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Learner Unit Achievement Checklist

ABC Entry Level Diploma in Motor Vehicle Studies (Entry 3)
60061054
Entry Level Diploma in Motor Vehicle Studies (Entry 3)
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
J/506/0641 Health and safety awareness - Mandatory Unit
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 State who they should tell in the event of an accident
1.2 Give an example of an emergency and state one thing they should do if one happens
1.3 Identify simple safety signs, for example, fire exit, first aid

	
	
	
	

	2.1 Wear safety clothing and equipment as advised
2.2 Follow specific instructions concerning health and safety practice in relation to a given task

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
A/504/1388 Remove and replace motor vehicle road wheels   - Mandatory Unit
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Demonstrate safe working practices when removing and replacing motor vehicle road wheels
1.2 Use correct PPE required to carry out given tasks
1.3 Dispose of waste products in line with environmental guidance
1.4 Clean and store tools, equipment and PPE safely

	
	
	
	

	2.1 State reasons for removing wheels from a motor vehicle
2.2 State why wheels need to be checked for condition

	
	
	
	

	3.1 Select the correct tools and equipment, checking for fitness for purpose
3.2 Safely use a jack
3.3 Remove, check and refit wheel
3.4 Ensure all wheel nuts are replaced securely

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
F/504/1389 Clean a vehicle interior and exterior - Mandatory Unit
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Demonstrate safe working practices when cleaning a vehicle
1.2 Use correct PPE required to carry out given tasks
1.3 Clean and store tools, equipment and PPE safely

	
	
	
	

	2.1 Rinse off any dirt and grit from the vehicle
2.2 Wash the exterior of a vehicle
2.3 Dry the exterior of a vehicle

	
	
	
	

	3.1 Remove any rubbish from the interior of the car
3.2 Remove internal floor mats
3.3 Clean internal floor mats
3.4 Clean a vehicle interior foot wells, seats, dash board and windows
3.5 Replace internal floor mats in the correct position

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
M/504/1386 Check and maintain vehicle fluid levels - Mandatory Unit
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Demonstrate safe working practices when checking vehicle fluid levels
1.2 Use correct PPE required to carry out given tasks
1.3 Dispose of waste products in line with environmental guidance
1.4 Clean and store tools, equipment and PPE safely

	
	
	
	

	2.1 Recognise fluid reservoirs and associated fluids
2.2 Check and maintain fluid levels using the correct type and grade of fluid
2.3 Ensure reservoir caps are replaced securely

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
T/504/1387 Check and maintain motor vehicle external lights - Mandatory Unit
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Demonstrate safe working practices when checking motor vehicle lights
1.2 Use correct PPE required to carry out given tasks
1.3 Clean and store tools, equipment and PPE safely

	
	
	
	

	2.1 Identify external lights on a vehicle
2.2 State reasons for checking that all external lights are in working order

	
	
	
	

	3.1 Check external vehicle lights for correct functioning
3.2 Maintain external vehicle lights safely

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
T/504/1390 Remove and replace spark plugs - Mandatory Unit
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Demonstrate safe working practices when removing and replacing spark plugs
1.2 Use correct PPE required to carry out given tasks
1.3 Dispose of waste products in line with environmental guidance
1.4 Clean and store tools, equipment and PPE safely

	
	
	
	

	2.1 Locate the spark plugs
2.2 Remove and replace the spark plugs in the correct sequence
2.3 Ensure all spark plugs are replaced securely

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
J/502/4657 Motor vehicle workshop tools and equipment - Mandatory Unit
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Identify common hand tools found in a motor vehicle workshop
1.2 Identify common equipment found in a motor vehicle workshop

	
	
	
	

	2.1 Demonstrate the safe use of common hand tools found in a motor vehicle workshop
2.2 Demonstrate the safe use of common equipment found in a motor vehicle workshop

	
	
	
	

	3.1 Name the types of measuring equipment commonly used in a motor vehicle workshop

	
	
	
	

	4.1 Identify the types of locking device commonly found on a motor vehicle
4.2 Demonstrate the correct use of tools when using locking devices commonly found on a motor vehicle

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
J/502/4674 Motorcycle construction - Mandatory Unit
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Identify a range of motorcycle types

	
	
	
	

	2.1 State the names of the main parts found on naked motor cycles
2.2 State the names of the main panels found on faired motor cycles

	
	
	
	

	3.1 Identify the position of the various controls found on a range of motorcycles

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
L/502/4658 Principles of engine components and operations - Mandatory Unit
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Use appropriate Personal Protective Equipment and methods when working on engines

