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Complying with Waste Management Legislation 
˿ͦ ͨͦ;͙͍͔ͭͯ͊ͥ ͤ͊ ͔͙͔ͦ͒ͪ͒͋ͭ ͤ͊ ͍͍͊ͦͤͦ͒͊ͫͭͦͭͦ͘͟ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ  ͦͭͨ͊͒  

EQF Level:  

EQF ˹ ͙͍ͦ 
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ  

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

1. Manage 
Legislative 
and 
organisational 
requirements 
мΦ˸͔ͤ͊ͽ͙ͪ͊

͔ͥ ͤ͊ 

͍͍͊ͦͤͦ͒͊ͫͭ͘͟

ͦͭͦ ͙ 

͋͊ͪ͊ͥ͊ͭ͊ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊͞

ͭ ͊

1.1 Identify 
sources of 
information on 
waste 
management 
legislation 
1.1 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ ͙͍͙͔ͦͪͭ͘ ͤ͊ 

͙ͤͺͦͪͣ͊ͼ͙͙ 

ͤ͊ 

͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟

ͭͦ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒  

x x  x x x x x   



 

   

 

1.2 Use a 
methodology to 
identify and 
have access to 
waste 
management 
legislative 
requirements 
related to the 
organisation's 
waste 
management 
activities 
мΦн ˴͙͔͔ͦͪͫͭͥ 

ͤ͊ 

͔͎͙ͣͭͦ͒ͦͦ͊ͭ͡͞

͊ ͊͘ 

͔͍͔ͦ͒ͪ͒ͯ͊ͥ ͙ 

͙ͨͪͫͭ͊ͨ ͤ͊ 

͋͊ͪ͊ͥ͊ͭ͊ ͤ͊ 

͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟

ͭͦ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ 

͍͙ͨͦͪ͊ͤ͘ ͫͦ 

͙͍͙͔͊ͭͤͦͫͭͭ͟ 

ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

͊ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒  

x x  x x x x x   



 

   

 

1.3 Determine 
how waste 
management 
legislative 
requirements 
apply to the 
waste 
management 
activities of the 
organization 
1.3 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

͊ͦ͟͟ ͋͊ͪ͊ͥ͊ͭ͊ 

ͤ͊ 

͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟

ͭͦ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒  ͔ͫ 

͍͔͙ͣͭͤ͊ͭ ͍ͦ  

͙͍͙͔͊ͭͤͦͫͭͭ͟ 

ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

 ͊

x x  x  x    x 

1.4 Determine 
any new waste 
management 
legislation 
relating to the 
waste 
management 
activities of the 
organization 

1.4 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ ͔͔ͫͦ͟ ͍ͤͦͦ 

͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟ 

͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͫͦ ͦͭͨ͊͒ 

͍ͨͦͪ͊ͤͦ͘ ͫͦ 

͔͙͔͒ͤͦͫͭͭ͞  ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

͊ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒  

x x  x  x    x 



 

   

 

1.5 Determine 
the relevant 
waste 
management 
legislation 
applicable to 
the 
organization 

1.5 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ 

͔͔ͦͣͨͭͤͭͤͦ͟ 

͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟ 

͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͫͦ ͦͭͨ͊͒ 

͙͔͙͍ͨͪͣͤͦ͡ 

͍ͦ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

 ͊

x x  x  x    x 

1.6 Identify 
the key 
environmental 
regulators and 
enforcement 
bodies 

мΦс ˻͙ͭͪ͟ͺ͔͊ͥ 

ͤ͊ ͯ͟͡;͙ͤͦͭ 

ͦͤͭͪͦͦͪ͟͡ ͊͘ 

͙͍͗ͦͭͤ͊ 

͔͙ͫͪ͒ͤ͊ ͙ 

͙͍ͪ͘΄͙ͤ ͔ͭ͊͡  

x x  x  x  x  x 



 

   

 

1.7 Determine 
the 
requirements 
for waste 
management 
documentation 
relevant to the 
organisation, 
which could 
include 
licences, 
permits, waste 
documentation 
including 
transfer notes, 
site waste 
management 
plans, and 
hazardous 
waste 
consignment 
notes 

1.7 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ ͋͊ͪ͊ͥ͊ͭ͊ 

͔͙ͨͦͭͪ͋ͤ ͊͘ 

͔͒ͦͯͣͤͭ͊͟ͼ͙͊͞

ͭ͊ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ ͍͙͊͗ͤ 

͊͘ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

͊Σ ͦ͊͟͞ 

͍ͯ͟͡;͍ͯ͊ 

͙͡ͼ͔ͤͼ͙Σ 

͍͙͒ͦͦ͘͡Σ 

͔͒ͦͯͣͤͭ͊͟ͼ͙͊͞ 

͊͘ ͦͭͨ͊͒ 

͍ͯ͟͡;͍͙ͯ͊͞͠ 

͔͔͋͡΄͙͟ ͊͘ 

͍͔ͭͪ͊ͤͫͪΣ  

͍͙ͨ͊ͤͦ͡ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͙ 

͔͔͋͡΄͙͟ ͊͘ 

͔ͦͨ͊ͫͤ ͦͭͨ͊͒ 

 x  x   x    



 

   

 

1.8 Determine 
any other 
waste 
management 
requirements 
applicable to 
the sector and 
the 
organisation, 
which could 
include 
corporate and 
organisational-
imposed 
requirements, 
industrial codes 
of practice, and 
client/customer 
contractual 
agreements or 
requirements 

1.8 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ ͙͔ͫͭ 

͋͊ͪ͊ͥ͊ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒Σ 

͙͔͙͍͙ͨͪͣͤ͡ 

͍ͦ ͔ͫͭͦͪͦͭ͟ ͙ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

͊Σ ͦ͊͟͞ ͙ͫͦ͒ͪ͗ 

͔͙͍͙ͦͦͨͪ͊ͭͤ͟ 

͙ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͙ͫ͟  

͔͙ͤ͊ͣͭͤ͊ͭ 

͋͊ͪ͊ͥ͊Σ 

͙͙͙ͤ͒ͯͫͭͪͫ͟ 

͍͙ͦ͒ͦ͟ ͙ 

͎͍͔͙͒ͦͦͦͪͤ 

͎͙ͫͨͦͦ͒͋κ͋͊ͪ͊

ͥ͊ ͫͦ ͙͔͙ͤͭ͟͡   

 x  x  x x    



 

   

 

1.9 Determine 
the waste 
Management 
issues 
associated with 
abnormal and 
emergency 
situations 

1.9 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ ͋͊ͪ͊ͥ͊ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ ͙ͦ͟ ͔ͫ 

͔͍ͦ͒ͤͫͯ͊͊ͭ ͤ͊ 

͔͍͙͙ͤͨͪ͊ͤͦͫͭ͡ 

͙ ͙͙ͭͤ ͫͯ͡;͙͊Φ 

 x  x   x    

1.10 Identify 
the reasons for 
maintaining an 
awareness of 
waste 
management 
legislative 
requirements 

1.10  

 x  x   x    

2. Manage 
compliance  

 

 

нΦ˸͔ͤ͊ͽ͙͔ͪ͊ͥ 

ͤ͊ 

͎͔ͯͫͦ͊ͫͤͦͫͭ͊͡  

2.1 Use a 
methodology to 
evaluate 
compliance 
with the waste 
management 
legislative 
requirements 
of the 
organization 

нΦм ˴͙͔͔ͦͪͫͭͥ 

ͤ͊ 

͔͎͙ͣͭͦ͒ͦͦ͊͡͞ 

͊͘ ͨͪͦͼ͔ͤ͊͟ ͤ͊ 

͎͔ͯͫͦ͊ͫͤͦͫͭ͊͡ 

ͤ͊ ͙͔͊ͦͤͫͭ͘͟͟ 

͋͊ͪ͊ͥ͊ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

 ͊

x x   x x     



 

   

 

