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The Level 4 Extended Diploma in Management for Health and Social Care is 
awarded by ATHE (Awards for Training and Higher Education) and is an Ofqual 
regulated quali�cation widely recognized by employers in the sector. It consists 
of 120 credits and is equivalent to the �rst year of a bachelor’s degree.  This 
quali�cation is aimed at people who want to work towards a degree and wish to 
progress their career in management by increasing their understanding of 
management and developing key management skills. 

ATHE is an Ofqual regulated awarding body 
and this quali�cation has been accredited to 
the Regulated Quali�cations Framework (RQF) 
and is listed on the Ofqual register. 

Duration:  
3 months 
(full time)

FAST TRACK

Entry requirements:

Candidates should be aged 19 or over and have at least one of the following.

A GCE Advanced level pro�le with achievement in two or more subjects 
supported by �ve or more GCSEs at grades C and above 

An Access to Higher Education Certi�cate delivered by an approved further 
education institute and validated by an Access Validating Agency

Other related level 3 subjects 

Other equivalent international quali�cations 

Learners must also have an appropriate standard of English to enable them to 
access relevant resources and complete the assignments. 
Mature learners may o�er a more varied pro�le of achievement that is likely to 
include relevant work experience (paid or unpaid) with levels of responsibility, 
participation and/or achievement of relevant professional quali�cations. This may 
be used for Recognition of Prior Learning (RPL).
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MANDATORY UNITS

OPTIONAL UNITS

COURSE CONTENT 

BUSINESS 
ENVIRONMENT

RESOURCE 
MANAGEMENT 

COMMUNICATION 
SKILLS

PEOPLE IN 
ORGANIZATION 

Learners must take all 
four mandatory units 
(60 credits in total) and 
then undertake a further 
four or �ve optional units 
(60 units) to gain 120 
credits and pass the 
diploma.

Learners must complete �ve to seven units from the list below to 
achieve the required 120 credits for the Diploma.  The number of 
units required will depend on the size of the units selected. 

APPLYING 
PROMOTIONAL 
TECHNIQUES

CORPORATE 
SOCIAL 
RESPONSIBILITY

ADMINISTRATIVE 
SERVICES

PLANNING A WORK 
BASED TEAM 
PROJECT

FINANCE FOR 
MANAGERS

PLANNING A NEW 
BUSINESS 
VENTURE

CUSTOMER 
RELATIONSHIP 
MANAGEMENT

STUDY SKILLS

See appendix for further information on units.

ASSESSMENT: to gain 120 credits and pass the extended diploma students need 
to complete and submit eight written assignments. 

The aim of the assignments is to test knowledge and understanding of the units. 

FEES: £4,170 (�nance facility available subject to eligibility)
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STUDENT LOANS:
Students can take out an Advanced Learner Loan to pay for the course which 
is payable when they have completed the course and are earning at least 
£25,000 per annum.
More information: https://www.gov.uk/advanced-learner-loan

More information: https://www.gov.uk/advanced-learner-loan/eligibility

ELIGIBILITY CRITERIA:

AGED 19 
OR OVER

UNDERTAKING A 
LEVEL 3, 4, 5, 6 
QUALIFICATION

RESIDENT IN 
THE UK/EU 

FOR THE LAST 
3 YEARS OR 

MORE

MUST BE 
LIVING 

IN ENGLAND

PROGRESSION:
Following on from successful completion of the diploma students can progress 
to the ATHE Level 5 Extended Diploma in Management which provides entry to 
the 3rd year of a Bachelor’s Degree at various universities in the UK.

Lecturers are highly experienced in their sector and hold recognized and relevant 
teaching and assessment quali�cations. 

The College 
has been graded 
as good by 
Ofsted

The last review from the Quality 
Assurance Agency reported that the 
College met all expectations and 
gained a full con�dence rating 

The University of 
Brighton Partnership 
Review in 2016 graded 
the College as very good

QUALITY

Rather than herd all our students into a large lecture theatre and treat them as one 
mass group we teach in smaller groups (maximum of 30).  This enables the tutors 
to get to know students individually and quickly ascertain their development so 
that they can provide extra help where and when necessary.

INDIVIDUAL FOCUS

WHY CHOOSE 
SUSSEX COAST 

COLLEGE HASTINGS?

The College o�ers signi�cantly lower tuition fees than many other institutions in 
the South East. The average fee per year of a full time degree at a UK university is 
£9,250 so the College’s fee of £4,170 is very a�ordable in comparison.