	
	
	
	

	2.1 State the four stroke cycle
2.2 Identify the main engine components
2.3 State using simple terms their purpose within the engine

	
	
	
	

	3.1 Demonstrate how to remove and refit a range of simple engine components from a (non-running) stand engine
3.2 Demonstrate the correct use of tools and equipment

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
L/502/4675 Routine motorcycle checks - Mandatory Unit
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Identify the motorcycle systems and components that require routine checks
1.2 Identify the basic maintenance requirements for motorcycle systems

	
	
	
	

	2.1 Identify the information required for motorcycle maintenance
2.2 Identify the tools and equipment required for motorcycle maintenance

	
	
	
	

	3.1 Use safe working practices and correct methods of working
3.2 Use the appropriate personal protective equipment required for motorcycle checks
3.3 Demonstrate the correct sequence and procedure when carrying out motorcycle checks
	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
M/502/4667 Routine braking systems checks - Mandatory Unit
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Use appropriate Personal Protective Equipment and methods when working on braking systems

	
	
	
	

	2.1 State the function of a vehicle braking system
2.2 State in simple terms how the drivers effort is converted into braking forces
2.3 Identify the main components of a vehicle braking system

	
	
	
	

	3.1 Remove and refit a set of disc pads
3.2 Check operation of brake lights
3.3 Check and top-up brake fluid reservoir

	
	
	
	


	4.1 State how to dispose of brake friction materials
4.2 State how to dispose of brake fluid

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
M/502/4670 Routine vehicle checks - Mandatory Unit
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Identify the vehicle systems and components that require routine checks
1.2 Identify the basic maintenance requirements for vehicle systems

	
	
	
	

	2.1 Identify the information required for vehicle maintenance
2.2 Identify the tools and equipment required for vehicle maintenance

	
	
	
	

	3.1 Use safe working practices and correct methods of working
3.2 Use the appropriate personal protection equipment (PPE) required for vehicle checks
3.3 Demonstrate the correct sequence and procedure when carrying out vehicle checks

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
M/506/0861 Checking and maintaining car tyre pressure and tread - Mandatory Unit
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Select and safely use tyre pressure gauge, air line and inflator, tread gauge and tyre pressure chart for tasks

	
	
	
	

	2.1 Check all tyres for uneven wear and damage and record findings on a checklist
2.2 Identify legal tyre tread depth
2.3 Check tread depths of all tyres using a tread gauge and record on a checklist
2.4  Identify front and rear tyre pressures of a specified car from tyre pressure chart
2.5 Check all tyre pressures and increase or decrease to correct value using an air line pressure gauge and inflator
2.6 Remove dust caps, store and replace correctly when checking tyre pressure
	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
D/501/7021 Introduction to customer care  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Give an example of a positive customer experience
1.2 Give an example of a negative customer experience

	
	
	
	

	2.1 Indicate how positive and negative customer experience could affect a business

	
	
	
	

	3.1 Identify and demonstrate behaviours that would contribute to a positive customer experience when
· greeting a customer
· answering customer questions
· relaying customer information or requests to the correct workplace person
3.2 Identify and demonstrate behaviours that would contribute to a negative customer experience when
· greeting a customer
· answering customer questions
· relaying customer information or requests to the correct workplace person

	
	
	
	

	4.1 Identify and demonstrate customer safety procedures

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
M/501/7024 Introduction to vehicle exhaust systems  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Use safe working practices when working with vehicle exhaust systems

	
	
	
	

	2.1 Identify and locate the main components of a vehicle exhaust system to include
· manifold
· catalytic converter
· oxygen sensor
· front pipe
· silencer

	
	
	
	

	3.1 Give examples of common exhaust faults
3.2 Perform visual inspection of exhaust system for serviceability with particular attention to leakage, corrosion, damage and security
3.3 Identify key findings of inspection

	
	
	
	

	4.1 Remove an exhaust component
4.2 Identify the correct replacement component for a specified vehicle
4.3 Fit an exhaust component in accordance with manufacturers guidance
4.4 Perform inspection to ensure correct alignment, security and sealing

	
	
	
	

	5.1 Demonstrate appropriate ways to dispose of waste products in accordance with environmental guidance

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
A/501/7026 Introduction to vehicle ignition systems  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Use safe working practices when working with vehicle ignition systems
1.2 Identify and avoid specific risks associated with high tension systems

	
	
	
	

	2.1 Identify and locate the main components of a vehicle ignition system to include
· ignition coils
· spark plug leads
· spark plugs
2.2 Identify the primary purpose of each