2.2 Evaluate 
the 
organisation's 
compliance 
with the 
applicable 
waste 
management 
legislative 
requirements  

нΦн ˽ͪͦͼ͔ͤ͊͟ 

ͤ͊ 

͎͔ͯͫͦ͊ͫͤͦͫͭ͊͡ 

ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

͊ ͫͦ 

͊ͦͤͫ͊ͭ͊͘͟͟ 

͔͎͙͍ͪͯ͊ͭ͊͡ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒Φ  

x x   x x x x   

2.3 Establish 
that controls 
ensure 
compliance  

2.3 

 x  x   x    

2.4 Propose 
options for the 
management of 
wastes to 
ensure ongoing 
compliance 
with waste 
management 
legislation 

2.4 

˽͔͍ͪ͒ͦ͗ͯ͊ͥ͡

͔ ͤ͊ ͦͨͼ͙͙ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ͦͭ  ͒͊ ͔ͫ 

͔͔͙ͦ͋͋͒͘ 

ͨͦͫͭͦ͊ͤ͊͞ 

͎͔ͯͫͦ͊ͫͤͦͫͭ͡ 

ͫͦ 

͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟

ͭͦ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ 

 x  x   x    



 

   

 

2.5 Identify 
support 
requirements 
for those 
working for or 
on behalf of the 
organisation to 
ensure 
compliance 
with waste 
management 
legislation 

2.5 

ˮ͔͙͒ͤͭͺ͙͍ͯ͊͟

͔ͥ ͤ͊ 

͔͙͔ͨͦͭͪ͋ͭ ͤ͊ 

ͨͦ͒͒ͪ΄͊͟ ͊͘ 

͙͔ͦͤ ͙ͦ͟ 

ͪ͊͋ͦͭ͊ͭ ͊͘ ͙͙͡ 

͍ͦ ͙͔ͣ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

͊ ͊͘ ͒͊ ͔ͫ 

͔͔͙ͦ͋͋͒͘ 

͎͔ͯͫͦ͊ͫͤͦͫͭ͡ 

ͫͦ 

͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟

ͭͦ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ 

 x  x  x x    

2.6 Identify 
the 
consequences 
associated with 
breaching 
waste 
management 
legislation 

2.6  

ˮ͔͙͒ͤͭͺ͙͍ͯ͊͟

͔ͥ ͤ͊ 

͔͙ͨͦͫ͒͡ͼ͙͔ͭ 

͙ͦ͟ ͔ͫ͒͊ͭ͡ ͫͦ 

͔ͨͪͪ͊͟΄͍͔ͯ͊ͥ 

ͤ͊ 

͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟

ͭͦ  ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ 

 x  x   x    



 

   

 

2.7 Determine 
the reasons for 
evaluating 
compliance 
with waste 
management 
legislative 
requirements 
of the 
organization 

2.7 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ ͙ͨͪ;͙͙͔ͤͭ 

͊͘ ͦͼ͔͍͔ͤͯ͊ͥ 

ͤ͊ 

͎͍͔ͯͫͦ͊ͫͯ͊ͥ͡ 

ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

͊ ͫͦ 

͙͔͊ͦͤͫͭ͘͟͟ 

͋͊ͪ͊ͥ͊ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒  

 x  x   x    



 

   

 

2.8 Determine 
the different 
methods 
available for 
evaluating 
compliance 
with waste 
management 
legislative 
requirements 
of the 
organization 

2.8 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ ͙ͪ͊͘͡;͙ͤ 

͔͙ͣͭͦ͒ 

͔͙ͨͦͭͪ͋ͤ ͊͘ 

ͨͪͦͼ͔ͤ͊͟ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

͊ ͊͘ 

͎͔ͯͫͦ͊ͫͤͦͫͭ͊͡ 

ͫͦ 

͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟

ͭͦ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒  

 x  x   x    

2.9 Determine 
the purpose 
and use of 
control 
mechanisms 

2.9 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ ͼ͔͡ ͙ 

͙͔͔ͦͪͫͭͥ͟ ͤ͊ 

͔ͣͻ͙͙͊ͤͣ͘ ͊͘ 

ͦͤͭͪͦ͊͟͡  

          



 

   

 

2.10 Describe 
the process for 
identification 
and 
implementatio
n of corrective, 
preventative or 
improvement 
actions 

нΦмл ˻͙ͨͫ ͤ͊ 

ͨͪͦͼ͔͙͔ͫͭ ͊͘ 

͙͔͙͒ͤͭͺ͙͊͟ͼ͙͞

͊ ͙ 

͔͙ͪ͊͊͘͡ͼ͙͊͞ ͤ͊ 

͔͙͍͙ͦͪͭͤ͟͟Σ 

͔͍͔͙͍͙ͨͪͤͭͤ 

͙͍͙͊ͭͤͦͫͭ͟ 

͙͙͡ 

͙͍͙͊ͭͤͦͫͭ͟ ͊͘ 

͍͔ͨͦ͒ͦ͋ͪͯ͊ͥ 

          

2.11 Describe 
the different 
methods 
available for 
ensuring 
ongoing 
compliance 
with the waste 
management 
legislative 
requirements 
of the 
organization 

нΦмм ˻͙ͨͫ ͤ͊ 

͙ͪ͊͘͡;͙ͤ 

͔͙ͣͭͦ͒ ͍͙͊͗ͤ 

͊͘ 

͔͔͍͔ͦ͋͋͒ͯ͊ͥ͘ 

ͤ͊ ͨͦͫͭͦ͊ͤ͊͞ 

͎͔ͯͫͦ͊ͫͤͦͫͭ͡ 

ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

͊ ͫͦ 

͙͔͊ͦͤͫͭ͘͟͟ 

͋͊ͪ͊ͥ͊ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ 

 x  x  x x    



 

   

 

3. Communicat
e, use and 
record data 
and info 

оΦ˾͎͍͔͊ͦ͊ͪ͊ͥ͘Σ 

͙͔͔ͦͪͫͭͥ͟ ͙ 

͍͔͍͔ͤͫͯ͊ͥ ͤ͊ 

ͨͦ͒͊ͭͦͼ͙ ͙ 

͙ͤͺͦͪͣ͊ͼ͙͙ 

3.1 Engage 
interested 
parties in the 
evaluation of 
compliance 
with waste 
management 
legislation of 
the 
organization 

3.1 

ˤͯ͟͡;͍͔ͯ͊ͥ ͤ͊ 

͙͔͔͙͊ͤͭͪͫͪ͊ͤ͘

͙ ͙ͫͭͪ͊ͤ ͍ͦ 

ͨͪͦͼ͔ͤ͊͟ ͤ͊ 

͎͔ͯͫͦ͊ͫͤͦͫͭ͊͡ 

ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

͊ ͫͦ 

͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟

ͭͦ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ 

 x  x  x x    

3.2 Record 
the results of 
the evaluation 

оΦн ˤ͔͍͔ͤͫͯ͊ͥ 

ͤ͊ ͔͙͔ͪͯͭ͊ͭͭ͘͡ 

ͦ͒ ͨͪͦͼ͔ͤ͊ͭ͊͟ 

 x  x  x x    

3.3 Communi
cate the 
outcome of the 
evaluation to 
the people 
responsible in 
the 
organization 

3.3 

˨͔͙͔͋͊ͭͪ͊ͥ ͊͘ 

͔ͪͯͭ͊ͭͦͭ͘͡ ͦ͒ 

ͨͪͦͼ͔ͤ͊ͭ͊͟ ͫͦ 

͎͍͙ͦ͒ͦͦͪͤ 

ͯ͡͏͔ ͦ͒ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

 ͊

 x  x  x x    



 

   

 

3.4 Engage 
interested 
parties in the 
process of 
ensuring 
ongoing 
compliance 
with waste 
management 
legislation 

3.4 

ˤͯ͟͡;͍͔ͯ͊ͥ ͤ͊ 

͙͔͔͙͊ͤͭͪͫͪ͊ͤ͘

͙ ͙ͫͭͪ͊ͤ  ͍ͦ 

ͨͪͦͼ͔ͫͦͭ ͊͘ 

͎͍͔ͯͫͦ͊ͫͯ͊ͥ͡ 

ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

͊ ͫͦ 

͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟

ͭͦ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫ ͦ 

ͦͭͨ͊͒ 

 x  x   x    

3.5 Use a 
methodology to 
maintain an 
awareness of 
current waste 
management 
legislation 

оΦр ˴͙͔͔ͦͪͫͭͥ 

ͤ͊ 

͔͎͙ͣͭͦ͒ͦͦ͊͡͞ 

͊͘ ͍͔ͦ͒ͪ͗ͯ͊ͥ 

ͤ͊ ͍͔ͫͫͭ͊ ͊͘ 

͔ͣͦͣͤͭ͊ͤͦͭͦ͡ 

͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟ 

͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͫͦ ͦͭͨ͊͒ 

 x  x  x x    



 

   

 

3.6 Communi
cate any new 
waste 
management 
legislation to 
the person/s 
responsible for 
ensuring legal 
compliance 

3.6 

˴͙ͦͣͯͤͼ͙ͪ͊ͥ

͔ ͊͘ ͔ͫͦ͟͞ ͍ͤͦ 

͊ͦͤ͘͟ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ ͫͦ ͯ͡͏͔ 

͎͍͙ͦ͒ͦͦͪͤ ͊͘ 

͔͔͍͔ͦ͋͋͒ͯ͊ͥ͘ 

ͤ͊ ͔͎͊ͤ͊͡͡ 

͎͔ͯͫͦ͊ͫͤͦͫͭ͡  

 x  x   x    

3.7 Determine 
the key internal 
and external 
interested 
parties relevant 
to the 
organization 

3.7 

͍͍͔̂ͭͪ͒ͯ͊ͥ ͤ͊ 

ͯ͟͡;͙͔ͤͭ 

͍͔ͤ͊ͭͪ΄͙ͤ ͙ 

͍͔ͤ͊͒ͦͪ΄͙ͤ 

͙͔͔͙͊ͤͭͪͫͪ͊ͤ͘

͙ ͙ͫͭͪ͊ͤ 

͍͙͊͗ͤ ͊͘ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

 ͊

 x  x   x    



 

   

 

3.8 Identify 
how to access 
sources of 
additional 
information 
and expertise 

3.8 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

͊ͦ͟͟ ͒͊ ͔ͫ 

͔͒ͦ͒͞ ͒ͦ 

͙ͨͪͫͭ͊ͨ ͤ͊ 

͙͍͙͔ͦͪͭ͘ ͊͘ 

͙͔͙͒ͦͨͦͤͭͤ͡͡ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͙ 

͔͔͙ͫͨͪͭ͊͘͟  

 x  x   x    

3.9 Describe 
how to identify 
and engage 
interested 
parties in the 
process of 
identifying and 
evaluating 
compliance 
with waste 
management 
legislative 
requirements 

оΦф ˻͙ͨͫ ͤ͊ 

ͤ͊;͙ͤͦͭ ͊͘ 

͔͍͔ͦ͒ͪ͒ͯ͊ͥ ͙ 

͔͔͍͔ͦ͋͋͒ͯ͊ͥ͘ 

ͤ͊ 

͙͔͔͙͊ͤͭͪͫͪ͊ͤ͘

͙ ͙ͫͭͪ͊ͤ ͊͘ 

ͨͪͦͼ͔ͫͦͭ ͊͘ 

͙͔͙͒ͤͭͺ͙͊͟ͼ͙͞

͊ ͙ ͍ͪ͊ͦ͘͞ ͤ͊ 

͎͔ͯͫͦ͊ͫͤͦͫͭ͡ 

ͫͦ ͋͊ͪ͊ͥ͊ͭ͊ 

ͤ͊ 

͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟

ͭͦ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ 

 x  x   x    



 

   

 

3.10 Describe 
methods for 
communicating 
the outcome of 
evaluation of 
compliance 
with waste 
management 
requirements 

3.10 

˻͙ͨ΄͍͔ͯ͊ͥ ͤ͊ 

͔͙͔ͣͭͦ͒ͭ ͊͘ 

ͫͦͦͨ΄͍͔ͭͯ͊ͥ 

ͤ͊ ͔͙͔ͪͯͭ͊ͭͭ͘͡ 

ͦ͒ ͨͪͦͼ͔ͤ͊ͭ͊͟ 

͊͘ 

͎͔ͯͫͦ͊ͫͤͦͫͭ͡ 

ͫͦ ͋͊ͪ͊ͥ͊ͭ͊ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͤ͊ 

ͦͭͨ͊͒  

 x  x  x x    

3.11 Determine 
how to record 
your findings in 
a suitable 
format 

3.11 

͍͍͔̂ͭͪ͒ͯ͊ͥ 

͊ͦ͟͟ ͒͊ ͎ͦ 

͍͔͔͔ͤͫͭ 

͍͊΄͙ͦͭ ͤ͊ͦ͒ 

͍ͦ ͍͔͔ͫͦͦ͒ͭͤ 

ͺͦͪͣ͊ͭ 

 x  x  x x    

4. Work in a 
manner 
which 
underpins 
effective 
performanc
e 

4.1 Be 
assertive in 
making 
decisions 

пΦм ˣ͙͙͒ 

͍͔͔ͫ͊ͣͦͯͪͤ ͍ͦ 

͔͍͔͒ͦͤͫͯ͊ͥͭͦ 

ͤ͊ ͙ͦ͒ͯ͟͡ 

x x  x x  x x   



 

   

 

пΦ˾͊͋ͦͭ͊ ͤ͊ 

ͤ͊;͙ͤ ͦ͟͞ ͔ͫ 

͍͊ͫͤͦ͊͘ ͤ͊ 

͔ͺ͔͙͍ͭͤ͊͟ 

͙͍͔͒͋͊͘  

4.2 Pursue 
accountability 
of staff for 
delegated 
responsibilities 

4.2 

˽͔ͪͫͦͤ͊ͦͭ͡ 

͎͍ͦ͒ͦͦͪͤͦ ͒͊ 

͎͙ ͙͍ͪ͘΄͍ͯ͊ 

͍͙͔ͫͦͭ 

͔͙ͤ͊͒͗ͤͦͫͭ͡ 

x x  x x  x x   

4.3 Reflect 
critically on 
personal 
achievements 
to inform 
future actions. 

пΦо ˨͊ ͔ͫ 

͔͎͙ͪ͊ͪ͊ 

͙͙ͪͭ͟;ͤͦ ͊͘ 

͙͡;͙͔ͤͭ 

͙͎͍͔͒ͦͫͭͤͯ͊ͥ  

x x  x x  x x   
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 



 

   

 

5. Contribu
te to the 
Developmen
t of an 
Environmen
tal 
Managemen
t System for 
the HCWM 
function at a 
healthcare 
facility 

мΦ˽͙͔ͪ͒ͦͤͫ 

͊͘ ͍ͪ͊ͦͦͭ͘͞ 

ͤ͊ ͙͔ͫͫͭͣͦͭ 

͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͫͦ 

͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊ ͊͘ 

HCWM 

ͺͦͤ͒͊ͼ͙͊͞ 

͊͘ ͍͔΄͙͙ͭͤ 

͊͘ ͎͙ͪ͗͊ ͊͘ 

͍͔͒ͪ͊ͭͦ͘͞  

1.1 Conduct 
an initial 
environmental 
review of the 
waste 
management 
function at a 
healthcare 
facility 
мΦм ˤͪ΄͔͔ͥ 

ͤ͊ ͔͍͙͙ͪ͊͘͞ 

ͤ͊ ͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊ ͊ͦ͟͟ 

͍͍͔ͯͨͪ͊ͯ͊ͥͭ

ͦ ͫͦ ͦͭͨ͊͒ 

͙ͣ͊ ͺ͙ͤ͟ͼ͙͊͞ 

͍ͦ ͎͙ͪ͗͊ ͫͦ 

͍͔͒ͪ͊ͭͦ͘͞ 

x x  x x x x x   

1.2 Produce a 
list of 
environmental 
aspects and 
impacts arising 
from the 
management 
of healthcare 
waste 
1.2 

˿͍͔ͦ͒͊͊ͥ͘ 

ͤ͊ ͙ͫͭ͊͡ ͫͦ 

͔͙͊ͫͨͭ͟ ͊͘ 

͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊ ͙ 

͍͙͙͊ͤ͊͡͞͞ ͙ͦ͟ 

͙͔͎͍ͨͪͦͯ͊͊͘͡

ͭ ͦ͒ 

͍͍͔ͯͨͪ͊ͯ͊ͥͭ

ͦ ͫͦ 

͔͙ͣ͒ͼ͙͙ͤͫͦ͟

ͭ ͦͭͨ͊͒ 

x x  x x x x x   



 

   

 

1.3 Evaluate 
the 
environmental 
aspects and 
impacts arising 
from the 
management 
of healthcare 
waste 
мΦо ˽ͪͦͼ͔ͤ͊͟ 

ͤ͊ ͔͙͔͊ͫͨͭͭ͟ 

͊͘ ͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊ ͙ 

͍͙͙͊ͤ͊͡͞͞ ͙ͦ͟ 

͙͔͎͍ͨͪͦͯ͊͊͘͡

ͭ ͦ͒ 

͍͍͔ͯͨͪ͊ͯ͊ͥͭ

ͦ ͫͦ 

͔͙ͣ͒ͼ͙͙ͤͫͦ͟

ͭ ͦͭͨ͊͒ 

x x  x  x    x 

1.4 Assign 
responsibilitie
s for the 
protection of 
the 
environment 
relating to the 
management 
of healthcare 
waste  
1.4  

˨͔͍͔ͦ͒ͯ͊ͥ͡ 

͎͍͙ͦ͒ͦͦͪͤͦͫͭ 

͊͘ ͊͘΄͙ͭͭ͊ ͤ͊ 

͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊ 

͍͙ͨͦͪ͊ͤ͘ ͫͦ 

͍͍͔ͯͨͪ͊ͯ͊ͥͭ

ͦ ͫͦ 

͔͙ͣ͒ͼ͙͙ͤͫ͟ 

ͦͭͨ͊͒ 

x x  x  x    x 



 

   

 

1.5 Regularly 
review 
environmental 
performance 
of the HCWM 
function, in 
line with an 
EMS 
мΦр ˾͔͎͔ͯ͊ͪͤ͡ 

͔͎͔ͨͪ͒͡ ͤ͊ 

͔ͦͦ͟͡΄͙͔ͭ͟  

͙͎͍͒ͦͫͭͤͯ͊ͥ

͊ ͤ͊ 

ͺͯͤ͟ͼ͙͊ͭ͊͞ 

HCWMΣ ͍ͦ 

͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ 

EMS 

x x  x  x    x 

1.6 Set 
objectives and 
targets to 
bring about 
continual 
improvement 
to the 
environmental 
performance 
of the waste 
management 
function at a 
HCWM facility 
1.6 

˽͍͍͔ͦͫͭ͊ͯ͊ͥ 

ͤ͊ ͼ͔͙͡ ͙ 

͔͙ͣͪ͟ ͊͘ 

ͨͦͫͭͦ͊ͤͦ͞ 

͍͔ͨͦ͒ͦ͋ͪͯ͊ͥ 

ͤ͊ 

͔͙͙͊ͪ͊ͭͪͫͭ͟͟

͙͔ͭ͟ ͤ͊ 

͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊ ͫͦ 

͍͔΄͙͙͔ͭͤͭ ͤ͊ 

ͺͯͤ͟ͼ͙͊ͭ͊͞ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͫͦ ͦͭͨ͊͒ 

HCWM 

x x  x  x  x  x 



 

   

 

1.7 Describe 
the types of 
environmental 
management 
systems (e.g. 
formal, 
informal) 
1.7 ˻ ͙ͨͫ ͤ͊ 

͍͙͍͙͔͒ͦͭ ͤ͊ 

͙͔͙ͫͫͭͣ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͫͦ ͦͭͨ͊͒ όͤ͊ 

͙͔ͨͪͣͪ: 

ͺ͙ͦͪͣ͊ͤ͡ ͙ 

͔ͤͺ͙ͦͪͣ͊ͤ͡ύ 

 x  x   x    

1.8 Identify 
the 
environmental 
legislation & 
regulations 
relevant to 
HCWM 

1.8 

ˮ͔͙͒ͤͭͺ͙͊͟ͼ

͙͊͞ ͤ͊ 

͍͍͊ͦͤͦ͒͊ͫͭ͘͟

ͦͭͦ ͊͘ 

͙͍͗ͦͭͤ͊ 

͔͙ͫͪ͒ͤ͊ ͙ 

͔͎͙͍ͪͯ͊ͭ͊͡ 

͍͊͗ͤ͊ ͊͘ 

HCWM 

 x  x  x x    



 

   

 

1.9 Identify 
the necessary 
resources to 
develop and 
implement 
and EMS for 
the HCWM 
function at a 
healthcare 
facility 

1.9 

ˮ͔͙͒ͤͭͺ͙͍ͯ͟

͔͊ͥ ͤ͊ 

͔͙͔ͨͦͭͪ͋ͤͭ 

͔͙ͪͫͯͪͫ  ͊͘ 

͍ͪ͊ͦ͘͞ 

Σ͙͔͔ͣͨͣͤͭ͊͡

ͼ͙͊͞ ͙ EMS ͘ ͊ 

͍͔΄͙͙͔ͭͤͭ ͊͘ 

͊͘΄͙ͭͭ͊ ͤ͊ 

͍͔͒ͪ͊ͭͦ͘͞Σ 

HCWM 

ͺͯͤ͟ͼ͙͊͞ 

 x  x  x x    

1.10 Determi
ne the 
difference 
between 
environmental 
aspects and 
impacts 

1.10 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ ͙͙͔ͪ͊ͭ͘͟͡ 

͙͔ͣ͘͏ͯ 

͔ͦͦ͟͡΄͙͔ͭ͟ 

͔͙͊ͫͨͭ͟ ͙ 

͍͙͙͊ͤ͊͡͞͞ 

 x  x   x    



 

   

 

1.11 Identify 
the standards 
available for 
EMS 
accreditation 

1.11 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ 

͙͔ͫͭ͊ͤ͒͊ͪ͒ͭ 

͊͘ 

͔͙͊ͪ͒ͭ͊͟ͼ͙͊͞ 

ͤ͊ EMS 

 x  x   x    

1.12 Determi
ne the 
important 
things to 
consider when 
developing an 
environmental 
improvement 
programme 

1.12 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ ͍͙͊͗ͤ 

͙ͪ͊͋ͦͭ ͙ͦ͟ 

͔͠ ͔ͫ 

͎͔ͪ͊͒͊͊ͭ͘͡ 

͙ͨͪ ͍ͪ͊ͦͦͭ͘͞ 

ͤ͊  

͎ͨͪͦͪ͊ͣ͊ͭ͊ 

͊͘ 

͍͔ͨͦ͒ͦ͋ͪͯ͊ͥ 

ͤ͊ ͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊  

 x  x   x    



 

   

 

