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	Assessment Method
	Evidence Ref.
Page number, Method
	Assessor Decision
Sign and Date

	You must be able to: 

	1 Know the organisational requirements before starting work

	1.1 State the procedures for entering and leaving the workplace
	
	
	

	1.2 State the importance of following procedures for entering and leaving the workplace
	
	
	

	1.3 State the standards of behaviour expected in the workplace
	
	
	

	1.4 State the importance of giving a positive impression to others
	
	
	

	1.5 State where to obtain the work schedule and instructions
	
	
	

	2 Know how to work as part of a team

	2.1 List different ways of communicating with others in the team
	
	
	

	2.2 State why it is important to check that they have been understood
	
	
	

	2.3 List tasks that may be shared in the team
	
	
	

	2.4 State the limits of own responsibility in demonstrating tasks to others
	
	
	

	2.5 List the types of assistance that may be offered to colleagues
	
	
	

	2.6 State how to ask for help in carrying out work
	
	
	






	

	Assessment Method
	Evidence Ref.
Page number, Method
	Assessor Decision
Sign and Date

	You must be able to: 

	3 Know how to resolve difficult situations and who to report them to

	3.1 Describe ways to handle disagreements so that it does not affect the work of the team
	
	
	

	3.2 State the importance of resolving disagreements as soon as possible
	
	
	

	3.3 State when and to whom disagreements should be reported
	
	
	

	3.4 Describe risks and problems that may be encountered and how they can be dealt with
	
	
	

	3.5 State the organisational requirements for recording damage, breakages and disruption
	
	
	

	3.6 State the importance of reporting any damage, breakages and disruption caused
	
	
	

	4 Be able to work as part of a team

	4.1 Follow the correct procedure for entering and leaving the workplace
	
	
	

	4.2 Use the work schedule to complete the work as a team
	
	
	

	4.3 Agree with colleagues how to share work so that the team works effectively
	
	
	

	4.4 Welcome new colleagues to the team 
	
	
	

	4.5 Show others how to do any tasks they may not have done before, within the limits of own responsibility
	
	
	





	

	Assessment Method
	Evidence Ref.
Page number, Method
	Assessor Decision
Sign and Date

	You must be able to: 

	4.6 Answer work related questions from other members of the team
	
	
	

	4.7 Communicate with customers and others in a professional manner to provide any information needed
	
	
	

	5 Be able to record and report any incidents or disagreements

	5.1 Report any problems which:
· They are unable to deal with alone
· Affect health and safety
· Affect the reputation of the workplace
	
	
	

	5.2 Record any breakages, damage and disruption in the workplace
	
	
	

	5.3 Report any work that is incomplete and agree arrangements for finishing the work
	
	
	





Learner declaration of authenticity:
I declare that the work presented for this unit is entirely my own work.


Learner signature:							Date:







Assessor sign off of completed unit:
I confirm that the learner has met the requirements for all assessment criteria demonstrating knowledge and skills for this unit. 


Assessor name:


Signature:								Date:
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