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Introduction to ATHE
Awards for Training and Higher Education (ATHE) is a global awarding organization regulated by
Ofqual and other United Kingdom and international regulators. It provides a wide variety of
qualifications including, but not limited to; business and management, administrative management,
law, computing, health and social care and religious studies. ATHE has also developed a range of
bespoke qualifications for clients. The core mission of ATHE is providing qualifications which enable
learners to fulfil their potential and make a positive contribution to society both socially and
economically.
Introduction to London School of Social and Management Sciences (LSMS)
Our mission is to provide high-quality learning and support to enable learners to successfully achieve
their desired outcome. We are committed to offer excellent teaching and learning to those who have
benefitted least from their previous educational experiences. We aim to provide progression routes to
the home and international learners with diverse backgrounds by cutting the amount of time and money
they spent on achieving a university degree. Diversity and inclusiveness are key parts of our mission.
Our values based on equality and inclusiveness in status, rights, and opportunities. We believe in
equality of opportunity for every learner.
Our long-term strategic goal is to become a university with degree awarding powers and help the
disadvantaged and under-represented groups in gaining university education so that they could
achieve their desired academic and career objectives in a most cost-effective and timely manner.
Introduction to Ofqual and RQF
The Office of Qualifications and Examinations Regulation (Ofqual) regulates qualifications,
examinations and assessments in England. Regulated Qualifications Framework (RQF) is the
reference system and regulated by Ofqual to help people understand how qualifications can be
compared to each other in terms of the size and challenge of the qualifications. You can search the
Register of Regulated Qualifications to find out:


if a qualification is regulated (officially recognised)



what level it is on the Regulated Qualifications Framework (RQF)

Please click on the following link to get this information:
https://www.gov.uk/find-a-regulated-qualification
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Introduction to the ATHE Level 3 Diploma in Business
Name of Regulated Qualification (including level and qualification number)
ATHE Level 3 Diploma in Law (RQF) 601/6161/19
This qualification has been accredited to the Regulated Qualifications Framework (RQF).
Overview
Primary Aim and Purpose
The primary purpose of this RQF qualification is to support your progression to higher education,
specifically to a BA degree course relating to business.
Who this qualification is for
This qualification will suit you if you are planning to take a law degree but do not yet have sufficient,
relevant attainment at Level 3 to meet the entry requirements for a higher education course.
What prior qualifications/levels of attainment does a learner need to take this qualification?
There are no formal requirements for specific prior qualifications or levels of attainment. However, if
you have not already achieved a level 2 qualification in English and/or maths, you will normally be
expected to take a GCSE or Level 2 Functional Skills qualification alongside this Diploma in order to
support your progression to higher education.
To enter for this qualification, you must have an appropriate standard of English to enable you to
access relevant resources and complete the unit assignments.
You must be aged 16 or over to take this qualification.
What does this qualification cover?
You will take 4 mandatory units including:


The English legal system



Contract law



Academic and research skills for law



Legal terminology and communication

The minimum vocational content for this qualification is 100%. In the Academic and Research Skills
unit you will undertake a project on a topic in an aspect of law.
What could this qualification lead to?
Will the qualification lead to employment, and if so, in which job role at which level?
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Although the qualification is primarily intended to support your progression to higher education, the
introductory skills, knowledge and understanding that you will gain would be of use in various job roles
in a legal setting, such as legal secretary or administrator, including those offered through
school/college-leaver traineeships or fast-track programmes.
Will the qualification support progression to further learning?
The qualification is primarily intended to support your progression to higher education. The Diploma
will provide you with a firm grounding in terms of legal knowledge and understanding, alongside the
opportunity to develop the academic and research skills you will need on an LLB or BA degree course
in law. The legal knowledge, understanding and skills that the Diploma will have helped you develop
will also prepare you to progress to a Level 4 law qualification such as a Level 4 Diploma in Legal or
Paralegal Studies.
Aims of the qualification
This qualification is designed to provide opportunities for learners to acquire a range of knowledge and
understanding about business and to apply the knowledge and understanding by demonstrating skills
in business.
Entry requirements
This qualification is designed for learners who are typically aged 16 and above.
ATHE’s policy regarding access to our qualifications is that:


they should be available to everyone who is capable of reaching the required standard



they should be free from any barriers that restrict access and progression



there should be equal opportunities for all those wishing to access the qualifications

This qualification is designed for learners who are typically aged 16-18 and above.
ATHE’s policy regarding access to our qualifications is that:
• they should be available to everyone who is capable of reaching the required standards
• they should be free from any barriers that restrict access and progression
• there should be equal opportunities for all those wishing to access the qualifications
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London School of Social and Management Sciences reviews the prior qualifications and experience of
each learner and considers whether they provide the necessary foundations to undertake the
programme of study at level 3. The School also takes account of the support available to the learners
with disabilities and specific needs during teaching and assessment of the qualification.
The School has set its own entry requirements. This includes prior achievement of at least one of the
following:


