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This unit aims to equip learners with the ability to undertake routine tasks in the workplace while
following straightforward safety guidelines.

Learning Outcomes

Assessment Criteria

Example of ways assessment
criteria could be met

The Learner will:

1 Be able to carry out routine
tasks at work

The Learner can:

1.1 Follow simple instructions
to undertake routine tasks
at work

1.2 Inform an appropriate
person when each task
has been completed

The learner shows that they
can follow simple guidance
when completing routine tasks
at work on two or more
separate occasions. Examples
could include tasks such as:
laying tables, tidying up,
sorting items by colour, shape,
texture or size, setting up
eguipment or storing it away
safely after use; this list is not
exhaustive.

On each occasion the learner
reports when the task has
been done. For example the
learner: communicates when a
visitor has been greeted and
needs collecting; completes a
tick list to show the stores
operator that equipment has
been tidied away and returned
to its storage place; confirms to
a manager that a table has
been cleaned and laid ready
for diners.

2 Be able to work safely

2.1 Follow straightforward
safety procedures when
completing tasks at work

The learner observes simple
safety guidance while
completing their work tasks.
For example: they use the
protective gloves they are
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Example of ways assessment

Learning Outcomes Assessment Criteria o
criteria could be met

given to clean up a spillage;
they handle cutlery with care
when laying a table and do not
use any items that have been
dropped onto the floor; after
being shown how to lift objects
correctly, they test the weight
of items before lifting by
themselves and ask for help
when necessary; they ensure
sorted items are put into their
correct storage location and do
not block or hinder access
routes and fire exits.

Assessment

This unit may be assessed using any method, or combination of methods, which clearly
demonstrate that the learning outcomes and assessment criteria have been met.

This unit will be assessed at Entry Level 2 and the methods of assessment will be appropriate to
the learner’s welfare and assessment needs. To meet the assessment criteria the learner will
demonstrate that all of the criteria have been met.

The methods will be appropriate to the learner's work environment. The requirement to
undertake routine tasks on two or more separate occasions can incorporate repetition of tasks.
However there should be a clear time lapse between completing each task. For example, the
learner could complete each routine task at distinctly different times of the same day, for example
at the start of the working day and at the end of the working day, or over a number of days or over
a period of weeks. Learners who require regular rest periods or medication breaks may benefit
from short routine tasks or tasks being broken down into short units. Learners can make use of
adaptive equipment they would normally use to complete tasks in the workplace; for example a
hearing induction loop, adapted keyboard, mobility aid, voice operated aid etc. Assessment and
evidence must show that the learner completed routine workplace tasks safely on two or more
separate occasions.

Possible ways of demonstrating that the assessment criteria have been met are provided in the
third column of the unit, these are examples only, learners may demonstrate their ability to meet
the criteria in many other ways.

Evidence requirements

The evidence will show that the learner completed routine workplace tasks safely on two or more
separate occasions. Evidence presented will demonstrate that learners completed each routine
task safely on each of the separate assessment opportunities. Evidence will show when the
activity took place including the date and time of day, as well as indicating how safety procedures
were observed by the learner.

The Record of Assessment and Evidence for this unit must be completed in full and signed by
the assessor to confirm the evidence is authentic and meets the requirements of the learning
outcomes and assessment criteria. The completed Record of Assessment and Evidence,
together with any other appropriate form of evidence that has been generated for the unit, must
be submitted for moderation.
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