1.13 Describe 
what is 
involved in 
EMS audit 
process for the 
HCWM 
function 

мΦмо ˻͙ͨͫ ͤ͊ 

ͭͦ͊ ΄ͭͦ ͔ 

͍ͯ͟͡;͔ͤͦ ͍ͦ 

ͨͪͦͼ͔ͫͦͭ ͤ͊ 

͔͍͙͙ͪ͊͘͞ ͤ͊ 

HCWM 

ͺͯͤ͟ͼ͙͊ͭ͊͞   

 x  x   x    

6. Develop 
systems and 
operational 
procedures 
in line with 
Environmen
tal 
Manageme
nt System 

нΦ˾͍͊ͦ͘͞ ͤ͊ 

͙͔͙ͫͫͭͣ ͙ 

͔ͦͨͪ͊ͼ͙͙ͫ͟ 

ͨͪͦͼ͔͙͒ͯͪ 

͍ͦ 

͎ͫͦ͊ͫͤͦͫͭ͡ 

ͫͦ ˿͙͔ͫͭͣͦͭ 

͊͘ ͙͍͗ͦͭͤ͊ 

͔͙ͫͪ͒ͤ͊  

2.1 Develop 
and/or 
regularly 
review 
working 
instructions 
for managing 
healthcare 
waste, in line 
with an 
environmenta
l management 
system 
нΦм ˾͍͊ͦ͘͞ 

͙κ͙͙͡ 

͔͍͔ͪ͒ͦͤ 

͔͎͔ͨͪ͒͡ ͤ͊ 

͙ͤͫͭͪͯ͟ͼ͙͙͔ͭ 

͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͤ͊ 

͔͙ͣ͒ͼ͙͙ͤͫ͟ 

ͦͭͨ͊͒Σ ͍ͦ 

͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ 

͙͔ͫͫͭͣͦͭ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͫͦ ͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊  

x x   x x  x  x 



 

   

 

2.2 Develop 
and/or 
regularly 
review the 
relevant EMS 
documentatio
n for 
operational 
control of the 
HCWM  
function  
нΦн ˾͍͊ͦ͘͞ 

͙κ͙͙͡ 

͔͍͔ͪ͒ͦͤ 

͔͎͔ͨͪ͒͡ ͤ͊ 

͍͊͗ͤ͊ͭ͊ 

͔͒ͦͯͣͤͭ͊͟ͼ͙͞

͊ ͤ͊ EMSΣ ͊͘ 

͔͙͍ͦͨͪ͊ͭͤ͊ 

ͦͤͭͪͦ͊͟͡ ͤ͊ 

ͺͯͤ͟ͼ͙͊ͭ͊͞ 

ͤ͊ HWCM 

x x    x  x   



 

   

 

2.3 Develop 
and/or 
regularly 
review an 
environmenta
l audit for 
monitoring 
healthcare 
waste 
management 
in line with 
the EMS 
нΦо ˾͍͊ͦ͘͞ 

͙κ͙͙͡ 

͔͍͔ͪ͒ͦͤ 

͔͎͔ͨͪ͒͡ ͙ 

͔͍͙͙ͪ͊͘͞ ͤ͊ 

͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊ ͊͘ 

͙͙͎ͣͦͤͭͦͪͤ 

ͤ͊ 

͍͍͔ͯͨͪ͊ͯ͊ͥͭ

ͦ ͤ͊ 

͔͙ͣ͒ͼ͙͙ͤͫ͟ 

ͦͭͨ͊͒  ͍ͦ 

͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ 

EMS 

x x   x x x x   



 

   

 

2.4 Identify 
and 
document the 
environmenta
l 
improvement
s which can 
be made in 
relation to 
healthcare 
waste 
management 
activities 
2.4  

ˮ͔͙͒ͤͭͺ͙ͼ͙

͔ͪ͊ͥ ͙ 

͔͒ͦͯͣͤͭ͊͟ͼ͙͞

͊ ͤ͊ 

͍ͨͦ͒ͦ͋ͪͯ͊ͥ͊

ͭ͊ ͍ͦ 

͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊ ͙ͦ͟ 

͔ͣͦ͗ ͒͊ 

͙͋͒͊ͭ ͍ͦ 

͍ͪͫ͊͟ ͫͦ 

͙͍͙͔͊ͭͤͦͫͭͭ͟ 

͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͫͦ 

͔͙ͣ͒ͼ͙͙ͤͫ͟ 

ͦͭͨ͊͒  

x x   x x x x   



 

   

 

2.5 Ensure 
all plans and 
procedures 
you produce 
are in line 
with the 
overarching 
environmenta
l management 
ǎȅǎǘŜƳΩǎ 
objectives and 
targets 
2.5 

˻͙͎͍͔ͫͯͪͯ͊ͥ 

͔͒͊͟ ͙͔ͫͭ 

͍͙ͨ͊ͤͦ͡ ͙ 

ͨͪͦͼ͔͙͒ͯͪ 

͙ͦ͟ ͔ͫ 

͙͍͔͍ͨͪͦ͒ͯ͊͘

͊ͭ ͔ͫ ͍ͦ 

͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ 

͔͍͙͔ͫͯͨͤͭ͟ 

ͼ͔͙͡ ͙ 

͔͙ͤ͊ͣͪ ͤ͊ 

͙͔ͫͫͭͣͦͭ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͫͦ ͙͍͗ͦͭͤ͊ 

͔͙ͫͪ͒ͤ͊ 

x x   x x x x   

2.6 Conduct 
a training 
needs analysis 
2.6˿ ͍͔͍ͨͪͦ͒ͯ

͔͊ͥ ͤ͊ ͦ͋ͯ͊͟ 

͊͘ ͙͊ͤ͊͊͘͡ ͤ͊ 

͔͙͔ͨͦͭͪ͋ͭ  

 

x x   x x x x   



 

   

 

2.7 Impleme
nt a training 
and 
awareness 
raising 
programme 
2.7 

˿͍͔͍ͨͪͦ͒ͯ͊ͥ

͔ ͤ͊ ͦ͋ͯ͊͟ ͙ 

͙͎͍͔ͨͦ͒ͤͯ͊ͥ 

ͤ͊ ͍͊ͤ͊ͭ͊͞ 

͍͔ͫͫͭ  

x x   x x  x   

2.8 Regularl
y evaluate the 
effectiveness 
of the 
implemented 
training and 
awareness 
raising 
programme 
нΦу ˾͔͍͒ͦͤ͊ 

ͨͪͦͼ͔ͤ͊͟ ͤ͊ 

͔͙͔ͪͯͭ͊ͭͭ͘͡ 

ͦ͒ 

͍͔͔ͫͨͪͦ͒ͤ͊ͭ͊ 

ͦ͋ͯ͊͟ ͙ 

͎ͨͪͦͪ͊ͣ͊ͭ͊ 

͊͘ 

͙͎͍ͨͦ͒ͤͯ͊ͥ͊ 

ͤ͊ ͍͊ͤ͊ͭ͊͞ 

͍͔ͫͫͭ  

x x    x  x   

2.9 Determi
ne the phases 
involved in 
developing 
and 
implementing 
an EMS 
2.9 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ ͺ͙ͪ͊͘ ͙ͦ͟ 

͔ͫ ͍ͯ͟͡;͔͙ͤ 

͍ͦ ͍ͪ͊ͦͦͭ͘͞ ͙ 

͙͔͔ͣͨͣͤͭ͊͡ͼ

͙͊ͭ͊͞ ͤ͊ EMS  

x x   x x     



 

   

 

2.10 Identify 
the 
environmenta
l impacts of 
healthcare 
waste 
management 
activities  

2.10 

ˮ͔͙͒ͤͭͺ͙͊͟ͼ

͙͊͞ ͤ͊ 

͍͙͙͊ͤ͊ͭ͊͡͞͞ 

͍ͪ͘ 

͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊ ͦ͒ 

͍͍͔ͯͨͪ͊ͯ͊ͥͭ

ͦ ͫͦ 

͔͙ͣ͒ͼ͙͙ͤͫͦ͟

ͭ ͦͭͨ͊͒ 

 x  x  x x    

2.11 Describe 
the potential 
benefits of 
implementing 
an EMS 

нΦмм ˻͙ͨͫ ͤ͊ 

͔ͨͦͭͤͼ͙͙͊ͤ͞͡

͔ͭ ͙͍͙͒ͦ͋͟ 

͙ͨͪ 

͙͔͔ͣͨͣͤͭ͊͡ͼ

͙͊͞ ͤ͊ EMS  

 x  x   x    

2.12 Describe 
the criteria for 
setting 
SMART 
targets 

нΦмн ˻͙ͨͫ ͤ͊ 

͙͔͙ͪͭͪͯͣͦͭ͟ 

͊͘ 

͍͍͔ͨͦͫͭ͊ͯ͊ͥ 

ͤ͊ ˽ˢ˸˩́˹ˮ 

͎͔͙ͭ͊ͪͭ  

 x  x   x    



 