5 or more GCSEs at grades C and above



other related level 2 subjects



other equivalent international qualifications

Learners must also have an appropriate standard of English to enable them to access relevant
resources and complete the unit assignments. The School ensures that the applicant is competent in
the English language at a minimum of CEFR level B1 for a qualification at levels 3-5.
Mature learners may present a more varied profile of achievement that is likely to include relevant work
experience (paid and/or unpaid), participation and/or achievement of relevant qualifications. This may
be used for recognition of prior learning (RPL). London School of Social and Management Sciences
has a robust internal policy to use RPL as part of the assessment process. Learner will be informed
about the RPL process at the School. A full copy of the School’s RPL policy can be accessed through
its website (www.lsms.ac) under the policies section.
London School of Social and Management Sciences carries out robust initial assessment to ensure
that learners, who undertake qualifications have the necessary background knowledge, understanding
and skills to undertake the learning and assessment at Level 3. This assessment takes account of any
support available to the learner within the School during the programme of study and any support that
may be required to allow the learner to access the assessment for the units within the qualification.
This may include English language support for international learners.
London School of Social and Management Sciences is duly adhering to ATHE’s policy on reasonable
adjustments and special consideration aims to enhance access to the qualifications for learners with
disabilities and other difficulties (as defined by the Equality Act 2010) without compromising the
assessment of skills, knowledge and understanding. Where the learner has awarded a Reasonable
Adjustment or Special Consideration this will be recorded on the assessment sheet and the learner
record. Further details on Reasonable Adjustments and Special Considerations have been provided
in the School policy documents.
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Progression
On successful completion of the ATHE Level 3 Diploma in Law (RQF) learners may progress to:


a level 4 ATHE qualification such as the ATHE Level 4 Extended Diploma in

Management


a degree programme

Modes of delivery
The course will be delivered full time on the designated premises of London School of Social and
Management Sciences in accordance with the ATHE Guided Learning Hours (GLH), Total Qualification
Time and Credit.
ATHE Definition of Guided Learning Hours (GLH), Total Qualification Time (TQT) and Credit
Values for Total Qualification Time, Guided Learning Hours and Credit are calculated by considering
the different activities that a learner would typically complete to demonstrate achievement of the
learning outcomes of a qualification.
The needs of individual learners and the differing teaching styles used mean there will be variation in
the actual time taken to complete a qualification.
Values for Total Qualification Time, Guided Learning Hours and Credit are estimates.
Guided Learning Hours (GLH)
The term Guided Learning Hours (GLH) is an estimate of the amount of time, on average, that a tutor,
trainer, workshop facilitator etc., will work with a learner, to enable the learner to complete the learning
outcomes of a unit to the appropriate standard.
GLH are made up of activities completed by the learner under direct instruction or supervision of a
tutor/teacher, lecturer, supervisor, trainer etc. whether through actual attendance or via electronic
means, the activity must be in real time.
Some examples of activities that can contribute to Guided Learning Hours include:
• Supervised induction sessions
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• Learner feedback with a teacher in real time
• Supervised independent learning
• Classroom-based learning supervised by a teacher
• Work-based learning supervised by a teacher
• Live webinar or telephone tutorial with a teacher in real time
• E-learning supervised by a teacher in real time
• All forms of assessment that take place under the immediate guidance or supervision of a lecturer,
supervisor, tutor or other appropriate provider of education or training, including where the assessment
is competence-based and may be turned into a learning opportunity.
Total Qualification Time (TQT)
Total Qualification Time (TQT) is a guide to the amount of time a learner would take, on average, to
complete the different activities to demonstrate achievement of the learning outcomes of a whole
qualification.
TQT includes all the activities described under guided learning hours (GLH) plus all the additional
unsupervised learning and assessment.
Additional learning and assessment will take place away from the classroom and this will not be under
direct supervision of a tutor/teacher, lecturer, supervisor, trainer etc. The activities will vary depending
on the qualifications, their level and the nature of the learning and assessment.
Some examples of activities that can contribute to Total Qualification Time, include:
• Preparation for classes
• Independent and unsupervised research/learning
• Unsupervised work on assignments
• Unsupervised compilation of a portfolio of work experience
• Unsupervised e-learning
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• Unsupervised e- assessment
• Unsupervised e-assessment
• Unsupervised coursework
• Watching a pre-recorded podcast or webinar
• Unsupervised work-based learning
• Any other form of learning, education or training, not under the direct supervision of a tutor/teacher,
lecturer, supervisor, trainer.
Credit
The credit value specifies the number of credits that will be awarded to a learner who has achieved
the learning outcomes of a unit at the specified standard.
Each credit represents 10 hours of learning time and equates to 10 hours of total qualification time.
Therefore, one 15 credit unit represents 150 hours of total qualification time. Learning time is a notional
measure which indicates the amount of time a learner at the level of the unit is expected to take, on
average, to complete the learning outcomes of the unit to the standard determined by the assessment
criteria.
Learning time includes all the activities described under guided learning hours and additional learning.
The credit value of the unit will remain constant in all contexts regardless of the assessment method
or the mode of delivery. Learners will only be awarded credits for the successful completion of whole
units.
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The Total Qualification Time (TQT) is 600 hours
The Total Guided Learning Hours (GLH) is 360 hours

Assessment
The assessment of this qualification will be completed through the submission of internally assessed
learner work. To achieve a pass for a unit, a learner must have successfully achieved the learning
outcomes at the pass standard set by the assessment criteria for the unit. To achieve merit or
distinction, the learner must demonstrate that they have achieved the criteria set for these grades.
Learners cannot omit completing work to meet the pass standard and simply work to the higher grades,
as this would put a pass for the unit in jeopardy. Similarly, learners cannot complete work to meet the
criteria for distinction in the anticipation that this will also meet the criteria for merit. However, where
work for the pass standard is marginal, assessors can take into account any extension work completed
as this may support achievement of the pass standard.
The assessor will judge the grade for the work submitted on the basis of whether the Learning Outcome
(LO) has been met at the standard, specified for the pass, merit or distinction grade for that LO. In
making their judgements assessors will continue to check whether the command verbs stated in the
Assessment Criteria (AC) have been delivered. There is no requirement for learners to produce the
additional work required for the higher grades and the tutor may advise the learner to work to the pass
standard, where this is appropriate.
The assessors will record their judgements on the ATHE template, stating what grade the learner has
achieved and providing evidence for the judgements. An internal verification process will be used to
assess validity of the assessors’ judgements. The internal verifier will also use the ATHE IV template
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and the feedback to the assessor shows whether the assessor has made valid judgements for all the
learner work, including any extension activities which have been completed. All learner work will be
retained for a minimum of 4 years after certification has taken place.
Methods of Assessment
London School of Social and Management Sciences uses a range of assessment vehicles that will
engage learners and give them an opportunity to both demonstrate their knowledge and understanding
of a topic and to evaluate how they might apply that knowledge in a given context. This is part of our
assessment strategy. Some examples of our assessment strategies are:
• a research activity resulting in the compilation of a report
• an academic paper or article for publication
• the compilation of a case study
• a critical review and evaluation of a chosen company’s policies, procedures and systems
• a set project completed for an employer (also known as an ‘employer engagement’ activity)
• the production of a portfolio of evidence relating to a particular unit.
This list is by no means exhaustive but gives examples of some of our creative assessment methods
that we adopt.
Determining the Overall Grade for the Qualification
Points for each 15 credit unit achieved are:
• Pass 40 points
• Merit 53 points
• Distinction – 66 points
The grade boundaries for the ATHE Level 3 Diploma in Business (RQF) are:
• Pass 160 – 198
• Merit 199 - 239
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• Distinction 240+
Example 1: Using this points score a learner with the following grade profile for the ATHE Level 3
Diploma in Business (RQF) achieves 186 points:
• Unit 1 Pass (40 points)
• Unit 2 Pass (40 points)
• Unit 3 Distinction (66 points)
• Unit 4 Pass (40 points)
This learner has achieved 186 points and will be awarded an overall Pass grade for the qualification
as the requirement for a Pass is 160-198 points.
Example 2: A learner with the following grade profile achieves 225 points:
• Unit 1 Pass (40 points)
• Unit 2 Merit (53 points)
• Unit 3 Distinction (66 points)
• Unit 4 Distinction (66 points)
This learner has achieved 225 points and will be awarded an overall Merit grade for the qualification
as the requirement for a Merit is 199-239 points.
Unit Specifications
Unit Format
Each unit is presented in a standard format. This format provides guidance on the requirements of the
unit for learners, tutors, assessors and external verifiers.
Each unit has the following sections:
Unit Title
The unit title reflects the content of the unit. The title of each unit completed will appear on a learner’s
statement of results.
Unit Aims
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The unit aims section summarises the content of the unit.
Unit Code
Each unit is assigned a unit code that appears with the unit title on the Register of Regulated
Qualifications.
Level
All units and qualifications have a level assigned to them which represents the level of achievement.
The level of each unit is informed by the level descriptors. The level descriptors are available on the
ATHE website.
Guided Learning Hours (GLH)
Guided learning hours is an estimate of the amount of time, on average, that a tutor, trainer, workshop
facilitator etc., will work with a learner, to enable the learner to complete the learning outcomes of a
unit to the appropriate standard.
Total Qualification Time (TQT)
TQT represents the total time required for a learner to complete a qualification.
Credit Value
The credit value specifies the number of credits that will be awarded to a learner who has achieved
the learning outcomes of a unit at the specified standard.
Learning Outcomes
The learning outcomes set out what a learner is expected to know, understand or be able to do as the
result of the learning process.
Assessment Criteria
The assessment criteria describe the requirements a learner is expected to meet in order to
demonstrate that the learning outcome has been achieved. Command verbs reflect the level of the
qualification e.g. at level 4 you would see words such as analyse and evaluate
Unit Indicative Content
The unit indicative content section provides details of the range of subject material for the programme
of learning for the unit.

