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Unit 31: Design Business 

Processes 

Unit reference number: D/506/2055 

QCF level: 5 

Credit value: 5 

Guided learning hours: 23 

 

Unit summary 

Business processes enable business activities to be identified, organised and 

conducted, through a set of agreed codified arrangements to allow work processes 

to be undertaken in a systematic and efficient way. 

This unit will give learners an understanding of the need for business processes to 

be responsive to change and adaptable to accommodate such change. Learners will 

consider how the business processes associated with change are modelled to 

ensure that business needs are met. They will learn how to develop, test and 

integrate business processes into existing processes and understand the benefit 

that the processes bring to the business, including achieving its objectives. 
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Learning outcomes and assessment criteria 

To pass this unit, the learner needs to demonstrate that they can meet all the 

learning outcomes for the unit. The assessment criteria outline the requirements 

the learner is expected to meet to achieve the unit. 

 

Learning outcomes Assessment criteria 

1 Understand techniques and tools 

that support the design of business 

processes 

1.1 Analyse the principles of business 

change and business process re-

engineering 

1.2 Evaluate the concept and 

application of workflow patterns 

and usability testing 

1.3 Evaluate a range of modelling tools 

1.4 Analyse the factors to be taken into 

account when evaluating the 

effectiveness of business processes 

2 Be able to develop business 

processes 

2.1 Evaluate the scope for business 

process improvement and 

constraints 

2.2 Generate ideas that meet defined 

business needs 

2.3 Test a proposed process through a 

modelling exercise 

2.4 Evaluate the feasibility and viability 

of a proposed process against 

agreed criteria 

2.5 Establish the degree of overlap 

between a proposed process and 

existing processes and systems 

2.6 Resolve tensions between existing 

and proposed systems and 

processes 

2.7 Adhere to organisational policies 

and procedures, legal and ethical 

requirements when developing 

business processes 
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Learning outcomes Assessment criteria 

3 Be able to evaluate the 

effectiveness of business processes 

3.1 Analyse valid information using 

techniques that are appropriate to 

the process being evaluated 

3.2 Assess the cost and benefit of a 

business process to the 

organisation 

3.3 Justify recommendations for the 

rejection, adoption or 

enhancements to processes with 

evidence 
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Unit amplification 
 

 

AC1.1: Analyse the principles of business change and business process 

re-engineering 

  Principles of business change: dimensions of change (purpose, size, 

duration); impact (strategic, operational); holistic approach to change 

 Drivers for change: business improvement (profitability, productivity, 

efficiency, cost control); maintain competitive advantage; response to 

changes in the environment (internal, external) 

 Business process re-engineering (BPR): BPR cycle (process 

identification, analysis, design, testing, implementation); systematic 

re-design of business processes and workflows; alignment of 

processes to business objectives; use of information technology, e.g. 

e-commerce, CAD/CAM, additive manufacturing 

AC1.2: Evaluate the concept and application of workflow patterns and 

usability testing 

  Workflow patterns: design patterns, e.g. Van Der Alst classification; 

purposes, e.g. control flow dependencies, data, resources, exceptions 

 Usability testing: evaluation by testing it with users; types of testing, 

e.g. scenarios, prototypes, hallway testing; usability audit 

AC1.3: Evaluate a range of modelling tools 

  Modelling tools: conceptual models, e.g. business reference model, 

workflow reference model, object transformation process model; 

purposes, e.g. function definition, application interfaces, client 

interfaces, operation, control 

AC1.4: Analyse the factors to be taken into account when evaluating the 

effectiveness of business processes 

  Effectiveness of business processes: 

o Factors: e.g. internal to the business, external to the business 

o Effectiveness: e.g. key performance indicators; support of business 

objectives; integration with other internal processes; integration 

with external processes; efficiency; ease of operation 
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Information for tutors 
 