	
	
	
	

	3.1 Remove and replace an ignition coil
3.2 Remove, inspect and measure the resistance of an HT lead using correct equipment
3.3 Replace the HT lead in the correct position
3.4 Remove and examine spark plugs to identify signs of wear
3.5 Replace spark plugs in accordance with manufacturers’ guidance
3.6 Start engine to check correct engine operation and throttle response

	
	
	
	

	4.1 Demonstrate appropriate ways to dispose of waste products in accordance with environmental guidance

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
F/501/6931 Managing personal finance  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 List sources of income
1.2 List the ways in which money can be received
1.3 Give examples of a range of expenditure
1.4 List the ways in which payment can be made

	
	
	
	

	2.1 Use a method of recording income and expenditure
2.2 Identify the problems which may occur if expenditure is greater than income

	
	
	
	

	3.1 List ways of reducing expenditure

	
	
	
	

	4.1 List products provided by banks and building societies
4.2 State one benefit of current accounts

	
	
	
	

	5.1 List the advantages of borrowing
5.2 List the disadvantages of borrowing

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
F/500/5010 Communicating with others at work  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Identify the information he/she needs for a particular purpose
1.2 Obtain information from others using more than one method
1.3 Communicate clearly in ways that suit his/her purpose and audience
1.4 Respond appropriately to others with relevant comments and information
1.5 Ask questions to clarify points if needed

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
H/500/5887 Communicating with others at work  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Identify different sources of information
1.2 Obtain information from others using an appropriate method
1.3 Describe different ways of communicating with others in the workplace
1.4 Communicate with others clearly using words that suit the situation
1.5 Respond appropriately to straightforward questions

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
H/500/5789 Applying for a job  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Research possible jobs that he/she can apply for
1.2 Identify a job that he/she would like to apply for
1.3 Plan steps towards making a successful job application
1.4 Follow his/her plan and complete job application
1.5 Present information about him/herself at an interview
1.6 Use feedback to review his/her performance

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
M/500/5892 Applying for a job  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Identify a job that he/she would like to apply for
1.2 Identify skills and qualities that would make him/her suitable for that job
1.3 Organise information about himself/herself in different ways
1.4 Present information about himself/herself at an interview

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
L/500/5009 Maintaining work standards  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Identify requirements for attendance and punctuality, and procedures to follow in cases of lateness or absence
1.2 Describe why punctuality is important
1.3 Plan journey to work in order to ensure he/she is able to start work on time
1.4 Meet timekeeping and attendance requirements
1.5 Follow procedures if there are any difficulties in timekeeping and attendance

	
	
	
	

	2.1 Identify what the organisation expects of him/her in terms of quality and deadlines
2.2 Plan how to meet deadlines
2.3 Ask for any help needed to achieve the quality of work required and to meet deadlines
2.4 Work to the required standard and meet deadlines
2.5 Explain the importance of Health and Safety
2.6 Complete his/her activities safely
2.7 Meet the organisation’s standard for image and explain why it’s important

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
M/500/5889 Maintaining work standards  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Identify requirements for attendance and punctuality
1.2 Identify procedures to follow in cases of absence or lateness
1.3 Meet attendance requirements
1.4 Meet timekeeping requirements
1.5 Follow procedures if there are any difficulties in timekeeping and attendance

	
	
	
	

	2.1 Identify what the organisation expects of him/her in terms of quality and deadlines
2.2 Complete specified activities to deadlines
2.3 Achieve the quality of work required
2.4 Explain the importance of Health and Safety and how to complete his/her activities safely
2.5 Complete his/her activities
2.6 Describe the organisation’s standard for image
2.7 Meet the organisation’s standard for image

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
A/601/4637 Career exploration  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 State how to work towards a career goal through school or college routes
1.2 State how to work towards a career goal through learning in the workplace
1.3 State the career options available to themselves

	
	
	
	

	2.1 Agree a realistic career goal to explore
2.2 State why this goal is of interest

	
	
	
	

	3.1 Give an example of a skill
3.2 Give an example of a quality
3.3 State the skills needed for a chosen career
3.4 State what qualities would help achieve success in the career
3.5 Match own skills and qualities to those needed in the career

	
	
	
	

	4.1 Identify the information it would be helpful to get from the interview
4.2 Identify different ways to work towards a particular career
4.3 Agree next steps
4.4 State how information from the interview helped with deciding on next steps