The four mandatory units for the ATHE Level 3 Diploma in Law include:
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•
•
•
•

The English legal system
Contract law
Academic and research skills for law
Legal terminology and communication
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Indicative Content
Key principles
•
•
•

Statutes, case law, EU law
Criminal vs civil law: types of offence, courts used, sentences
Public and private law

1. Statutory interpretation
•
Traditional techniques: literal rule, golden rule, mischief rule, purpose of approach
•
Intrinsic (internal) rules: long/short titles, punctuation, definition section, marginal notes;
extrinsic (external) texts or dictionaries, sources
2. English courts
•
Court hierarchy: county court, high court, Magistrates court, Crown court.
•
Appeals process: Court of Appeal, Supreme Court (House of Lords) European court;
how appeals process differs for criminal and civil cases
•
The impact of EU law upon English law
3. Juridical precedent
•
The doctrine of precedent, the rules, their impacts and cases of interest

Suggestions for some key resources for teaching and learning


Charman, M. (2003), Law: A level study guide, Willan Publishing



Elliott, C and Quinn, F. (2015) English Legal System



McKendrick, E. (2014) Contract Law: Text, Cases, and Materials, OUP



Poole, J. (2014) Textbook on Contract Law, OUP



Taylor R. and Taylor D. (2015) Contract Law Directions (Directions series), OUP



Teal. S, and Matrin. J OCR Law for AS, Hodder



Turner, C. (2008) Revision Express AS and A2 Law, Pearson Education
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Sources of Law:

www.e-lawresources.co.uk/Sources-of-law.php



The Law Society

www.lawsociety.org.uk



The Bar Council

www.barcouncil.org.uk



The International Bar Association www.ibanet.org
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Indicative Content
1. Contract law
•
Requirements of a contract; be able to apply the principles and use cases to
exemplify; moral, social, political and commercials factors which affect principles of
contract law
•
Classifications of contracts
•
Equity theory, Will theory, Formalist theory
2. Binding contract

15

•

3.

4.

5.
6.

The key elements of a binding contract and how they operate in a commercial
context including, the elements of an offer and acceptance, the postal rule,
consideration and enforceability
•
Methods of acceptance and how e-contracts operate in a commercial context
Contractual terms and exclusion clauses
•
Contractual terms and exclusion causes including: a condition, a warranty, an
innominate term how terms are ‘implied’, methods of incorporation, construction, a
term and a representation
Misrepresentation, mistake and frustration
•
Contracts which are impossible to perform (a) at the time the contract is made
(common mistake); and (b) after the contract is made (doctrine of frustration).
Misrepresentation: representations and terms; the definition and types of
misrepresentation; the remedies for misrepresentation.
Duress and undue influence
•
Duress, economic duress and undue influence.
Damages
•
As a remedy for breach of contract, specific performance and injunctions.

Suggestions for some key resources for teaching and learning


Charman, M. (2003), Law: A level study guide, Willan Publishing



Elliott, C and Quinn, F. (2015) English Legal System



McKendrick, E. (2014) Contract Law: Text, Cases, and Materials, OUP



Poole, J. (2014) Textbook on Contract Law, OUP



Taylor R. and Taylor D. (2015) Contract Law Directions (Directions series), OUP



Teal. S, and Matrin. J OCR Law for AS, Hodder



Turner, C. (2008) Revision Express AS and A2 Law, Pearson Education



Sources of Law:

www.e-lawresources.co.uk/Sources-of-law.php



The Law Society

www.lawsociety.org.uk



The Bar Council

www.barcouncil.org.uk



The International Bar Association www.ibanet.org
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Indicative Content
1. How legal organisations communicate
•

Communication models and systems: Nonverbal (gestures, postures, touch, use of
time/space, dress/personal grooming; facial expressions and eye movement); verbal
(oral and written), use of technology (oral and written); formal and informal; vertical
(upward and downward) horizontal; internal and external.

•

Principles of effective communication: clarity of language and message (nonambiguous), choice of channel, timing, listening to response

•

Use of technology: social media; email, web, webinars, video in court

•

Barriers to effective communication: filtering, language, poor listening, emotions,
cultural diversity, inconsistent nonverbal cues, background noise, information
overload, complexity, lack of trust, wrong choice of channel, personal conduct and
appearance

2. Present information orally
•

Styles and methods of oral communication: conversation/dialogue, formal
presentation, discussion groups, interviews; formal and informal; use of verbal and
non-verbal communication to build rapport, adapting communication for different
audiences

•

Different audiences: colleagues; clients; jury, judges

•

Present legal information: plan, use of rhetoric, presentation aids, question and
answer

•

Respond to questions: demonstrate subject knowledge, use of language, use of
verbal and non-verbal communication, adapting communication for audience, staying
calm under pressure

3. Communicate legal information in writing
•

Written legal styles and methods: formal/academic report, informal report, letters,
emails; formal structure of materials (contents pages, footnotes, referencing,
bibliography); use of software to enhance communication; use of images, graphs and
tables to enhance communication
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Suggestions for some key resources for teaching and learning
Textbooks





Brown, G. D. and Rice, S. Professional English in Use: Law, Cambridge: Cambridge
University Press (latest edition)
Haigh, R. Legal English, Abingdon: Routledge (latest edition)
Mason, C. The Lawyer’s English Language Coursebook, Birtley: Global Legal English (latest
edition)
Walenn, J. English for Law in Higher Education Studies, Reading: Garnet Education (latest
edition)

Websites - legal terminology




OSCOLA http://www.law.ox.ac.uk/published/OSCOLA_Quick_Reference_Guide_001.pdf
Citing Legal Documents http://www.cardiff.ac.uk/insrv/resources/guides/law023.pdf

