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Instructions to candidates

Read the instructions carefully and complete all tasks in this booklet. 

Make sure that your writing is clear and legible.

When your evidence booklet is complete, sign and date the following declaration.
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Introduction for tutors

The purpose of this evidence booklet is to provide a simple and manageable solution for gathering evidence for Unit 6 of these qualifications.

ASSESSMENT AND QUALITY ASSURANCE

Tutors may change any task or part of a task to make the context more appropriate for their learners. However, alternative tasks must meet the assessment criteria. 

All evidence must be marked before submission. This should be indicated through a tick and/or feedback comment on each answer. Centre assessors must use the OCR assessment guidance for the unit when assessing the work. Tutors should check that there are no gaps in the evidence. Incomplete evidence must not be submitted. The relevant Assessment Criterion (AC) is listed against the title of each Task.
Witness statements must be fully completed by the witness (ie tutor, assessor, supervising person). Candidates must not complete any part of the witness statements. 

Scribed work must be annotated with the scribe’s initials. If candidates require a scribe, further guidance can be found in the JCQ document: Access Arrangements, Reasonable Adjustments and Special Consideration 2012-2013.  The application form for reasonable adjustments is available to download from the JCQ website: http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/forms/form-vq-ia
Centres should have an internal standardisation process in place to ensure consistency of assessment across assessors. For further guidance refer to the centre handbook section 3 which is available to download from the OCR website: www.ocr.org.uk
SUBMITTING EVIDENCE
Answers should be individual to the candidate and his/her own work. Staple together the tasks in numerical order. Do not submit evidence booklets in folders or plastic pockets. Do not submit group coursework, handouts or downloads. 

All evidence submitted must be legible. If evidence is scanned for electronic submission, please ensure that the scanned copy is clearly legible and that pages are in the correct sequence and orientation. Declarations on the front sheet must be signed and dated; a ‘typed’ signature is not acceptable.
A Candidate Submission Sheet must be completed in line with OCR Administration Guide. The sheets are available to download from the qualification pages on the OCR website: www.ocr.org.uk 
Please note that OCR is unable to return candidate work to centres, so centres may wish to take a copy before submitting evidence.

FEEDBACK TO CENTRES

Examiner-moderators will complete an electronic Centre Feedback Report Form (e-NQF6) for each batch submitted. Reports are accessed through OCR Interchange.

KEEPING UP-TO-DATE

Occasionally OCR may up-date these booklets and assessment guidance. Please refer to the relevant qualification page on our website: www.ocr.org.uk for the most up-to-date version. 
The Qualification Numbers (QN) for these qualifications are:

OCR Award in Employability Skills Entry Level 3 – 601/0668/2
OCR Award in Employability Skills Level 1 – 601/0670/0
OCR Award in Employability Skills Level 2 – 601/0672/4
OCR Certificate in Employability Skills Entry Level 3 – 601/0669/4
OCR Certificate in Employability Skills Level 1 – 601/0671/2
OCR Certificate in Employability Skills Level 2 – 601/0673/6
The Unit Reference Number for this unit is: 

Unit 6: Understanding health and safety in the workplace  L/505/4050
ALL OF THIS MATERIAL MAY BE PHOTOCOPIED.  Any photocopying will be done under the terms of the Copyright Designs and Patents Act 1988 solely for the purposes of assessment.
Task 1a (AC1.1)
Use the phrases in the boxes to complete the sentences below which relate to health and safety in the workplace. Use the words in each box once only.



1      My safety in the workplace is the responsibility of  

2      If I had an accident at work I should 

3    My company health and safety policy explains 


4     Personal Protection Equipment (PPE) will 

Task 1b (AC 1.2)
The Health and Safety at Work Act states the responsibilities of employers and employees for safety in the workplace. 

In the table below give two responsibilities of an employer.
	Employer responsibility 1 

	

	Employer responsibility 2 

	


In the table below give two responsibilities of an employee.

	Employee responsibility 1 

	

	Employee responsibility 2 

	


Task 1c (AC 1.3)
Listed below are four different workplaces with examples of relevant health and safety regulations. 

