to record and disseminate 

learning points so that future decision-

making in the service can be improved 

 

Amplification  

 

This section of the specification provides further details on any additional assessment 

guidance/requirements to consistently provide valid, reliable and comparable assessments. 

 

1.1 Range: examples could include: 

Type of care 

Location of care/services 

People involved 

Funding/payments 

Communication needs 

Escalation and referral 

Process/policy/risks decisions 

Managing conflicts 

 

Glossary of terms 

Carer; A person who provides unpaid support to a partner, family member, friend or neighbour who 

could not manage without this help 

 

1.3 Data: Includes research, reports, statistics, internal and external feedback, suggestions, 

complaints 

 

Others; may include: 

• Individuals 

• Carers, family members and friends 

• Advocates 

• Paid workers 

• Other professionals 

Individual; the person using the care or support service 
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Unit 19: Entrepreneurial Skills in Adult Care  

Unit number:  K/615/4442 

Credit:   2 

GLH:  9 

Level:  4 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand the wider market for adult care 

services 

1.1 Evaluate how own service relates to the 

wider market of service provision  

1.2 Explain how data, information and input 

from others can be used to identify 

innovative options for growth to meet the 

needs of the adult care market  

1.3 Analyse the importance of entrepreneurial 

skills in ensuring that the market as a whole 

is able to meet future demand for adult care 

services 

2 Understand the entrepreneurial skills 

required to support business growth in 

adult care 

2.1 Explain how to establish a culture that 

supports innovation, change and growth  

2.2 Explain how to recognise aspects of the 

organisation that are no longer effective in 

providing a person-centred service  

2.3 Explain ways to identify new trends in social 

care and to evaluate how these might be 

incorporated into your business to support 

the growth and development in market 

provision 

2.4 Explain how to work with others within and 

beyond the organisation to identify 

opportunities for growth as a service and as 

a business 

 

Additional assessment guidance/requirements  

 

This section of the specification provides further details on any additional assessment 

guidance/requirements to consistently provide valid, reliable and comparable assessments. 

 

1.3 entrepreneurial skills: The skills needed to ensure that the service is able to recognise and 

proactively adapt to trends, gaps and improvements in the provision of care and support 
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1.1 culture that supports innovation, change and growth: in relation to the service provided and 

recognises the resource available in the expertise of those using or working in the service  

 

2.4 Others; may include: 

• Individuals 

• Carers, family members and friends 

• Advocates 

• Paid workers 

• Other professionals 

2.2 Person-centred: An approach that puts the person receiving care and support at the centre, 

treating the individual as an equal partner and ensuring the service fits the person rather than 

making the person fit the service. 

 

 

  



 

 

Highfield Level 4 Certificate in Principles of Leadership and Management for Adult Care (RQF) 43 

Unit 20: Innovation and Change in Adult Care  

Unit number:  M/615/4443 

Credit:   2 

GLH:  9 

Level:  4 

 

Learning Outcomes  Assessment Criteria  

The learner will The learner can 

1 Understand how a vision for the service 

supports innovation 

1.1 Explain how an inspiring vision for the 

organisation is important in driving quality, 

innovation and sustainable delivery  

1.2 Explain how to develop ways to engage with 

colleagues and key influencers, including 

people who use services and others in the 

organisation and the local community, to 

develop a vision for the future of the service 

1.3 Explain how to express the vision succinctly 

in a way that engages and inspires others 

2 Understand principles of effective change 

management 

2.1 Evaluate the evolving nature of care 

provision and the role and responsibility of 

the manager in implementing change in 

response 

2.2 Analyse theories and models of good 

practice to support change management  

2.3 Explain how to use change management 

tools and techniques to support change, 

innovation and business development 

2.4 Explain ways to evaluate and review the 

impact of changes that have been 

introduced 
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Appendix 3: Sample assessment material 
 

Highfield provides centres with documentation that learners can use to track the progress of their 

portfolio. This is available to download within the members area of the Highfield website.    

 

 
 

 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 