   

 

2.13 Determi
ne the 
difference 
between 
άǎȅǎǘŜƳέ ŀƴŘ 
άƻǇŜǊŀǘƛƻƴŀƭέ 
procedures 

2.13 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ ͙ͪ͊͊ͭ͊͘͟͡ 

͙͔ͣ͘͏ͯ  

ΨΩ͙ͫ ͔ͫͭͣͫ͊͟ΩΩ 

͙ 

ΨΩͦͨ ͔͙͍ͪ͊ͭͤ͊Ω

Ω ͨ ͪͦͼ͔͒ͯͪ͊ 

 x  x   x    

2.14 Describe 
the various 
types of 
system and 
operational 
procedures 

2.14 ˻ ͙ͨͫ ͤ͊ 

͍͔͔ͨͦ͠ 

͍͙͍͙͒ͦ ͤ͊ 

͙͔͙ͫͫͭͣͫ͟ ͙ 

͔͙͍͙ͦͨͪ͊ͭͤ 

ͨͪͦͼ͔͙͒ͯͪ  

 x  x   x    

7. Commun
icate with 
and engage 
relevant 
stakeholder
s 

оΦ˴͙ͦͣͯͤͼ͙

͔ͪ͊ͥ ͫͦ ͙ 

͎͙͔͊ͤ͊͗ͪ͊ͥ 

3.1 Secure 
commitment 
from senior 
management 
оΦм ˣ͔͔͋͒ͤ͊͘ 

͍͔͔ͨͦͫͭͤͦͫͭ 

ͦ͒ ͫͭͪ͊ͤ͊ ͤ͊ 

͍͙͙ͫͦͦͭ͟ 

͔ͣͤ͊ͽ͔ͣͤͭ  

x x   x x x x x  



 

   

 

͍͙͊͗ͤ 

;͙͙͔͙ͤͭ͡  
3.2 Ensure 
any resources 
which may be 
required by 
the EMS 
Management 
Team are in 
place and 
available 
3.2 

˻͙͎͍͔ͫͯͪͯ͊ͥ 

͔͒͊͟ ͙͔ͫͭ 

͔͙ͪͫͯͪͫ ͙ͦ͟ 

͔ͣͦ͗ ͔͠ 

͙͋͒͊ͭ  

͔ͤͦͨͻ͙ͦ͒ͤ ͊͘ 

EMS 

͔ͣͤ͊ͽ͔ͣͤͭ 

͙ͭͣͦͭ ͔ͫ ͤ͊ 

͔ͣͫͭͦ ͙ 

͙͒ͦͫͭ͊ͨͤ 

x x   x x x x   

3.3 Maintain 
all records 
required for 
the EMS 

x x   x x x x   

3.4 Attend 
meetings 
relating to the 
EMS 
оΦо ˽͔ͦͫͭ͊ ͤ͊ 

͔͙ͫͪ͒͋ ͙ͦ͟ 

͔ͫ 

͔͍ͦ͒ͤͫͯ͊͊ͭ 

͊͘ EMS  

x x   x x x x   



 

   

 

3.5 Before 
conducting 
your 
environmenta
l review, let 
employees 
know what is 
happening 
and 
encourage 
them to start 
thinking 
about the part 
they can play 
3.5 ˽ ͔ͪ͒ 

͍͔͍ͫͨͪͦ͒ͯ͊ͥ

͔ ͤ͊  

͔͍͙͙ͪ͊ͭ͊͘͞ ͊͘ 

͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊Σ ͒͊ 

͙ͣ ͔ͫ 

͍͙ͦͦͣͦ͗͘ ͤ͊ 

͍͔͙͔ͪ͊͋ͦͭͤͭ 

͒͊ ͤ͊͊ͭ͘ ΄ͭͦ 

͔ͫ ͫͯ͡;͍ͯ͊ ͙ 

͒͊ ͔ͫ 

͙ͨͦͭͭͤ͊ͭ͟ ͒͊ 

͙͍ͪ͊ͣͫͯ͊͊ͭ͘͡ 

͊͘ ͔͒ͦͭ͡ ͍ͦ 

ͦ͟͞ ͔ͣͦ͗ ͒͊ 

ͯ;͔͍͍ͫͭͯ͊͊ͭ 

x x   x x x x   



 

   

 

3.6 Commun
icate with 
employees 
(e.g. using an 
environmenta
l notice board, 
internal 
memos, 
meetings, 
intranet, team 
briefings and 
letters) 
3.6 

˴͙ͦͣͯͤͼ͙ͪ͊

͔ͥ ͫͦ 

͍͔͙͔ͪ͊͋ͦͭͤͭ 

͔ͨͪͯ͟ όͤ͊ 

͙͔ͨͪͣͪ: 

͙͔͔ͦͪͫͭͥ͟ ͤ͊ 

͎ͦ͊ͫͤ͊͡ 

ͭ͊͋͊͡ ͊͘ 

͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊Σ 

͍͔ͤ͊ͭͪ΄͔ͤ 

͔ͣͣͦͪ͊ͤ͒ͯͣΣ 

͙͔ͤͭͪ͊ͤͭΣ 

͙ͤͫͭͪͯ͟ͼ͙͙ 

͊͘ ͙ͭͣͦͭ ͙ 

͙ͨͫͣ͊ύ 

x x   x x x x   



 

   

 

3.7 Ask 
employees for 
their ideas 
and ensure 
that these 
ideas are 
acknowledged 
and are not 
ignored 
3.7 ˽ ͪ͊΄͔͊ͭ͞ 

͎͙ 

͍͔͙͔ͪ͊͋ͦͭͤͭ 

͊͘ ͙͍͙͔ͤͤͭ 

͙͔͙͒ ͙ 

͙͎͔ͦͫͯͪ͊ͭ͞ ͔ͫ 

͔͒͊͟ ͙͔ͭ 

͙͔͙͒ ͔ͫ 

͙ͨͪͺ͔͙͊ͭͤ ͙ 

͔ͤ ͔ͫ 

͙͎͙͙ͤͦͪͪ͊ͤ 

x x   x x x x   

3.8 Be open, 
let employees 
know that 
some 
decisions are 
not set in 
stone 
оΦу ˣ͙͔͔͒ͭ 

͍͔͙ͦͭͦͪͤΣ 

͍͔͔͒ͦͦͭ͘͡ ͙ͣ 

ͤ͊ 

͍͔͙͔ͪ͊͋ͦͭͤͭ 

͔͒͊͟ ͔͙ͤͦ͟ 

͙ͦ͒ͯ͟͡ ͔ͤ ͔ͫ 

͍ͦ ͔ͪ͒  

 x  x  x x    

3.9 Provide 
feedback both 
good and bad 
оΦф ˻͔͔͙͋͋͒͘ 

͍͙ͨͦͪ͊ͭͤ 

͙͒ͦ͋ͪ ͙ 

ͦ͡΄͙ 

͙ͤͺͦͪͣ͊ͼ͙͙  

 x  x  x x    



 

   

 

3.10 Make 
sure staff 
understand 
and support 
any 
procedures 
introduced as 
part of the 
EMS through 
suitable 
training 
3.10 