VALUE FOR MONEY

As our classes are much smaller than many universities you will gain more support 
and be treated as an individual.  

AMAZING LOCATION
The College’s training site in London is 
based at The School of Information 
Technology (SIRM) which is located in 
Ilford, outer east London, just two 
minutes walk from the station.  
Ilford has excellent transport links 
and acts as a link between London 
and Essex. 

HOW TO APPLY: Complete the application form online at: 
http://www.sussexdowns.ac.uk/documents/course-guidea/part-time-application-form/
For further information contact us on the information below
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APPENDIX
MANDATORY UNITS

BUSINESS ENVIRONMENT
This unit will develop learners understanding of the environment and circumstances 
in which di�erent business organisations operate.  Learners will learn about how 
business environments work in synergy with stakeholders such as government, 
competitors, consumers and suppliers and how they are a�ected by global factors. 
Learners will also explore how pricing, behaviours and business decisions are 
in�uenced by di�erent market structures.  

1 Understand the organisational 
purposes of businesses

2 Understand the nature of the national 
environment in which businesses operate  

3 Understand the behaviour of 
organisations in their market environment   

4 Be able to assess the signi�cance of the 
global factors that shape national business 
activities   

1.1 Identify the purposes of di�erent types of 
organisation 
1.2 Describe the extent to which an organisation 
meets the objectives of di�erent stakeholders  
1.3 Explain the responsibilities of an organisation and 
strategies employed to meet them.

2.1  Explain how economic systems attempt to allocate 
resources e�ectively  
2.2  Assess the impact of �scal and monetary policy on 
business organisations and their activities  
2.3  Evaluate the impact of competition policy and 
other regulatory mechanisms on the activities of a 
selected organisation.

3.1  Explain how market structures determine the 
pricing and output decisions of businesses 
3.2  Illustrate the way in which market forces shape 
organisational responses using a range of examples  
3.3 Judge how the business and cultural  environments 
shape the behaviour of a  selected organisation  

4.1  Discuss the signi�cance of international trade to 
UK business organisations  
4.2  Analyse the impact of global factors on UK 
business organisations  
4.3  Evaluate the impact of policies of the European 
Union on UK business organisations  

LEARNING OUTCOMES ASSESSMENT CRITERIA
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RESOURCE MANAGEMENT 
The aim of this unit is to provide an overview of the human and physical resources 
needed in a range of organisations, including those in the primary, service and 
manufacturing sectors, and provide an understanding of the impact of e�ciency 
on the organisations. Learners will use this knowledge to review the e�ective use of 
resources within an organisation.

1 Understand the key features of 
resource management    

1.1 Analyse the di�ering resource requirements of 
organisations in di�erent sectors of the economy  
1.2  Outline key requirements relevant to resource 
management in organisations in di�erent sectors 
of the economy.

2 Understand the importance of the 
e�ective use of physical resources        

2.1  Evaluate how the use of physical resources is 
monitored and managed  
2.2     Evaluate the impact of resource wastage  
2.3 Assess the costs of high pro�le technological 
failures 
2.4 Assess the business case for the use of ethical 
and sustainable resources  

3 Understand how to maximise the  
e�ectiveness of human resources            

4 Be able to review the e�ective use 
of resources              

3.1  Assess the need for human resource planning in 
the workplace  
3.2   Using motivational theories, analyse what 
motivates people  
3.3  Evaluate the methods used to monitor and  
improve employee performance  
3.4 Assess the e�ectiveness of reward systems 
in di�erent contexts  

4.1  Monitor the use of physical resources against 
performance measures and procedures  
4.2  Analyse data on employee performance 
4.3  Report on the e�ective use of human and 
physical resources  
4.4 Make recommendations to improve e�ciency  

LEARNING OUTCOMES ASSESSMENT CRITERIA
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COMMUNICATION SKILLS

LEARNING OUTCOMES ASSESSMENT CRITERIA
1 Understand how internal communication 
takes place within organisations    

1.1 Explain the process of communication  
1.2 Assess the appropriate use of di�erent modes 
of communication for di�erent purposes  
1.3 Analyse barriers to e�ective communication 
within organisations.

2 Understand how organisations 
communicate with customers    

2.1 Evaluate formal communication systems used 
by organisations to communicate with customers  
2.2 Analyse the e�ectiveness of using social media to 
communicate with customers 
2.3 Assess the images organisations portray through 
their communications.

