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Unit 4: Principles and processes of health and safety in a contact centre

CANDIDATE EVIDENCE SHEET

	CENTRE NUMBER:

	CANDIDATE NAME & SIGNATURE

	ASSESSMENT REQUIREMENT
	1  Understand the principles of health and safety in a contact centre

	A  Explain the affect on a contact centre of health and safety regulations and legislation  (AC 3.1)

	TWO examples of the effect of the e.g. Health and Safety at Work Act 

1.

2.  



	TWO examples of the effect of the Health and Safety (Display Screen Equipment) Regulations

1.

2.  



	TWO examples of the effect of the Noise at Work Regulations

1.

2.  



	TWO examples of the effect of the RIDDOR(Reporting of Diseases and Dangerous Occurrences Regulations)

1.

2.



	TWO examples of the effect of ONE other piece of regulation / legislation relevant to a contact centre.

Name of legislation/regulation: _____________________________________________________

1.

2.



	ASSESSMENT REQUIREMENT
	2.  Understand health and safety risk assessment in a contact centre

	A  Explain risk audit in a contact centre  

	Identify ONE work activity and explain FOUR factors to consider when identifying health and safety risks in a contact centre.  (AC1.1)  

	The work activity is:

	Factor 1 is:

It is important to consider because:


	Factor 2 is:

It is important to consider because:



	Factor 3 is:

It is important to consider because:


	Factor 4 is:

It is important to consider because:



	Describe processes and standards for scheduled risk audits (AC1.2, 1.3, 1.4) 

	Identify TWO scheduled risk audits.  Complete the following template for each risk audit.  Photocopy as required.

Scheduled risk audit 1 or 2 is ___________________________________________________

(circle the appropriate number)
Location of the risk audit:
What is the purpose of the risk audit?

What is the frequency of the risk audit?

Who is involved in the risk audit?

List FOUR criteria being measured.

1.

2.

3.

4.

List ONE hazard identified during the risk audit.

.

ONE personal consequence of the hazard.

ONE business consequence of the hazard.

ONE action needed to reduce the risk associated with the hazard.



	Explain the importance of risk assessment within the context of health and safety audits (AC3.4)

	It is important because:




	ASSESSMENT REQUIREMENT
	3  Understand compliance monitoring of health and safety requirements in a contact centre

	A  Describe the components of a compliance monitoring plan (AC2.1)

	FOUR components are:
1.

2.

3.

4.




	Identify FOUR individuals or groups to inform of the results of compliance monitoring.  Explain why they need to be informed.  (AC2.2, 3.2)

	Individual or Group is:   


	They need to be informed because:


	Individual or Group is:   


	They need to be informed because:

	Individual or Group is:   


	They need to be informed because:

	Individual or Group is:   


	They need to be informed because:

	Describe the advantages and disadvantages of different methods of communication on health and safety matters (AC3.3)

	TWO examples of when to use each method 
	ONE advantage for each example
	ONE disadvantage for each example

	Verbal 


	Example 1 is: 


	
	

	
	Example 2 is:


	
	

	Written


	Example 1 is: 


	
	


Example 2 is:

	
	
	
	

	Electronic
	Example 1 is: 


	
	


Example 2 is:

	
	
	
	

	Describe TWO consequences of non-compliance with monitoring requirements (AC2.3)

	Consequence 1:
	Consequences 2:




I confirm that the evidence provided is a result of my own work.

Signature of candidate:   
 __________________________________

Name: (block capitals)

___________________________________

Date:




__________________________________

I confirm that the candidate has met all of the assessment requirements for this unit.

Signature of Assessor:

___________________________________

Name: (block capitals)

___________________________________

Date:




___________________________________
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