˻͙͎͔ͫͯͪ͊ͭ͞ ͔ͫ 

͔͒͊͟ 

͍͔͙͔ͪ͊͋ͦͭͤͭ 

͊͞ ͙ͪ͊͋ͪ͊͊ͭ͘ 

͙ 

͍ͨͦ͒͒ͪ͗ͯ͊͊ͭ 

ͨͪͦͼ͔͒ͯͪ͊ͭ͊ 

͍͍͔͔ͦ͒ͤ͊ 

͊ͦ͟͟ ͔͒͡ ͦ͒ 

9a{ ͍ͦ ͔ͭͦͭ͟ 

ͤ͊ ͦ͋ͯ͊ͭ͊͟  

 x  x  x x    

3.11 Set up 
short, but 
frequent, 
environmenta
l management 
team 
meetings 
3.11 

˻͔͔͔͔͋͋͒ͭ͘ 

ͪ͊ͭ͊͟͟Σ ͤͦ 

ͺ͔ͪ͟ͺ͔ͤͭͤ͊ 

͔ͫͪ͒͋͊ ͫͦ 

͙ͭͣͦͭ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͤ͊ ͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊ 

x x   x x x x   



 

   

 

3.12 Determi
ne how to 
effectively 
communicate 
information 
relating to the 
EMS to other 
staff 
3.12 

˻͔͔͔͒ͪ͒ͭ 

͊ͦ͟͟ 

͔ͺ͔͙͍ͭͤͦ͟ ͒͊ 

͙ͦͣͯͤ͟ͼ͙ͪ͊͊

ͭ ͊͘ 

͙ͤͺͦͪͣ͊ͼ͙͙

͔ͭ ͊͘ EMS ͫ ͦ 

͎͙͔͒ͪͯͭ 

͍͔͙ͪ͊͋ͦͭͤ 

 x  x   x    

3.13 Determi
ne the 
importance of 
top-level 
commitment 

оΦмо ˨͊ ͔ͫ 

͍͙ͯͭͪ͒ 

ͤ͊͘;͔͊ͥͭͦ ͤ͊ 

͍͔͔ͨͦͫͭͤͦͫͭ 

ͦ͒ ͍͙ͤ͊ͫͦͦ͟͞ 

͙͍ͤͦ 

 x  x   x    

3.14 Describe 
the benefits 
of top-level 
commitment 

оΦмп ˻͙ͨ΄͙ 

͎͙ 

͙͙͍͙ͨͪ͒ͦ͋ͭ͟

͔ ͦ͒ 

͍͔͔ͨͦͫͭͤͦͫͭ͊ 

ͤ͊ ͍͙ͤ͊ͫͦ͟͞ 

͙͍ͤͦ  

 x  x   x    



 

   

 

3.15 Identify 
methods to 
secure top-
level 
commitment 

оΦмр ˻͔͙͒ͪ͒ 

͎͙ ͔͙͔ͣͭͦ͒ͭ 

͊͘ 

͙͎͍͔ͦͫͯͪͯ͊ͥ 

ͤ͊ 

͍͔͔ͨͦͫͭͤͦͫͭ 

ͤ͊ ͍͙ͤ͊ͫͦ͟͞ 

͙͍ͤͦ  

 x  x   x    

3.16 Describe 
the 
management 
representativ
ŜΩǎ ǊƻƭŜ ǿƛǘƘƛƴ 
the EMS 

оΦмс ˻͙ͨ΄͙ 

͊͞ ͎ͯͦ͊ͭ͊͡ ͤ͊ 

͔͍͙ͨͪͭͫͭ͊ͤͦ͟

ͭ ͤ͊ 

͍͍ͯͨͪ͊ͯ͊;͙ͦ͟

ͭ ͙ͭͣ ͍ͦ 

͙ͪ͊ͣ͟ ͤ͊ 

EMS  

 x  x   x    



 

   

 

8. Work in 
a 
manner 
which 
underpin
s 
effective 
performa
nce 

4.˾ ͊͋ͦͭ͊ ͤ͊ 

ͤ͊;͙ͤ ͦ͟͞ 

͎͙͊ͪ͊ͤͭͪ͊ 

͔ͺ͔͙͍ͭͤͦͫͭ͟ 

4.1 You 
recognise 
changes in 
legislation 
promptly and 
adjust plans 
and activities 
accordingly 
пΦм ˣͪͦ͘ ͎͙ 

͔͍ͨͪͨͦͤ͊͊͘΄ 

͔͙͔ͨͪͦͣͤͭ 

͍ͦ 

͍͍͊ͦͤͦ͒ͫͭͦ͘͟

ͭͦ ͙ 

͍͙͔ͨ͊ͤͦͭ͡ ͙ 

͙͍͙͔͊ͭͤͦͫͭͭ͟ 

͎͙ 

͙͍ͨͪͫͨͦͫͦ͋ͯ

͔͊ͭ 

͍͔ͫͦͦ͒ͭͤͦ  

x x   x x x x   

4.2 You make 
time available 
to support 
others 
пΦн ˹͊ͦ͏͔͊ͭ 

͍͔͔ͪͣ ͊͘ 

ͨͦͣ͊͏͔͊ͥ ͤ͊ 

͎͙͔͒ͪͯͭ  

          

4.3 You give 
feedback to 
others to help 
them improve 
their 
performance 
пΦо ˨͍͔͊͊ͭ 

͍ͨͦͪͭͤ͊ 

͙ͤͺͦͪͣ͊ͼ͙͊͞ 

ͤ͊ ͎͙͔͒ͪͯͭ ͒͊ 

͙ͣ 

͎͔͔ͨͦͣͦͤͭ ͒͊ 

͊͞ ͒ͦ͊͗͊ͭ͟ 

͍ͫͦ͊ͭ͊͞ 

͙͍͔͒͋͊͘  

x x  x x x x x   



 

   

 

4.4 You 
identify and 
raise legal 
compliance 
concerns 
4.4  

x x  x x x x x   

4.5 You show 
sensitivity to 
ǎǘŀƪŜƘƻƭŘŜǊǎΩ 
needs and 
manage these 
effectively 
4.5 

˽͍͔ͦ͊͗ͯ͊ͭ͟ 

͔͙͙͍ͫͤͭͤͦͫͭ͘ 

ͦͤ͟ 

͔͙͔ͨͦͭͪ͋ͭ ͤ͊ 

͊͟ͼ͙͔͙͔ͦͤͪͭ 

͙ ͎͙ 

͍͍͔ͯͨͪ͊ͯ͊ͭ 

͔ͺ͔͙͍ͭͤͦ͟  

x x  x x x x x   

4.6 You 
encourage 
others to 
share 
information 
and 
knowledge 
within the 
constraints of 
confidentiality 
пΦс ˸͔͔ͦ͗ͭ 

͒͊ ͎͙ 

ͦͻ͙͔ͪ͊͋ͪͭ 

͎͙͔͒ͪͯͭ ͒͊ ͎͙ 

͔ͫͨͦ͒͊ͭ͡ 

͍͙͔ͫͦͭ 

͔ͤ͊ͥ͊͘ ͙ 

͙ͤͺͦͪͣ͊ͼ͙͙ 

͍ͦ ͙͔ͪ͊ͣͭ͟ 

ͤ͊ 

͎͙ͦͪ͊ͤ;͍ͯ͊ͥ

͊ͭ͊ ͤ͊ 

͍͔͙͍͒ͦͪͦͫͭ͡ 

x x  x x x x x   



 

   

 

4.7 You are 
vigilant for 
potential risks 
4.7 

˽͔͙͍ͪͭͨ͊ͦ͘͡

ͫͭ ͦ͒  

͔ͨͦͭͤͼ͙͙͊ͤ͞͡ 

͙ͦͨ͊ͫͤͦͫͭ  

x x  x x x x x   

4.8 You make 
appropriate 
information 
and 
knowledge 
available 
promptly to 
those who 
need it and 
have a right to 
it 
пΦу ˤ͙͔ 

͔͔͍͔ͦ͋͋͒ͯ͊ͭ͘ 

͍͔͙ͫͦͦͫ͒ͭͤ 

͙ͤͺͦͪͣ͊ͼ͙͙ 

͙ ͔ͤ͊ͥ͊͘ ͙ͦ͟ 

͔ͫ ͙͒ͦͫͭ͊ͨͤ 

͋ͪͦ͘ ͊͘ ͙͔ͭ 

͙ͦ͟ ͙ͣ͊͊ͭ 

͔ͨͦͭͪ͋͊ ͦ͒ 

͙͍ͤ ͙ ͍ͨͪ͊ͦ 

ͤ͊ ͙͍ͤ 

x x  x x x x x   

 

UNIT 3 Contribute to the selection of personnel for activities 
UNIT 3 ˽ ͙͔ͪ͒ͦͤͫ ͊͘ ͙͋ͦͪ͘ ͤ͊ ͔ͨͪͫͦͤ͊͡ ͊͘ ͙͍͙͊ͭͤͦͫͭ͟ 



 

   

 

EQF Level:  
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍ ͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

1. Contri
bute to 
identif
ying 
person
nel 
require
ments 

 

 

1. 