Websites – communication skills

























www.bbc.co.uk/worldservice/learningenglish/
www.literacynet.org/cnnsf/archives.html - activities based on CNN articles; audio and video
also available
www.writingenglish.com/sitemap.htm
www.learning.londonmet.ac.uk/TLTC/learnhigher/Plagiarism
www.ucl.ac.uk/internet-grammar - good grammar reference
www.skills4study.com
www.uefap.com/index.htm
https://owl.english.purdue.edu/owl/resource/678/01
www.student-friendly-guides.com/
www.nottingham.ac.uk/%7Ettzim/waw/academicwriting
www.caplitswritingcentre.ioe.ac.uk
www.phrasebank.manchester.ac.uk
http://vlc.polyu.edu.hk/academicwriter
www.ucl.ac.uk/internet-grammar - good grammar reference
www.lc.unsw.edu.au/olib.html
www.dartmouth.edu/~acskills/success/notes.html
www.news.bbc.co.uk/1/hi/programmes/newsnight/review/default.stm
www.bbc.co.uk/videonation/archive/index.shtml
www.sas.calpoly.edu/asc/ssl/notetaking.systems.html
www.llas.ac.uk/resources/mb/2722
www.llas.ac.uk/resources/mb/2575
www.videojug.com/categories
www.uefap.com
www.ted.com/talks
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Indicative Content
1. Self-assessment of academic competency


Self-assessment: Academic English ability, academic competencies, personal skills and
qualities, personal skills for academic work (time management, initiative, perseverance
flexibility, responding positively, to change and feedback); strengths and weaknesses.
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Targets: Specific, Measurable, Achievable, Realistic and Timed (SMART)



Plan: for improvement (revisited and updated at regular intervals), with SMART targets

2. Research methods


Primary research: questionnaires (design of questionnaires, avoiding leading questions,
gathering qualitative and quantative data, issues of analysis), focus groups (design of questions,
timing; number of participants, balance of group); interviews (design of questions)



Secondary research: desk research; making notes, recording sources; collating information,
evaluation of sources, citation and reference lists

3. Be able to take effective notes from a variety of sources


Taking notes: use of acronyms, symbols and shorthand.



Active Reading: reading aloud, paraphrase, summary, synthesis



Active Listening skills: acknowledging, eye contact, body language



Reviewing notes: rereading, checking understanding, clarifying/expanding

4. Be able to plan a piece of research


Create a plan: check understanding of the brief, check deadline, plan research methods,
schedule time, set SMART objectives, review plan



Drafting work: avoiding plagiarism, referencing, personal organisation



Reviewing: editing, proof reading

5. Produce academic work*


Academic work of professional standard: written work that meets brief, good standard of
English, demonstrates referencing skills, reviewed and edited.



Presenting work orally to professional standard: use of technology; support materials/aids



discuss content of work: with peers and supervisors/academic staff, demonstrate depth of
knowledge

6. Review work*


Academic progress: evaluate content of own work, own skills development, Academic English
ability, academic competencies, personal skills and qualities, personal skills for academic work
(time management, initiative, perseverance flexibility, responding positively, to change and
feedback); strengths and weaknesses.



Action plan: for academic development, for personal development
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* It is envisaged that the Academic and Research Skills unit would be assessed through the submission
of a portfolio of work that demonstrates the preparation for an extended project on a topic in an aspect
of law alongside the actual final piece of writing on the topic.
Suggestions for some key resources for teaching and learning










Bailey, S. Academic Writing: A Handbook for International Students, Abingdon: Routledge
(latest edition)
Osmond, A. Academic Writing and Grammar for Students, London: Sage (latest edition)
Zemach, D. and Rumisek, L. Academic Writing: From Paragraph to Essay. Oxford: Macmillan
(latest edition)
Campbell, C. and Smith, J. English for Academic Study: Listening, Reading: Garnet Education
(latest edition)
Kisslinger, E. Contemporary Topics 2, White Plains NY: Pearson (latest edition)
McCormack, J. and Watkins, S. English for Academic Study: Speaking, Reading: Garnet
Education (latest edition)
Rignall, M. and Furneaux , C. Speaking, Hemel Hempstead: Prentice Hall (latest edition)
Stott, R., Young, T. and Bryan, C. Speaking your Mind: Oral Presentation and Seminar Skills,
Harlow: Pearson (latest edition)
Williams, E. J. Presentations in English, Oxford: Macmillan (latest edition)

OSCOLA
http://www.law.ox.ac.uk/published/OSCOLA_Quick_Reference_Guide_001.pdf
Citing Legal Documents
http://www.cardiff.ac.uk/insrv/resources/guides/law023.pdf
Sources of Law
http://www.e-lawresources.co.uk/Sources-of-law.php

Students’ Rights
a. Recognition of Prior Learning
“Recognition of Prior Learning (RPL) is a method of assessment [leading to the award of credit] that
considers whether Learners can demonstrate that they can meet the assessment requirements for a
unit through knowledge, understanding or skills they already possess and so not need to develop
through a course of learning.” (Ofqual)

It is important that RPL should not be confused with exemption, unit equivalency or credit accumulation
and transfer. RPL enables recognition of achievement from a range of activities using any appropriate
assessment methodology. Provided that the assessment requirements of a given module(s) or
qualification have been met, the use of RPL is acceptable for accrediting a module, modules or a whole
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qualification. Partial module completion is not acceptable. The college have setup a complete guideline
on RPL.
See “Recognition of Prior Learning (RPL) policy” for more details. All these policies could be accessed
via http://lsms.ac under “Student Centre”.
b. Malpractice
Malpractice consists of those acts which undermine the integrity and validity of assessment, the
certification of qualifications and/or damage the authority of those responsible for conducting the
assessment and certification. This refers to acts and omissions made by staff or students involved with
the assessment process. This may include the following:


Plagiarism / Referencing



Collusion and cheating



Substitute Writing

The School has set out different policies to deal with the above different type of malpractices e.g.
Plagiarism Policy and Assessment Malpractice. The details process could be found in these policies
available via http://lsms.ac
c. Mitigation Circumstances
The School defines ‘Mitigating circumstances’ as the taking into account of any circumstances which
were not within the foresight and control of the student and which the School believes might adversely
affect the academic performance of a student during the assessment period for which they are
claiming.
Mitigating circumstances may include illness or personal problems such as a serious medical
condition, bereavement, trauma, or other miscellaneous reasons such as jury service.
It is the School’s aim to ensure that, as far as possible, such unforeseen circumstances do not
affect students’ grades or achievements. Therefore, the School has established the guidelines in
“Mitigating Circumstances policy” available through http://lsms.ac
d. Complaints
The School seeks to maintain high standards in its provision of courses, services and facilities to
students. The School has established its student complaints procedures to deal with legitimate
complaints from students in a fair, prompt and efficient manner. The School tries to resolve all
complaints through a two stage process:


Stage I: Informal Resolution of Complaints and
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Stage II: Formal Complaints Procedure.

All complaints will be dealt with without recrimination and no student will be disadvantaged on account
of raising a complaint. Students may complain individually or collectively, where appropriate.
Complaints will be investigated objectively. Anonymous complaints will not be accepted.
For more detail on how to make a complaint or understand the process see the “Student Complaint
Policy” on http://lsms.ac
e. Appeals
An appeal is a request for a formal reconsideration of a decision the School has made about a student.
Thus a decision is a precursor to an appeal and a decision will have been made on either an academic
matter, following a complaint or other matters. A review is a request by a student to the Principal with
respect to the result of an appeal. Appeals will be investigated objectively. Anonymous Appeals will
not be accepted. For more details on process and limitation see Appeals policy on http://lsms.ac
f. Attendance
This applies to all taught students at London School of Social and Management Sciences. It has been
developed as part of the School commitment to providing a supportive learning environment which
enables all students to achieve their full potential.
The School recognises the investment that students make when they enrol on a course and believes
that, as a responsible institution, it has a duty to monitor attendance and to act on non-attendance, so
that students can be supported to complete their programmes of study.

The School is also obliged to remind its students that the terms of any student loan that may have
been obtained from the Student Loan Company require the attendance of that student on their
programme of study and any absence(s) must be reported by the School. Similarly, if you are an
international student, non-attendance will accordingly be reported to the UKVI.

The Student Attendance aims to assist all students to take responsibility for their full and prompt
attendance which will enhance their learning experience, develop their personal skills and promote
retention, achievement and progression.
2. Transferable employability Skills & Academic Study skills
Students need both relevant qualifications and employability skills to enhance their career prospects
and contribute to their personal development. The ATHE Level 3 diploma in Business helps to develop
the key skills, generally refers to skills in three main categories:
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● Cognitive and problem-solving skills: critical thinking, approaching non-routine problems by
applying expert and creative solutions, use of systems and digital technology, generating and
communicating ideas creatively.
● Intra-personal skills: self-management, adaptability and resilience, self-monitoring and selfdevelopment, self-analysis and reflection, planning and prioritising.
● Interpersonal skills: effective communication and articulation of information, working
collaboratively, negotiating and influencing, self-presentation.
Students can also benefit from opportunities for deeper learning, where they are able to make
connections between units and select areas of interest for detailed study. Furthermore, students can
develop the knowledge and academic study skills required for progression to university degree
courses, including:


Active research skills



Effective writing skills



Analytical skills



Critical thinking



Creative problem-solving



Decision-making



Team building



Exam preparation skills



Digital literacy



Competence in assessment methods

Command verbs used in units and assignments
Some verbs are more commonly used in assessment criteria for units at particular levels. This
document provides an illustrative list of verbs used in ATHE assessment criteria. The explanations for
the verbs given in the tables over the following pages provide alternative words or phrases that help
to clarify the verb used in the assessment criteria at each level.
Assessors and Internal Verifiers should use these explanations to consider whether learners have met
the correct standards when assessing learners and internally verifying assessment decisions.
Verbs
Agree
Analyse

Explanation
Have the same opinion about something; concur
Break the subject or complex situations into separate parts and
examine each part in detail; identify the main issues and show how the
main ideas are related to practice and why they are important;
reference to current research or theory may support the analysis
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Apply