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
L/601/4688 Career exploration  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Identify a career goal of interest and give reasons for the choice
1.2 Identify different routes to achieve the career goal
1.3 State what are the advantages and disadvantages of different routes

	
	
	
	

	2.1 Identify the vocational skills appropriate to a chosen career
2.2 Identify the interpersonal skills appropriate to the career
2.3 Identify qualities needed to be successful in the career
2.4 Compare own current skills and qualities with those identified

	
	
	
	


	3.1 Agree arrangements for a career interview
3.2 Agree the purpose of the interview
3.3 State what information it would be helpful to get from the interview
3.4 Identify documents that it may be  helpful to take to the interview

	
	
	
	

	4.1 Identify key information gained from the interview and any information still needed
4.2 Identify next steps
4.3 State how information from the interview helped to decide on next steps

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
F/601/4705 Overcoming barriers to work  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Identify external factors that may impact on the range of work opportunities available
1.2 Identify personal qualities that may affect an individual's ability to access and stay in work

	
	
	
	

	2.1 Identify potential barriers to accessing work opportunities
2.2 Identify sources of information and support to help overcome barriers
2.3 Identify potential barriers relevant to own situation

	
	
	
	

	3.1 Identify items of expenditure associated with being an employee
3.2 Identify the range of benefits available to support people in work
3.3 State eligibility for benefits for a range of circumstances

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
J/601/4639 Overcoming barriers to work  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Give reasons why jobs might not be available
1.2 State why particular individuals may find it difficult to get and keep jobs

	
	
	
	

	2.1 State how education and training can help people get jobs
2.2 State what sorts of personal qualities will help someone get a job

	
	
	
	

	3.1 Identify barriers relevant to own situation
3.2 Identify barriers relevant to others' situations
3.3 Identify sources of support to help overcome barriers identified

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
D/501/4409 Introduction to customer care  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 State what goods/services customers want from own  organisation
1.2 State how the organisation tries to meet customer requirements

	
	
	
	

	2.1 Describe good customer service
2.2 State why good customer service is important
2.3 Describe how to contribute to good customer service
2.4 Provide good customer service

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
D/502/0453 Working towards goals  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 State their strengths and what they need to improve
1.2 Identify an appropriate short-term goal to work towards
1.3 Agree the goal with an appropriate person

	
	
	
	

	2.1 Identify what needs to be done to work towards the goal
2.2 Identify sources of support to help achieve their goal
2.3 Say what the deadlines are for achieving the goal

	
	
	
	

	3.1 Carry out activities to achieve the goal
3.2 Review their progress towards achieving the goal
3.3 Identify whether the goal has been achieved

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
J/502/0463 Working towards goals  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Describe own strengths and what they need to improve
1.2 Identify at least one goal which is important for their development
1.3 Explain why achieving this goal is important
1.4 Agree the goal with an appropriate person

	
	
	
	

	2.1 Identify the activities needed to work towards the goal
2.2 Identify timescales and deadlines for the achievement of the goal
2.3 Identify the resources needed to support them in achieving the goal

	
	
	
	


	3.1 Follow the activities outlined in the action plan
3.2 Regularly review the activities and outcomes with an appropriate person
3.3 Identify what has been achieved and what still needs to be done
3.4 Amend the action plan to reflect their progress

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
K/502/0469 Developing self  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Describe personal strengths or abilities
1.2 Select an area for self development
1.3 Explain why this area is important for their self development

	
	
	
	

	2.1 Prepare a plan for their identified area of self development
2.2 List activities, targets and timelines for their self development
2.3 Plan how to review progress towards achieving their targets
2.4 Work through the agreed plan

	
	
	
	

	3.1 Review their self development plan
3.2 Suggest improvements and amendments to the plan
3.3 Explain how they will continue with their self development in the future

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
M/502/0456 Developing self  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Describe a personal strength or ability
1.2 Identify an area for self development
1.3 Describe a personal skill or behaviour they need to develop

	
	
	
	

	2.1 Describe how they will develop their personal skill or behaviour
2.2 Suggest  a suitable target to work towards and agree it with an appropriate person
2.3 Identify the support and resources needed to help them work towards the agreed target
2.4 Work through activities to develop the agreed skill or behaviour

	
	
	
	


	3.1 Review the progress they have made
3.2 Review what went well and what did not go so well
3.3 Make choices about how they will continue to develop their personal skills

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
R/502/0658 Environmental awareness  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Give examples of human behaviours which harm the environment
1.2 Give examples of human behaviours which help the environment

	
	
	
	

	2.1 Identify two different types of environmental issue which are relevant to their life
2.2 Identify the effects that these issues have on their life

