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Unit Title: Complete Kitchen Documentation

	URN: L/601/5372
	
	

	Credit Value: 3
	
	

	Level: 2
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	You must be able to: 



	1. Be able to complete kitchen documentation


	1.1 Ensure sufficient relevant documents are available and when necessary, obtain extra copies

	
	
	

	1.2 Complete relevant documents accurately and legibly to meet organisational requirements

	
	
	

	1.3 Ensure relevant documents arrive with proper person within time required

	
	
	

	1.4 Copy and file relevant documents in line with organisational requirements

	
	
	

	1.5 Respond to queries about completion of relevant documents, within the boundaries of authority

	
	
	

	2. Understand how to complete kitchen documentation


	2.1 Sate organisational documents that need to be completed

	
	
	

	2.2 State why it is important to complete documentation

	
	
	

	2.3 Describe how to complete particular documents

	
	
	

	2.4 State where to obtain appropriate documents from

	
	
	

	2.5 State when and where documentation is copied and kept
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	2.6 State who should be contacted when problems occur and explain why

	
	
	

	2.7 Describe why kitchen documentation needs to remain confidential

	
	
	

	2.8 Describe what information required by law within the kitchen is required to be noted and kept

	
	
	

	2.9 State why it is important that information is accurate

	
	
	

	2.10 State why it is important that documents are not fraudulently completed

	
	
	




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:











