





LIFE AND LIVING SKILLS RECORD OF ASSESSMENT & EVIDENCE
	
	Unit title
	Behaving appropriately at work
	Entry level
	Entry 3

	Life & Living skill area
	World of Work
	Credit value
	1

	OCR unit no
	N17
	Unit ref
	T/502/4282



	Centre name
	[bookmark: Text13]     
	Centre no
	     

	Learner name
	     
	ULN
	     


Record of Assessment – This form must be completed and submitted with other appropriate types of assessed evidence. Achievement of each of the assessment criteria (AC) in the unit must be evidenced.
	Method of assessment (please indicate as appropriate) 
	Tick

	· Observation of learner 
	[bookmark: Check1]|_|

	· Questioning of learner/discussion
	[bookmark: Check2]|_|

	· Examination of product/ learner’s work
	[bookmark: Check3]|_|

	LO1
	The learner will know what attitudes and behaviours will be expected from employees by employers
AC The learner can: 
1.1	Identify expectations for appropriate attitudes and behaviours in the place of work
1.2	Give one reason why it is important for employees to demonstrate appropriate attitudes and behaviours


	LO2
	The learner will be able to demonstrate positive and confident attitudes and behaviours when working with others
AC The learner can: 
2.1	Participate in an activity in which they demonstrate appropriate attitudes and behaviours in the place of work
2.2	Give 2 reasons why the attitudes and behaviours they demonstrated are important, thinking about it from an employer's and a work colleague’s point of view





Record of Evidence

	Description of what was observed. The observation statement can either be provided below or attached as a separate document. You must identify where evidence links to AC.

	[bookmark: Text1]     




[bookmark: Text17]Observer’s name:      
[bookmark: Text18]Signature:      
[bookmark: Text19]Date:      


	Summary of discussion/questions and answers (if part of assessment). Summary may be provided below or attached as a separate document. You must identify where evidence links to AC.

	[bookmark: Text2]     






	Outcome of activity.  Proof of learner’s work (eg photograph of large item, or of drama production), or outcome of learners work (eg email sent by learner) should be submitted with this form.  Please provide a brief description/summary below of the work/product. You must identify where evidence links to AC. 

	[bookmark: Text3]     








	I confirm that the learner has achieved the Learning Outcome(s) and met the Assessment Criteria evidence requirements for this unit.
[bookmark: Text5]Assessor name:      

[bookmark: Text6][bookmark: Text7]Assessor signature:           						                     Date      
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