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	A fully completed Evidence Checklist is compulsory for each unit submission.  It is essential that the location of the evidence should include the document/presentation/observation and the page(s) which cover the evidence.  This facilitates the moderation process and ensures that the feedback provided is helpful to the assessor.
The specific OCR Model Assignment task that covers each criterion is listed below. This checklist should be completed even if the model assignment is not used.

A Glossary of the terms used in this document is available at the end of the document.




	AC
	Covered by

Model Assignment Task
	Evidence Requirements
	Type of Evidence eg document, observation, case history
	Evidence Location
(eg document/page(s))
	Assessor

	1.1
	Task 1
	Explain how facilities management supports an organisation.
	
	
	

	1.2
	
	Explain how facilities management relates to operational functions within an organisation including; operations and operations management, working practices, resource utilisation and performance management.
Explain how facilities management relates to sustainability, green business and environmental impact.

Investigate examples of how facilities management supports own and external organisations.

Evaluate your evidence and justify your conclusions on how facilities management supports an organisation.
	
	
	

	1.3
	
	Explain the role of facilities managers within organisations.
Investigate the responsibilities of facilities managers in organisations at strategic and operational level.
Analyse how the roles and responsibilities are understood and used and justify your decisions using the evidence from your investigation.
	
	
	

	1.4 
	
	Investigate how effective facilities management can help to improve organisational performance, using evidence from own organisation or organisations with which you are familiar.

Identify where facilities management decisions have resulted in organisational performance.

Analyse your findings, justifying your findings with evidence from your investigations.
	
	
	

	2.1
	
	Identify what is meant by accommodation management.
Outline the purpose of accommodation management within an organisation.

Investigate how outsourcing of accommodation requirements may aid or hinder an organisation.

Investigate the implications of the Health and Safety at Work Act (1974) on accommodation management.

Discuss the link between business needs and space planning drawing on the evidence of your investigation to justify your findings.
	
	
	

	2.2
	Task 2
	Define what is meant by “ergonomics”.
Explain how ergonomics influences the design of equipment, furniture and working areas within an organisation.

Explain how ergonomics affects the well-being and productivity of the work force.
	
	
	

	2.3
	Task 1
	Explain why the following space management factors should be considered when planning and managing changes to accommodation:
· policies
· plans

· time and motion studies

· workflow

· communications system and networks.
	
	
	

	3.1
	Task 2


	Outline the health and safety and environmental legislation and energy management issues which affect an organisation.
Explain why they are relevant to the organisation.
	
	
	

	3.2
	
	Investigate the environmental impact of an organisation’s approach to:
· energy sources

· renewable versus non-renewable energy

· carbon footprint

· legal considerations.

Investigate how the business’s aims, objectives, organisational approach to CSR, working practices, location and facilities can influence its environmental impact.

Explain, using the evidence of your investigations, the environmental impact of an organisation.
	
	
	

	3.3
	
	Carry out an environmental impact audit on an organisation.
Identify how the organisation might be able to minimise its impact on the environment.
	
	
	

	3.4
	
	Explain what is meant by waste management.
Identify a range of environmental and security issues that an organisation should address in its waste management procedures.
	
	
	

	3.5
	
	Define what is meant by the term, “risk assessment”.
Explain the difference between “risk” and “hazard”.

Explain the purpose of risk assessment and the five steps to risk assessment.

Explain how to carry out a risk assessment, which may be via a commentary on a risk assessment that you have carried out in the workplace.
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Glossary
Analyse
Break an topic or issue down into parts and look at part in depth by considering questions such as “Why did x happen?”, “How did x affect the outcome?”. Use evidence which supports and counters the argument and how they interrelate. 

Assess

Consider how relevant, useful and effective something is in a given scenario. Both the positive qualities and the drawbacks are considered and a final justification for the decision or decisions must be provided. 

Compare/contrast 
Identify similarities and differences between two or more things or points of view.  Identify those similarities or differences which are more important than others for the circumstances you are analysing. 
Describe

Give an account, including all the relevant characteristics, qualities, or events.

Discuss

This is a written version of a debate. The case for and against a point of view or event including the advantages and disadvantages must be put using well-structured arguments. It must end with a conclusion.
Explain

To give account of the purposes or reasons for something.

Explore

Use a questioning approach, considering different points of view of an incident or issue, in order to come to a final view point.
Identify
This includes recognising, listing or naming of characteristics or key points to be considered; at level 4 this should also include the reasons for their inclusion in the list, etc.
Evaluate
An evaluation requires a verdict at the end of the research on whether the author agrees with the evidence and the justification for the decision.  Therefore this incorporates a detailed investigation/exploration of different facets of the task. At level 4, this is unlikely to be less than a page of argument.
Outline
A short description of the main characteristics/points of an issue or subject. This should include interrelationships, without going into the minute detail of each one.
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