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About the Professional Recognition Awards
in Leadership and Management
The Professional Recognition Awards are a vocational route to higher level
professional recognition and are:

COMPREHENSIVE
There are no limitations on the areas of employment or voluntary
roles to which they are related

Benefits of the CVQO-led Professional Recognition Awards
The Professional Recognition Awards enable candidates to reflect and build on the
skills they have gained during their voluntary activities or in their employed role:
•

Becoming a more valuable employee or volunteer whose skills are endorsed
with internationally recognised qualifications that are valued in the workplace

•

Becoming a better leader whose skills are enhanced through a greater
understanding of different methods of learning and self-reflection

PROGRESSIVE
There is a clear line of progression through from Level 4 to Level 7
ACCESSIBLE
The awards are open to any candidate who meets the
requirements of the standards
COMPETENCE-BASED
The awards recognise the practical application of professional skills,
knowledge and understanding in employment or voluntary roles.
They offer an experience-based route to higher level qualifications

Levels of the Professional Recognition Awards

Licentiateship			

LCGI

Level 4

“This qualification has enabled me to compete at
the same level as my graduate friends. I’ve been
interviewing for jobs recently and it has given me
something that stands out on my CV, and which
is tangible, demonstrable and unique.”

Affiliateship			

AfCGI

Level 5

Jacob Hannis

Graduateship			

GCGI

Level 6

Membership			

MCGI

Level 7

Successful completion of an award will lead candidates to the gain a fully
accredited qualification. Once achieved, holders will gain the following City
& Guilds of London Institute qualifications and will be entitled to use the
appropriate post-nominal letters.
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Your eligibility for a Professional
Recognition Award
Candidate entry requirements
There are no eligibility restrictions relating to employed role, voluntary rank
or time served. In order to qualify for the Professional Recognition Awards
candidates must fulfil two key requirements:
1.

The ability to understand and practise skills in leadership and management

2.

Have current occupational or voluntary experience and an ability to demonstrate
the achievement of a range of personal skills and specific competences (please
refer to the Standards described below)

In general terms, the levels of the Awards correspond to the following levels of
responsibility:

Licentiateship		

Level 4

Supervisory role / Junior Manager

Affiliateship		

Level 5

Line Manager

Graduateship

Level 6

Middle / Senior Manager

Membership		

Level 7

Strategic Leadership Role

The Standards and Standard Statements
To achieve a Professional Recognition Award candidates must provide evidence of
their competency for each of six standards. These are common to all four levels of
award:
Standard 1: Commitment to Professional Standards
Standard 2: Communication and Information Management
Standard 3: Leadership
Standard 4: Professional Development
Standard 5: Working with Others
Standard 6: Managing Customer Relationships
You must be sure you can meet the requirements of all Standard Statements for the
level of award you wish to apply for.
Please refer to the enclosed document PRA Standards and Standards Statements.

PRA Standards and
PRA StandardsPRA
and Standards andPRA Standards and
Standard Statements
Standard Statements
Standard Statements
Standard Statements
Licentiateship Level 4 Affiliateship Level 5

Membership Level 7

Graduateship Level 6

Commitment to professional standards
Commitment to professional standards

1

Commitment to professional standards
Commitment to professional standards

Monitor
compliance
of self and others with professional standards and
to own working
practice
1.1 Apply professional standards
1.1 propose
Use research
assess the compliance
extent to which
Take responsibility for promoting, monitoring
andtomaintaining
of professional standards are
areas for improvement
1.1
implemented in the organisation or own area of responsibility, making
1.1 standards
and others
withofprofessional
professional
standards measures forself
1.2 Support others to comply with
Develop
and implement
reducing
the risk
noncompliance
informed judgements on findings and taking the appropriate action
1.2 of professional standards within own area of responsibility
to inform risk management
Identify and manage the risks and issues of non-compliance in1.2
ownAssess
area ofcomplex information and evidence
Establish an environment and culture that assures and promotes compliance
1.3 responsibility
Make informed judgements to manage a situation where there may1.2
withthe
professional
Evaluate, make judgements and select
necessary standards
actions to take when
1.3 have been a breach of professional standards
1.3 issues of non-compliance with professional standards occur
standards may have been breached
Take responsibility for action when there are issues of non-compliance
1.4 Manage a situation where professional
Develop strategies that promote relevant professional standards in own area
1.4 of responsibility which fosters a culture of continuous improvement1.3 with professional standards and reflect on the outcomes to foster a culture
1.5 Complete documentation and/or reports relevant to professional standards
of continuous improvement
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Communication and information management

Communication and information
management
Use informed
judgement and understanding of different
perspectives
Communication
andand
information management
Communication and information management
contextual
factors to establish,
lead and maintain communication with
2.1audience
Respond to the needs of a target
by implementing
an effective
2.1a target
regarding complex mattersRepresent the organisation to communicate on matters of importance and
Respond to the needs of
audience bystrategy
communicating in a people
form and
communication
2.1 sensitivity
Use
informed
judgement
to constructively
manage barriers to effective
manner which is appropriate Evaluate
to the task
relevant complex information,
draw
conclusions
and communicate
2.2 communication
Critically appraise
respond
in a considered
way communication styles, channels and media to develop a
to others in a manner that is consistent with and
relevant
legislation,
2.2 findingsconstructively
2.2 Manage barriers to communication
strategy
for the organisation
or area of responsibility which
2.2 communication
Critically appraise the way information
is communicated,
recorded,
shared
policies and procedures
is consistent with legislation, policies and procedures
by self andrecognising
others in line
2.3 and stored
Apply relevant legislation, Manage barriers to effective communication
constructively,
andwith relevant legislation, policies and
2.3 organisational policies and
2.3 procedures
procedures
and maketeam
recommendations
forand
improvement
Evaluate
where appropriate, establish robust methods and systems for
when
taking action
to communicating
resolve personalwith
andothers
(where appropriate)
conflict
2.3 managing information in line with organisational and legislative requirements
Manage information in line with
relevant
legislation,
organisational
policies
Analyse the way information is recorded, shared and stored and make
2.4 and procedures
2.4 recommendations for improvement

2.1

2

2

2
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Leadership

The situation may be complicated by the fact that some candidates fulfil more than
one role at the same time. Responsibilities in one role might appear to lead towards
one level, but a second role might involve skills appropriate for a higher level.
The key question in assessing eligibility is:

“Can I demonstrate competence and provide supporting
documentary evidence in every standard at this level?”
6

3

Leadership

Take responsibility for achieving organisational objectives through clear and
Leadership
3.1
Leadership
Promote and champion the organisation’s values and objectives and take
focussed leadership
3.1 responsibility for their realisation through strong leadership
Display appropriate leadership
skills in ownclear,
area positive
of responsibility
and 3.2
motivational
skillsof substantial change or development
Manageleadership
a programme
3.1 Demonstrate
Articulate a vision for the future of the organisation or own area of
3.2 and
Lead others by example in meeting own performance targets, promoting
Take
responsibility
for identifying
managing resources to meet
responsibility
in own
area
of responsibility
3.2 Anticipate, plan and lead change3.3
3.2 good practice, innovation
and working within the remit of their role
organisational objectives
Display an in depth understanding of resources in own area of responsibility
Develop
performance
forbarriers
self and to
others based on the needs
the
3.3 ofand
Plan for the achievement
by identifying
and targets
managing
Promote innovation and generate
ideasmanage
for improvement
which
are
these to meet
organisational
objectives
3.3of goals
3.3 success
organisation, knowledge or resource
and operational capacity
3.4 requirements
compatible with organisational values
Take responsibility for leading the organisation or own area of responsibility
Consistently meet challenging outcomes by managing resources in3.4
a timely
to meet outcomes
through complex change
3.4 manner
3.4 Identify and manage resources
3.1

3

3

3

outcomes
in a timely
manner and continuous improvement
3.5 Manage a project or task
Developsetideas
to promote
best practice
3.5to achieve

PRA Standards leaflets
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Selecting the correct level of award
The requirements needed to provide evidence for the Standard Statements
become more challenging as the level of the award rises. For example in Standard 3:
Leadership, the first Standard Statement at each level is:
Standard

3: Leadership

Standard Statement 3.1
Level 4

Display appropriate leadership skills in own area
of responsibility

Level 5

Demonstrate clear, positive and motivational
leadership skills

Level 6

Take responsibility for achieving organisational
objectives through clear and focussed leadership

Level 7

Promote and champion the organisation’s values
and objectives and take responsibility for their
realisation through strong leadership

The Standard Statements progress in this way and this is how the awards are
differentiated.
How do I apply?
•

The first step will be for you to put together a Curriculum Vitae (CV) listing the
roles you have fulfilled which are relevant to the Professional Recognition Awards
and a timeline. It is most important that you include full details of the leadership
and management responsibilities you have in the roles you currently hold. This may
include both your employed and volunteer roles

•

Next you should provide outline job descriptions to give more detail about the
roles you have listed in your CV. Your responsibilities for working with, leading and
managing other adults and the size of your team will be important details here

•

The third step will be for you to write a personal statement of around 500 words
that demonstrates the skills and abilities you possess which align to the Standard
Statements of the level you have chosen
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You should send these documents to
CVQO along with your application
form. Later on you will also need to
include them as part of your submission
evidence.
In order to complete these initial tasks,
you should read through the Standards
and Standard Statements, comparing
the requirements at two adjacent levels
(for example, Licentiateship against
Affiliateship or Affiliateship against
Graduateship and so on).

application form and we will discuss this
with you.
I have additional needs. Will these be
taken into account as I complete my
Professional Recognition Award?
Our aim is to be inclusive and a range of
strategies can be put in place to ensure
this is the case for candidates with
additional needs. Please speak to us if this
applies to you.