For each workplace identify one activity affected by each regulation.  Outline how the activity is affected. 
Workplace 1 - AN OFFICE
	Regulation
	A workplace activity the regulation affects is
	How the regulation affects the activity

	The Health and Safety (Display Screen Equipment) Regulations
	
	

	Manual Handling Operations Regulations
	
	


Workplace 2 – A SUPERMARKET
	Regulation
	A workplace activity the regulation affects is
	How the regulation affects the activity

	Control of Substances Hazardous to Health Regulations
	
	

	Food Hygiene and Safety Regulations
	
	


Workplace 3 – A BUILDING SITE 
	Regulation
	A workplace activity the regulation affects is
	How the regulation affects the activity

	Control of Substances Hazardous to Health Regulations
	
	

	Manual Handling Operations Regulations
	
	


Workplace 4 – A HOSPITAL 
	Regulation
	A workplace activity the regulation affects is
	How the regulation affects the activity

	The Health and Safety (Display Screen Equipment) Regulations
	
	

	Food Hygiene and Safety Regulations
	
	


Task 1d (AC 1.4)
Identify four different consequences of failing to follow health and safety legislation and regulation.

Two consequences for an employer 
Consequence 1 

…………………………………………………………………………………………………..
Consequence 2

…………………………………………………………………………………………………..

Two consequences for an employee 
Consequence 1 

………………………………………………………………………………….……………..

Consequence 2

…………………………………………………………………………………………………..

Task 2a (AC 2.1)
Complete the table below for each type of United Kingdom (UK) safety sign used in the workplace.  Give two examples of each type of UK safety sign.
	Type of UK safety sign
	Colour
	Shape
	Two examples of each UK safety sign. (You may use a picture or words). 

	Prohibition
	
	
	
	

	Mandatory
	
	
	
	

	Warning
	
	
	
	

	Safe conditions or access
	
	
	
	


Task 2b (AC 2.2)
Given below are workplace situations when you must use safe lifting and handling methods. 
For each situation list three steps you should take to safely move the load. List the steps in the correct order.
Workplace situation 1 

In an office the receptionist asks you to move three boxes of paper which are blocking the reception area.
Step 1 …………………………………………………………………………………………

Step 2 ………………………………………………………………………………………….

Step 3…………………………………………………………………………………………..

Workplace situation 2 

In a furniture shop you and a colleague are told to move a large table to a new location on the sales floor.
Step 1 …………………………………………………………………………………………

Step 2 ………………………………………………………………………………………….

Step 3…………………………………………………………………………………………..

Workplace situation 3 

In a warehouse you are told to move a pallet of stock to the despatch area.

Step 1 …………………………………………………………………………………………

Step 2 ………………………………………………………………………………………….

Step 3…………………………………………………………………………………………..

Task 2c (AC 2.3)
The fire alarm has just sounded and you need to evacuate your place of work. 
The following are actions to take in the event of a fire. Place the actions in the correct order (1 being the first and 4 being the last).
	Actions 
	The correct order is

	Go to the nearest safe exit 
	

	Re-enter the building only when told it is safe to do so 
	

	Stop what you are doing
	

	Meet at the assembly point for a roll call
	


A colleague has had an accident and is lying injured on the floor. 
The following are actions to take in the event of an accident. Place the actions in the correct order (1 being the first and 4 being the last).
	Actions 
	The correct order is

	Leave your injured colleague where they are
	

	See if there is any danger to you 
	

	Record the accident
	

	Call a first aider 
	


Task 3a (AC 3.1)
What is meant by each of the following terms?


Task 3b (AC 3.2, 3.3)
In the table below are four different workplace activities. 
For each activity identify one potential health and safety hazard; a total of four different hazards. Describe the action you could take to minimise each hazard. 

	Activity
	The potential hazard
	The action to minimise the hazard 

	1  A warehouse assistant is putting a delivery of goods on to high shelving
	
	

	2  A bar person is collecting glasses and bottles from tables
	
	

	3  A cleaner in a supermarket is using the buffing machine while the store is open
	
	

	4  A chef in a kitchen is chopping vegetables 
	
	


Task 4  (AC 4.1, 4.2)
In the future you may need support and information on health and safety.

Identify one source of support and information in the workplace. 
……………………………………….……………………………………………………….

Outline how this source could help you. 
…………………………………………………………………………………………………
……………………………………………………………………………..………..…………

Identify one source of support and information outside the workplace. 
……………………………………….…………………………………………….………….

Outline how this source could help you. 
…………………………………………………………………………………………………

……………………………………………………………………………………..………….
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go straight to the doctor’s





workplace procedures





my boss and me





protect me from injury





report it to my supervisor





the Health and Safety Executive





























A health and safety hazard 








A health and safety risk 
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