3 Understand the factors that impact on 
the e�ectiveness of communications        

3.1 Assess the impact of personal relationships 
on e�ective communications 
3.2 Assess the impact of non-verbal communication 
on oral communications 
3.3 Assess the impact of technology on oral and 
written communication  
3.4 Review the use of conventions in written 
communications  

4 Be able to present oral information 
e�ectively    

4.1 Design an oral presentation for a speci�ed 
audience  
4.2 Present complex information orally  
4.3 Use technology to support presentation skills  
4.4 Assess e�ectiveness of own communication.

5 Be able to communicate e�ectively in 
writing    

5.1 Communicate complex information for 
speci�c purposes  
5.2 Document a meeting  
5.3 Use charts and graphs to convey quantitative data  
5.4 Review written communication  
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This unit aims to develop knowledge of those aspects of organisations that concern 
and support people. This includes communication practices, teamwork, remote 
working and other organisational structures. Using this knowledge learners will be 
able to review the impact of workplace practices on people.

PEOPLE IN ORGANIZATION 

LEARNING OUTCOMES ASSESSMENT CRITERIA
1 Understand communication practices 
within organisations       

1.1 Analyse the bene�ts of e�ective communication 
to organisations  
1.2 Analyse policies and procedures that are used to 
enhance communication within organisations  
1.3 Outline legislation relevant to communication 
within organisations 
1.4 Evaluate how the organisational structure  
impacts on the communication methods used  

2 Understand the principles of e�ective 
teamwork    

2.1 Assess the bene�ts of team working to  individuals 
and organisations  
2.2 Analyse why teams might fail to meet their 
objectives 
2.3 Evaluate the impact of leadership styles on 
teamwork.

3 Understand the issues associated with 
remote working    

3.1 Explain the implications of the di�erent ways in 
which people work ‘remotely’  
3.2 Evaluate common working practices used by 
those working remotely in di�erent contexts 
3.3 Analyse the leadership styles suitable for 
remote working  

4 Understand the structures designed to 
support people within the workplace    

4.1 Explain how HR departments can provide 
support to people within the workplace 
4.2 Assess policies and procedures designed to 
support people in the workplace 
4.3 Assess practices used to support people in the 
work place.

5 Be able to review the impact of workplace
practices on people within organisation    

5.1 Assess workplace practices that impact on 
people within organisations  
5.2 Make recommendations to improve sta� and 
managers experience of the workplace
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OPTIONAL UNITS

APPLYING PROMOTIONAL TECHNIQUES

CORPORATE SOCIAL RESPONSIBILITY

To develop understanding of promotion in business and to practice evaluation of 
existing campaigns and development of new ones.

To develop an understanding of CSR issues and impacts of CSR policy.

LEARNING OUTCOMES ASSESSMENT CRITERIA
1 Understand the role of promotion in 
achieving business objectives  

1.1 Explain the aims of promotion in business 
1.2 Explain how the success of a promotional 
campaign is measured  
1.3 Explain how promotional activities are regulated.

2 Understand the range of promotional 
methods used in business    

2.1 Explain the di�erent promotional methods 
used by business  
2.2 Explore current trends in choice of promotional 
methods  
2.3 Analyse the importance of branding in promotion  

3 Be able to evaluate an existing 
promotional campaign for a speci�c 
product or service    

4 Be able to plan a promotional campaign 
for a speci�c business or product    

3.1 Review the objectives of the campaign 
3.2 Analyse the promotional mix for the 
product or service 
3.3 Evaluate the choice of media in relation to the 
target market  
3.4 Evaluate the integration of the promotional mix 
with the other components of the marketing mix.

4.1 Propose aims and objectives for a promotional 
campaign 
4.2 Justify choice of target market for the promotional 
campaign  
4.3 Devise suitable promotional activities  
4.4 Produce a plan for implementation statinghow it 
meets the objectives of the campaign
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ADMINISTRATIVE SERVICES

LEARNING OUTCOMES ASSESSMENT CRITERIA

LEARNING OUTCOMES ASSESSMENT CRITERIA

1 Understand current corporate social 
responsibility issues facing business   

1.1 De�ne corporate social responsibility (CSR) 
1.2 Describe background and changing attitudes to CSR  
1.3 Describe the regulatory framework for CSR  
1.4 explain environmental issues in CSR
1.5 Explain economic and political issues in CSR  
1.6 Explain social and community issues in CSR

2 Understand the impact of  corporate 
social responsibility policy on di�erent 
stakeholders    

3 Be able to make recommendations for 
responsible business practice     

1 Understand the range and diversity of 
administrative services  

2 Be able to develop organisational 
systems    

2.1 Assess the bene�ts of  CSR to employees 
2.2 Analyse the impact of CSR on the supply chain  
2.3 Explain how a CSR policy impacts on business 
performance  
2.4 Explain how CSR impacts on marketing strategy   
2.5 Assess the potential con�icts which may arise 
between the needs and expectations of di�erent 
stakeholders.