Explain how existing knowledge, practices, standards etc. can be linked
to new or different situations
Use information to determine outcomes/conclusions/recommendations
Appraise
Assess the value or quality
Assess
Use available information to make a judgement
Calculate
Determine or ascertain by mathematical methods
Carry out
Implement; do; execute
Close
Bring to an end
Collaborate
Work jointly with
Collate
Collect and present information arranged in sequence or logical order
which is suitable for purpose
Communicate
Convey or exchange spoken or written information
Compare
Examine the subjects in detail looking at similarities and differences
Compare
and Examine the subjects in detail, identify similarities and differences,
contrast
consider these from different perspectives
Conduct
Carry out
Consider
Ponder, contemplate or study in order to make a decision
Construct
Form by bringing together various elements
Convey
Communicate (information)
Create
Bring something into existence
Critically assess
Use available information to make a judgement; produce a convincing
argument for a judgement
Critically evaluate This is a development of evaluate. Examine strengths and
weaknesses, arguments for and against and/or similarities and
differences; consider the evidence and discuss the validity of evidence
from opposing views; produce a convincing argument to support the
conclusion or judgement.
Critically review
Look back over the topic or activity, analysing the positive and negative
aspects
Define
State or show clearly and accurately
Demonstrate
Clearly show by giving proof or evidence; give a practical exhibition and
explanation
Describe
Provide an extended range of detailed factual information about the
topic or item in a logical way
Design
Decide on the look and function of something by making a detailed
visual or written document of it
Determine
Ascertain or establish exactly by research or calculation
Develop
Identify, build and extend a topic, plan or idea
Devise
Plan or invent (a complex procedure, system or mechanism) by careful
thought
Differentiate
Discuss identified differences between more than one entity, item,
between
product, object or activity
Discuss
Give a detailed account including a range of views or opinions which
includes contrasting perspectives
Distinguish
Discuss identified differences between more than one item, product,
between
object or activity
Document
Record something in written, photographic or other form
Draw conclusions Arrive at judgements or opinions by reasoning
Establish
Set up; show something to be true by determining the facts
Evaluate
Examine strengths and weaknesses, arguments for and against and/or
similarities and differences; judge the evidence from the different
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perspectives and make a valid conclusion or reasoned judgment; apply
current research or theories to support the evaluation when applicable
Examine
Inspect (something) thoroughly in order to determine its nature or
condition
Explain
Make something clear to someone by describing or revealing relevant
information in more detail
Explore
Investigate or examine a range of issues from different perspectives
Formulate
Draw together; put together in a logical way; express in systematic
terms or concepts
Identify
Ascertain the origin, nature, or definitive characteristics of
Illustrate
Explain or make something clear by using examples, charts, graphics
etc.
Interpret
Explain the meaning of something
Investigate
Carry out a systematic or formal inquiry to discover and examine the
facts
Justify
Give a comprehensive explanation of the reasons for actions and/or
decisions
Lead
Be responsible for taking people, organisation or a piece of work in a
direction
Make
Use conclusions to suggest ways forward; revisit and judge the merit
recommendations of; endorse a proposal or course of action; advocate in favour of
Manage
Be in charge of; control or direct people/resources
Match
Correspond or cause to correspond (something with something else)
Measure
Assess the importance, effect or value of something
Monitor
Maintain regular surveillance
Negotiate
Discuss with a view to finding an agreed settlement
Outline
Identify accurately and describe clearly – the main points
Plan
Decide on something and make arrangements for it in advance; design
or make a plan of something
Prepare
Make something or someone ready for use
Present
Show for others to scrutinise or consider; formally deliver (e.g. in
verbal, written or graphical format)
Produce
Make, create or form something
Propose
Put forward (a plan or suggestion) for consideration by others
Provide
Identify and give relevant and detailed information in relation to the
subject
Recommend/
Use conclusions to suggest ways forward; revisit and judge the merit
Make
of; endorse a proposal or course of action; advocate in favour of
recommendations
Record
Set down in writing or some other permanent form for later reference
Reflect
Consult with oneself or others, recognising implications of current
practice with a view to changing future practice
Reflect critically
Learners should consider their actions, experiences or learning and the
implications of these in order to suggest significant developments for
future action, learning or practice, producing a convincing argument to
support the conclusion or judgement
Report (on)
Give a spoken or written account of something that has been observed,
heard, done or investigated
Request
Politely or formally ask for
Research
Conduct a detailed study of a subject to discover new information or
reach a new understanding
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Review
Select
Self-analyse
Set up
Specify
Suggest
Summarise
Synthesise
Translate
Validate

Revisit and consider the merit of analysing the positive and negative
aspects
Make informed choices
Examine methodically in detail to explain and interpret oneself and
one’s actions
Establish; place something in position
Identify clearly and definitely
Put forward for consideration
Give the main ideas or facts in a concise way
Combine into a coherent whole
Convert
Demonstrate or support the truth, accuracy or value of something

The Harvard style of referencing
The Harvard style of referencing is an author-date system whereby you insert the reference (citation)
as a parenthetical author name and date within the text of your document. The in-text citation is
accompanied by a full bibliographic reference in either a reference list or bibliography (or possibly both)
at the end of your assignment.
All the secondary sources that you will use in your assignments need to be referenced twice:
Citation


In the body of your text. This includes the author’s name and the date of the work,
enclosed in parentheses. If you have used a direct quotation (copied something word
for word) you must also include the number of the page you copied the words from,
e.g. p. 37

References list or bibliography


In a reference list at the end of your document. This has full details of the publication,
such as title(s), publisher, volume and page numbers. The format varies according to the
type of literature you are referencing – see the examples below.
Examples by Type