When deciding upon your choice of
level, you must be able to provide
first-hand evidence to address every
Standard Statement listed for that level.
Please do not worry if the meaning of
a Standard Statement is not completely
clear to you yet. We will discuss your
choice of level with you and there will be
an opportunity to ask questions about
this.
If you are not sure which level of award
will be most appropriate for you, then
leave the level of award blank on your

Keep discovering
Keep learning
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Completing a Professional Recognition Award
The Professional Recognition Awards are reflective in nature. They do not involve a
course of study followed by an exam.
Your starting point will be the experience you have already gained in a leadership
or management role. Each level of Award is defined by a set of Standards which a
successful candidate will have met.
To complete an Award you must reflect on your own experience and make
comparisons with the standards that City & Guilds have set up as benchmarks.
Reflective Account
When you have judged that you can meet these standards, the next task will be
to explain how you have achieved this. This will be done by writing a Reflective
Account which will describe exactly what you did in your leadership role. Your
writing must address all aspects of each standard and there must be clear links to
show this.
Portfolio of Evidence
Your written Reflective Account will form a major part of your assessment, but
this must also be supported by a portfolio of evidence. The evidence is used to
show that your statements are true.

“I firmly believe the qualifications offered by
CVQO are the most valuable opportunities the
cadet organisation provide to its adult volunteers.”

•

Your portfolio of evidence must be relevant and there should be enough
of it to corroborate the statements you have made about yourself in your
Reflective Account

•

The evidence must also be valid. This means that the link to you and your
actions must be completely clear

•

The evidence must also be presented in a way which allows the assessor to
see clearly how it supports your statements

•

A significant part of your portfolio evidence should consist of witness
testimony. At least one item of witness testimony must be used to support
each Standard

Christopher Rondel
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How long do I have to complete the Award?
The time allowed for completion of an award is flexible over a one year period
to suit your pace of working. However, most candidates find that they can
complete in a shorter time than this. Your mentor will work with you to help
you decide on timescales for the formal review points and a target date for
submission which suits your personal circumstances.
How will we support you?

Completing your Award

First formal review
Your mentor will ask you to draft part of your submission for Standard 1 only
(including portfolio evidence). This work will form the basis of your first review
and will provide an important opportunity for you to clarify details about the way
in which you are completing your work and the details your submission should
include. It is most important to avoid writing more than this before your mentor
has provided you with feedback.

We will provide detailed guidance throughout the completion of your award
through the following:

Final formal review

Induction

Your mentor will review the complete draft for your Reflective Account and
portfolio of evidence before it is ready for submission and s/he will provide you
with general advice you can apply to complete the finishing touches.

We will contact you to discuss your application and confirm that the level of
award you have applied for is appropriate.
Mentoring
When you have completed your enrolment we will nominate a CVQO mentor
as your personal point of contact while you are working towards your award.
Your mentor will make sure that:
You have chosen an appropriate level of award
We know about any specific needs you may have so that we can cater
for these
You have a clear understanding of the way in which you are going to
complete your award and your projected timescale for completion

Additional reviews
Your mentor will also provide more informal guidance between the formal reviews,
although it will not always be possible for your mentor to give you detailed written
feedback at each stage of your journey towards completion.
Submission and assessment
The submission of your completed Reflective Account and portfolio of evidence is
an important stage on your journey toward achieving the Award. We will appoint
an assessor who will consider your submission and provide detailed feedback
on the outcome of the assessment. In a small number of cases, a resubmission is
sometimes needed and the assessor will provide detailed guidance about this.

Your Mentor will also:
Agree suitable dates for review points with you
Offer specific advice about the things you need to do next
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You have received an
Application Pack and
Application Form

Enquiry

Application

You send us your
application form, CV,
job descriptions and
personal statement

We will get in touch to
discuss and agree the
level of your award

Initial
advice &
guidance

Applying for a Professional Recognition Award
in Leadership and Management

Enrolment

We will complete
your enrolment,
request payment, send
you the resource
materials and allocate
your Mentor

Items to send to CVQO by recorded delivery:

•
•
•
•
VQF501 Application Form
CV
Job Descriptions
Personal Statement

Alternatively, forms can be scanned and emailed to candg@cvqo.org.

Please ensure your scanned documents are legible before emailing.
Send to:
CVQO
3 Archipelago, Lyon Way, Camberley, Surrey, GU16 7ER
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