	
	
	
	

	3.1 Identify an activity that they can carry out to improve the environment in their local area
3.2 Take part in an activity to improve the environment in their local area

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
Y/502/0659 Environmental awareness  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Give examples of human behaviours which harm the environment
1.2 Give examples of human behaviours which help the environment
1.3 Identify ways to raise awareness about environmental issues

	
	
	
	

	2.1 Describe an environmental issue which  has an impact on their local area
2.2 Identify ways in which this issue can be  tackled to bring about improvements

	
	
	
	

	3.1 Describe activities that they can carry out to improve the local environment
3.2 Carry out at least two activities to improve the local environment
3.3 Describe the benefits of these activities for the local area
3.4 Say what actions are needed to maintain improvements in the future

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
A/502/0458 Individual rights and responsibilities  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Describe an individual right which is relevant to them
1.2 Identify sources of support or information about rights and responsibilities
1.3 Describe a responsibility that they have for themselves
1.4 Describe a responsibility that they have to others

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
K/502/0472 Individual rights and responsibilities  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Give examples of their rights as an individual
1.2 Give examples of barriers which may prevent the exercise of their rights
1.3 Identify sources of support and information about rights and responsibilities and describe how these could help

	
	
	
	

	2.1 Identify their responsibilities to themselves
2.2 State their responsibilities to others
2.3 Demonstrate how they take responsibility for themselves

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
A/502/0461 Preparation for work  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Describe some personal skills and  qualities which employees need
1.2 Identify how their own skills and  qualities compare with the skills and  qualities employees need
1.3 Identify areas for development

	
	
	
	

	2.1 Find out about potential job roles which  interest them
2.2 Identify a suitable potential job role
2.3 Prepare key personal information  needed to apply for the job role

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
J/502/0477 Preparation for work  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Describe personal and employability skills and qualities which employees need
1.2 Describe their own skills, qualities and achievements
1.3 Explain how their own skills, qualities and achievements relate to those needed  in the workplace
1.4 Suggest areas for improvement

	
	
	
	

	2.1 Find out about a range of potential job roles which interest them
2.2 Match their skills, qualities and achievements to a potential job role
2.3 Identify and prepare key information needed for an application or interview

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
K/502/0455 Working as part of a group  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Contribute to setting ground rules for working with others
1.2 Make suggestions about the role they should play in the group

	
	
	
	

	2.1 Carry out agreed activities when working with others on a group task
2.2 Make suggestions and receive feedback appropriately
2.3 Ask for or offer help when required

	
	
	
	

	3.1 Review their work with others
3.2 Identify how they contributed to the group
3.3 Identify what went well and areas they could improve in working with others
	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
R/502/0465 Working as part of a group  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Suggest appropriate ground rules for working with others
1.2 Contribute to the planning of group and individual activities

	
	
	
	

	2.1 Work with others in a positive way to carry out individual and group activities
2.2 Make suggestions appropriately
2.3 Deal with instructions appropriately
2.4 Deal with feedback appropriately
2.5 Support others and ask for support when  required

	
	
	
	

	3.1 Review the progress the group has made in working together
3.2 Describe how they contributed to the work of the group
3.3 Describe what went well and what went less well
3.4 Suggest how they could improve their skills in working with others

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
H/502/0454 Dealing with problems in daily life  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Identify a straightforward problem that they can tackle
1.2 Share ideas on how to tackle the problem with an appropriate person

	
	
	
	

	2.1 Identify a way to tackle the problem
2.2 Carry out activities to tackle the problem
2.3 Ask for appropriate advice

	
	
	
	

	3.1 Review their progress in tackling the problem
3.2 Identify what went well and what did not go so well

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
Centre Name: ________________________      Learner Name: ______________________________________________
Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.
L/502/0464 Dealing with problems in daily life  
	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	1.1 Describe a straightforward problem and describe its effects
1.2 Suggest ways in which they might tackle the problem
1.3 Select a way to tackle the problem and agree it with an appropriate person

	
	
	
	

	2.1 Plan the activities needed to  tackle the problem
2.2 Identify resources to help  tackle the problem
2.3 Carry out planned activities

	
	
	
	

	3.1 Review the approach used to tackle the problem
3.2 Describe what went well and what did not go so well
3.3 Identify whether the problem has been solved

	
	
	
	


	TUTOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 

	EXTERNAL MODERATOR COMMENTS:

Name:                                                            Signature:                                                                                       Date:                                 


Please ensure these forms are copied and distributed to each learner.
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