Typ
e
Book with
one author
Book with
two
authors

In-text Citation
(McKay, 2011)
or
McKay (2011) has
compared
(Cornford & Smithson,
2006)
or
Cornford and Smithson
(2006) recommend …

In your Reference List
McKay, G. (2011). Radical gardening: politics,
idealism & rebellion in the garden. London: Frances
Lincoln.
Cornford, T., & Smithson, S. (2006). Project research
in information systems: a student's guide (2nd ed.).
Basingstoke: Palgrave Macmillan.
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First citation:
Book with
three, four or (Buse, Taithe,
five authors Hirschkop, &
McCracken, 2006)
or
According to Buse,
Taithe,
Hirschkop
and
McCracken
(2006) …
Subsequent citations:
(Buse et al.,
2006) or
According to Buse et al.
(2006)
(Hicks et al., 2005)
Book with
six or seven
or
authors

Book with
eight or
more
authors

E-Book
with DOI*

E-Book
without
DOI*
Chapter
in a book

Chapter in
an e-book

Journal
article print

Buse, P., Taithe, B., Hirschkop, K., & McCracken, S.
(2006). Benjamin's Arcades: an unguided tour.
Manchester, UK: Manchester University Press.

You need to list all authors

Hicks, S., McLaughlin, H., Thompson, S., Sudbery,
J., Bramley, C., & Wilson, K. (2005). A bibliography
of family placement literature: a guide to publications
on children, parents and carers. London: British
Hicks et al. (2005) argue Association for Adoption & Fostering.
…
You need to list all authors
(Clarke et al., 2010)
Clarke, M., Corbett-Jones, J., Flynn, L., Ferry, K.,
Corrigan, J., Hargreaves, C., ... Westley, E.
(2010). Devils, demons and werewolves.
or
Manchester: Bridge House.
Clarke et al. (2010)
have described …
You need to list the first six authors followed
by … and then the final author
Schiraldi, G. R. (2000). The post-traumatic
Follow the above
examples for books.
stress disorder sourcebook: a guide to
healing, recovery, and growth.
doi:10.1036/0071393722
Geraghty, C. (2000). British cinema in the fifties:
Follow the above
gender, genre, and the 'new look'. Retrieved from
examples for books.
http://www.netlibrary.com
(Kreps, 2014)
Kreps, D. G. P. (2014). Virtuality and humanity. In
or
M. Grimshaw (Ed.), Oxford Handbook of Virtuality
Kreps (2014) stated that (pp. 712-726). Oxford: Oxford University Press.
… Use the author(s) of
the chapter, not the
editor of the book.
Follow the above
examples for numbers
of
authors.
Gorman, M. J. (2004). The angel and the compass:
Follow the instructions
Athanasius Kircher's magnetic geography. In P.
above examples for
Findlen (Ed.), Athanasius Kircher: the last man who
‘Chapter in a book’.
knew everything (pp. 239-259). Retrieved from
http://www.dawsonera.com/
Follow the above
examples for books.

If the book has a DOI use it instead of the URL.
Parker, G., & Crawford, J. (2007). Chocolate
craving when depressed: a personality marker.
British Journal of Psychiatry, 191(10), 351-352.
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Journal
article –
electronic
with
DOI*
Journal
article –
electronic
without DOI*

Follow the above
examples for books.

Cox, T. (2008). Scraping sounds and disgusting
noises. Applied Acoustics, 69(12), 1195-1204. doi:
10.1016/j.apacoust.2007.11.004

Follow the above
examples for books.

Bennett, R., Wallace, J., & Williamson, I. (2008).
Organising land information for sustainable land
administration. Land Use Policy, 25(1), 126-138.

Conferen
ce paper
– print

Follow the above
examples for books.

Conference
paper –
electronic

Follow the above
examples for books.

Webpag
e–
corporat
e author

(Dolomites
Nomination
Committee, 2008)

Second
ary
citation
(i.e. where
you have
used
information
that you
have found
cited in
another
source).

(Darwin, 1842,
cited in Schlager &
Keim, 2009)

Treat as an article from a print journal.
Palmenfelt, U. (2010). The social creation of
grand narratives. Paper presented at the the
Eighth Folklore Fellows’ Summer
School: After the New Folkloristics?, Helsinki
University, Lammi.
Jaya, N., Pathirage, C., & Sutrisna, M. (2010). An
application of the activity-based costing for the
management of project overheads to increase profit
during the construction stage. Paper presented at the
SPARC 2010 Conference, Mary Seacole, University
of Salford, Salford, UK. Retrieved from
http://usir.salford.ac.uk/12541/
Dolomites Nomination Committee. (2008).
Morphoclimatology: nomination of the Dolomites for
inscription on the World Natural Heritage List
UNESCO, Retrieved from http://www.dolomitiunesco.com/content/morphoclimatology
Schlager, W., & Keim, L. (2009). Carbonate platforms
in the Dolomites area of the Southern Alps: historic
perspectives on progress in sedimentology.
Sedimentology, 56(1), 191-204.

or
Darwin (1842,
cited in Schlager &
Keim, 2009)
described …

Your Reference List should only include those
sources which you have actually read yourself.

*A DOI is a Digital Object identifier and appears on many electronic books or journal articles, usually near the top of the first page.
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