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Unit 7 – Understanding workplace values and practices
This form should only be used for candidates not using the Candidate Evidence Booklet or if supplementary tasks are to be inserted in to the Evidence booklet.
Entry Level 3

Candidate’s name: 


	Assessment criteria
	Document/Page number
	Attached

(insert ()

	1.1
Identify workplace values for a specific job
	
	

	1.2
Outline why workplace values are important for a specific job 
	
	

	1.3
Outline why some types of behaviour are unacceptable in the workplace 
	
	

	2.1
Outline why an employee needs information on working practices 
	
	

	2.2
Identify the working practices for monitoring an employee’s performance 
	
	

	3.1
Demonstrate paper-based communication with colleague(s), which is:

· factually accurate

· legible and comprehensible

· in line with company standards

· completed in a timely manner 
	
	

	3.2
Demonstrate electronic communication with colleague(s), which is:

· factually accurate

· legible and comprehensible

· in line with company standards

· completed in a timely manner
	
	

	3.3
Demonstrate face-to-face communication with colleague(s), which is:

· factually accurate

· clear and polite

· supported by positive body language

· in line with company standards

· completed in a timely manner
	
	

	3.4
Demonstrate telephone communication with colleague(s), which is:

· factually accurate

· clear and polite

· in line with company standards

· completed in a timely manner
	
	

	4.1
Identify main employer rights and responsibilities
	
	

	4.2
Outline why employer rights and responsibilities are important
	
	

	4.3
Identify main employee rights and responsibilities
	
	

	4.4
Outline why employee rights and responsibilities are important
	
	

	5.1
Identify people in the workplace who can give employees information and support on workplace practices
	
	

	5.2
Identify the information and support people in the workplace could give to employees
	
	


The work you submit for assessment must be your own. 


You must not copy from someone else or allow someone else to copy from you.





I confirm that this is all my own work. 


Candidate’s signature............................................................      Date……………………………








2
© OCR October 2013 – version 1

1
© OCR October 2013 – version 1