Suggested resources 

Books 

Cameron E and Green M – Making Sense of Change Management: A Complete 

Guide to the Models Tools and Techniques of Organizational Change (Kogan Page, 

2012) ISBN 978074946435 

Davenport T – Process Innovation: Reengineering Work through Information 

Technology (Harvard Business School Press, 1992) ISBN 9780875843667 

Hindle T – The Economist Guide to Management Ideas and Gurus (Economist 

Books, 2012) ISBN 9781846686078 

Websites 

www.managementhelp.org – Free management library: provides a range of 

materials on organisational change subjects 

www.managers.org.uk – Chartered Management Institute: professional body with a 

range of resources on change management topics 

Other 

The Bottom Line Podcasts and Downloads chaired by Evan Davies and Stephanie 

Flanders. The podcasts bring together practitioners to discuss current business 

matters. Many podcasts touch on topics relevant to the unit, for example the 

podcast on materials considers aspects of process change in response to cost 

changes. They are available at: www.bbc.co.uk/podcasts/series/bottomline/all 

The Economist (The Economist Newspaper Ltd) – has a business section and 

produces specialist reports such as Building Process Excellence, Lessons from the 

Leaders 

Management Today (Haymarket Media Group Ltd) – has articles on management 

topics, including change management 

Assessment 

To pass this unit the evidence that the learner presents for assessment must 

demonstrate that they have met the required standard specified in the learning 

outcomes and assessment criteria and the requirements of the Assessment 

Strategy. 

To ensure that the assessment tasks and activities enable learners to produce valid, 

sufficient, authentic and appropriate evidence that meet the assessment criteria, 

centres should apply the Unit assessment guidance provided and the requirements 

of the Assessment Strategy given below.  

Wherever possible, centres should adopt a holistic approach to assessing the units 

in the qualification. This gives the assessment process greater rigour and minimises 

repetition, time and the burden of assessment on all parties involved in the 

process. 
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Unit assessment requirements 

This unit must be assessed in the workplace in accordance with the Skills CFA 

Assessment Strategy for Business Administration, Customer Service and 

Management and Leadership in Annexe A. Simulation is not allowed, all evidence of 

occupational competence should be generated through performance under 

workplace conditions; this includes evidence of achievement for knowledge-based 

learning outcomes and associated assessment criteria. 

Unit assessment guidance 

This guidance supports assessors in making decisions about how best to assess 

each unit and the evidence needed to meet the requirements. Centres can adapt 

the guidance as appropriate for learners and the particular assessment context. 

Assessment in the unit should be holistic and be practically focused. Assessment is 

based on performance at work in an area that requires the learner to be involved in 

designing and developing business processes. 

Sources of evidence for demonstrating achievement of learning outcome 1 could 

include work products, such as designs for business processes, and keeping a log, a 

reflective journal or witness statements. Explanatory narratives could identify the 

learner’s specific contributions. These sources of evidence should show clearly how 

and why the learner considered the need for business change and the ways in 

which business processes are re-designed, together with their impact on the 

workplace. In learning outcomes 2 and 3, the log or reflective journal should ensure 

that the learner reflects on the approach adopted for the practical aspect of this 

unit and any lessons learned from putting theory into practice. 

For learning outcome 2, evidence of achievement could be using work products, 

such as discussion records, diagrams, project plans, feasibility studies and the 

designs and documentation for a process. A witness statement for AC2.2 could 

evidence the full range of the learner’s ideas and their reasoning, with a 

professional discussion to evidence AC2.6 of how the learner managed conflict and 

the methods used for reconciliation. A learner could demonstrate achievement of 

AC2.7 in a log or reflective journal of how organisational policies and procedures, 

legal and ethical requirements were adhered to when developing business 

processes. 

For learning outcome 3, work products such as monitoring data, results of data 

analyses results, cost-benefit calculations and reports recommending rejection, 

adoption or enhancements to a process, could be used to evidence achievement of 

all the assessment criteria. A log or reflective journal could also evidence the 

learner’s justification of techniques used for AC3.1 and AC3.2 and of their data 

analysis and cost- benefits selection. A professional discussion could evidence the 

achievement of AC3.3, allowing the learner’s justifications for action taken. 

Evidence of Recognition of Prior Learning (RPL) can be used in the unit to confirm 

competence. Wherever possible, the learning outcomes in this unit should be 

assessed holistically across the qualification. 