3.1 Review the CSR policy of a speci�c business  
3.2 Assess the extent of voluntarism in CSR policy  
3.3 Recommend changes to CSR policy to bene�t 
di�erent stakeholders  
3.4 Assess the potential impact of changes in CSR on 
business performance   

1.1 Explain the di�erent administrative services which 
may be o�ered  
1.2 Analyse the skills required to be e�ective in 
administrative services  
1.3 Explain the challenges presented when o�ering 
administrative support to more than one manager or 
department  
1.4 Explain the legal requirements relevant to 
administrative services.

2.1 Evaluate the di�erent types of �ling systems  
2.2 Set up and run a �ling system  
2.3 Set up and use a stock control system  
2.4 Use a purchasing system  
2.5 Explain the importance of keeping accurate records 
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PLANNING A WORK BASED TEAM PROJECT
To develop project management skills in the workplace.

LEARNING OUTCOMES ASSESSMENT CRITERIA

3 Be able to support meetings and events 

1 Be able to develop a proposal for a work 
based team project   

2 Be able to plan the work based team 
project  

4 Understand the importance of  e�ective 
communication in the workplace  

3.1 Plan meetings and events  
3.2 Produce documentation for meetings  
3.3 Analyse policies and procedures for setting up 
meetings and events  
3.4 Recommend improvements to policies and 
procedures for setting up meetings and events  

4.1 Evaluate the suitability and e�ectiveness of di�erent 
communication systems in the workplace  
4.2 Analyse the role of technology in supporting 
e�ective communication in the workplace.

1.1 Identify the aims and objectives of the project  
1.2 Propose roles and responsibilities of team members  
1.3 Identify constraints on the project  
1.4 Propose ways of monitoring and evaluating the 
project 

2.1 Plan the physical, �nancial and human resources 
needed for the project  
2.2 Carry out a risk assessment for the project  
2.3 Produce interim and completion timescales for the 
project.

3 Be able to implement the plan for a work 
based team project    

3.1 Carry out the plan according to assigned role and 
responsibility  
3.2 Log activities carried out during the project   
3.3 Log problems and solutions encountered during 
the project

4 Be able to present the results of the work 
based team project      

4.1 Analyse data from the project 
4.2 Apply �ndings from the project 
4.3 Use a range of communication skills to present result  

5 Be able to evaluate the project against 
the stated objectives  

5.1 Evaluate their own performance  
5.2 Evaluate the team’s performance 
5.3 Make recommendations for improvement for future 
projects
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FINANCE FOR MANAGERS

PLANNING A NEW BUSINESS VENTURE

To introduce learners to practical accounting and �nancial techniques that are useful 
to managers in business organisations.  

The aim of the unit is to develop business planning skills. These skills can be applied to 
either a small micro enterprise or a new venture within an existing company. To use 
these skills e�ectively learners will need to develop an understanding of business 
types and those factors that determine the success or otherwise of any new venture, 
including research of the market, how to develop the business case and how to pitch it.  

LEARNING OUTCOMES ASSESSMENT CRITERIA
1 Understand the requirements and 
techniques for �nancial recording  and 
reporting     

2 Understand how working capital can be 
e�ectively managed    

1.1 Explain the purpose and requirement for keeping 
�nancial records  
1.2 Analyse techniques for recording �nancial 
information in a business organisation 
1.3 Analyse the legal and organisational requirements 
for �nancial reporting 
1.4 Evaluate the usefulness of �nancial statements to 
stakeholders  

2.1 Analyse components of working capital 
2.2 Explain how business organisations can e�ectively 
manage working capital

3 Understand management accounting 
techniques    

4 Understand how to evaluate business 
projects    

3.1 Explain the di�erence between management and 
�nancial accounting  
3.2 Explain the budgetary control process  
3.3 Calculate and interpret variances from budget
3.4 Evaluate the use of di�erent costing methods for 
pricing purposes  

4.1 Demonstrate the main methods of project appraisal  
4.2 Evaluate methods of project appraisal 
4.3 Explain how �nance might be obtained for a 
business project 
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CUSTOMER RELATIONSHIP MANAGEMENT
To develop an understanding of the scope and importance of CRM and to explore 
how e�ective CRM is achieved.  

LEARNING OUTCOMES ASSESSMENT CRITERIA

LEARNING OUTCOMES ASSESSMENT CRITERIA

1 Understand  the di�erent types of  
business organisations      

1.1 Analyse the potential bene�ts, limitations and risks 
associated with di�erent types of business 
organisations  
1.2 Analyse sources of �nance for di�erent types of 
business organisations  
1.3 Evaluate the legal considerations relevant to 
planning a business venture

2 Understand factors that determine 
market potential        

2.1 Analyse market conditions  that impact on setting 
up a new business venture  
2.2 Analyse gaps in the market for potential products  
2.3 Analyse target markets for a business venture

3 Be able to develop a business case            3.1 develop the mission, vision, aims and objectives of 
the business  
3.2 Interpret external factors to justify need for your 
business product  
3.3 Specify the business product to meet needs 
3.4 Propose business structures and systems that will 
deliver business aims and objectives 
3.5 Produce business planning forecasts based on 
targets  
3.6 Identify business responses if targets not met

1.1 Explain the key aspects of customer relationship 
management 
1.2 Analyse the bene�ts of good customer  relationship 
management   
1.3 Analyse the impact of quality management systems 
on customer relationship  management  

4 Be able to pitch a business  proposal

1 Understand the importance of  customer 
relationship management  to business  

4.1 Pitch for funding for a business  proposal
4.2 Present documentation to support your pitch 
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STUDY SKILLS
This unit will develop learners understanding of the research process, good academic 
practice and the potential pitfalls.  Learners will develop and understanding of the 
types and sources of information and the skills to use them and to communicate 
their �ndings following good academic practice. Leaners will also develop their 
understanding of how to continue their personal development through the process 
of self-re�ection.  

LEARNING OUTCOMES ASSESSMENT CRITERIA

LEARNING OUTCOMES ASSESSMENT CRITERIA

2 Understand how good customer 
relationship management is achieved  

2.1 Explain the processes necessary for achieving 
e�ective customer relationship management  
2.2 Explain the role of internal sta� in achieving  
e�ective customer relations  
2.3 Assess the role of external stakeholders in  
achieving e�ective customer relations  

3 Understand the use of loyalty  schemes 
in customer relationship management         

3.1 Analyse the use of loyalty schemes to gain  
information about customers  
3.2 Explain how the information gained is used to  
inform marketing and customer service policy  

4 Be able to plan improvements to 
customer relationship management           

4.1 Review customer relationship management in an 
organisation  
4.2 Propose improvements to processes for  customer 
relationship management  
4.3 Propose improvements to the role of sta� in 
promoting good customer relationships   
4.4 Produce a plan for the implementation of  
improvements  

1.1 To identify and access information resources 
needed to ful�l di�erent academic tasks  
1.2 Identify and utilise di�erent sources of primary 
and secondary information  
1.3 Explain and demonstrate competence in the use 
of electronic learning resources 
1.4 Evaluate the merits of di�erent sources of 
information and resources available to support the 
learning process  

1 Understand and utilise di�erent  sources 
of information to support learning
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LEARNING OUTCOMES ASSESSMENT CRITERIA
2.1 Explain and utilise a repertoire of reading and 
notemaking skills and techniques 
2.2 Demonstrate a competency in all stages of the 
academic writing process from initial research through 
composition to revision of drafts  
2.3 Evaluate and demonstrate competency in di�erent 
forms of communication used in an academic 
environment

2 Understand and apply a range of key 
learning skills

3.1 Explain di�erent forms of plagiarism and unfair 
academic practice and their seriousness  
3.2 Explain and deploy the Harvard system of 
referencing to ensure consistent and appropriate 
referencing of sources  
3.3 Evaluate and use anti-plagiarism software as a tool 
to improve academic practice

3 Understand the principles and values  
of good academic practice  

4.1 Explain the concept of re�ective learning and its 
use in personal development  
4.2 Self-analyse using a personal audit SWOT  analysis 
to develop and apply SMART personal objectives  
4.3 To understand and demonstrate independent 
learning and time management skills 

4 Understand the concept and value of  
self-re�ection in personal development 
and learning.      