˽͙͔ͪ͒ͦͤͫ 

͊͘ 

͙͔͙͒ͭͺ͙͊͟

ͼ͙͊͞ ͤ͊ 

͋͊ͪ͊ͥ͊ ͦ͒ 

͔ͨͪͫͦͤ͊͡   

1.1 Base your 

contributions to 

identifying 

personnel 

requirements 

on current, 

valid and 

reliable 

information. 

 

1.1  

 

   X   X    

1.2 Contrib
ute 
suggest
ions for 
person
nel 
allocati
ons 
which 
take 
accoun
t of 
work 
objecti
ves and 
constra
ints. 

мΦн ˨͍͔͊͊ͥ ͤ͊ 

͔͙ͨͪ͒ͦ͘͡ ͊͘ 

͔͔ͪ͊ͫͨͪ͒͋͊͡ 

ͤ͊ ͔ͨͪͫͦͤ͊ͦͭ͡ 

ͦ͟͞ ͔͠ ͎͍ͦ͒ͦ͊ͪ͊ 

ͤ͊ ͙͔ͪ͊͋ͦͭͤͭ 

ͼ͔͙͡ ͙ 

͎͙ͦͪ͊ͤ;͍ͯ͊ͥ͊ 

X X  X   X    
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍ ͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

1.3 Sugges
t 
person
nel 
require
ments 
which 
meet 
organis
ational 
needs 
and 
legal 
require
ments. 

1.3 ˽ ͔͎ͪ͒ͦ͡ ͤ͊ 

͔͋͊ͪ͊ͥ ͤ͊  

͔ͨͪͫͦͤ͊͡ ͦ͟͞ ͎͙ 

͙͍ͫͨͦͤͯ͊͡ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͙ͫ͟

͔ͭ ͔͙ͨͦͭͪ͋ ͙ 

͙͔͊ͦͤͦͫͭ͘͟͟ 

͋͊ͪ͊ͥ͊   

   X   X X   

1.4 Present 

your 

contributions to 

relevant people 

in the agreed 

format at the 

agreed time. 

1.4 

˽͔͔͙͔ͪͤͭͪ͊ͭ͘͞ 

͎ͦ ͍͊΄͙ͦͭ 

͙͔ͨͪ͒ͦͤͫ  ͤ͊ 

͍͔͙ͫͦͦ͒ͭͤ ͯ͡͏͔ 

͍ͦ ͍͔ͫͦͦ͒ͭͤ͊ 

ͺͦͪͣ͊ ͙ 

͍͔ͫͦͦ͒ͭͤͦ 

͍͔͔ͪͣ  

  X   X X X  X 
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍ ͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

1.5 Consult with 

relevant people 

on personnel 

requirements in 

a timely and 

confidential 

manner 

1.5 

˴͙͔ͦͤͫͯͭͪ͊ͭ͡͞ 

͔ͫ ͫͦ 

͔͔͍͙͔ͪ͊ͤͭͤͭ͡ 

͙͡ͼ͊ ͊͘ 

͋͊ͪ͊ͥ͊ͭ͊ ͤ͊ 

͔ͨͪͫͦͤ͊ͦͭ͡ 

͍͔͔ͤ͊ͪͣͤͦ ͙ 

ͤ͊ ͍͔͙͍͒ͦͪ͡ 

ͤ͊;͙ͤ 

  X   X X X  X 

1.6 Evaluate the 

skills required 

and the overall 

objectives of 

the job role 

when 

considering 

personnel 

requirements 

мΦс ˴͎ͦ͊ 

͍ͫͭ͊ͤͯ͊ ͋ͦͪ͘ 

͊͘ ͋͊ͪ͊ͥ͊ ͤ͊ 

͔ͨͪͫͦͤ͊͡ 

ͦͼ͔͔͔ͤͭ ͎͙ 

͙͔ͫͭ ͔͙ͨͦͭͪ͋ͤ 

͍͔΄͙͙ͭͤ ͊͘ 

ͪ͊͋ͦͭͤ͊ͭ͊ 

͎ͯͦ͊͡ 

X X  X   X    
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍ ͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

1.7 Identify 

when additional 

personnel may 

be required 

мΦт ˻͔͙͒ͪ͒ 

͎ͦ͊͟  ͔ͣͦ͗ ͒͊ 

͔ͫ ͋͊ͪ͊ 

͙͔͔͒ͦͨͦͤͭͤ͡͡ 

͔ͨͪͫͦͤ͊͡  

 X   X X  X X   

2. Contri
bute to 
the 
selecti
on of 
person
nel for 
activiti
es 

нΦ ˽͙͔ͪ͒ͦͤͫ 

ͦͤ͟ ͙͋ͦͪ͘  ͤ͊ 

͔ͨͪͫͦͤ͊͡ ͊͘ 

͍ͪ΄͔͔ͥ ͤ͊ 

͙͍͙͊ͭͤͦͫͭ͟ 

2.1 Use 

methods to 

assess and 

select 

personnel 

which meet 

organisational 

requirements. 

2.1 

͔͍͔̂ͨͦͭͪ͋ͯ͊ͭ͞ 

͔͙ͣͭͦ͒ ͊͘ 

͙͙͍͔ͫͨͭͯ͊ͥ ͙ 

͔͍͔ͦ͒ͪ͒ͯ͊ͥ ͤ͊ 

͔ͨͪͫͦͤ͊ͦͭ͡ ͦ͟͞ 

͔͠ ͎͙ 

͙͍ͫͨͦͤͯ͊͡ 

͋͊ͪ͊ͥ͊ͭ͊ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  

X X X X   X X  X 
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍ ͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

2.2 Provide 

information 

which is 

complete, 

accurate and 

supports the 

fair assessment 

of personnel. 

нΦн ˻͔͔͔͔͋͋͒ͭ͘ 

͙ͤͺͦͪͣ͊ͼ͙͙͙ 

͙ͦ͟ ͔ͫ 

ͼ͔͙ͦͫͤ͡Σͭͦ;͙ͤ 

͙ ͎ͦ 

͍ͨͦ͒ͪ͗ͯ͊͊ͭ 

͔ͨͪͫͦͤ͊ͦͭ͡  

 X X X   X X  X 

2.3 Make 

suggestions for 

the selection of 

personnel 

which are 

based on 

objective 

assessments of 

the information 

against agreed 

selection 

criteria. 

нΦо ˹͍͔͔͊ͨͪ͊ͭ 

͔͙ͨͪ͒ͦ͘͡ ͊͘ 

͙͋ͦͪ͘ ͤ͊ 

͔ͨͪͫͦͤ͊͡ ͙ͦ͟ 

͔ͫ ͙͙͋͊ͪ͊ͤ͘ ͤ͊ 

͔͙͍ͦ͋ͭͤ͊͟͞ 

ͨͪͦͼ͔ͤ͊͟ ͤ͊ 

͙ͤͺͦͪͣ͊ͼ͙͙͔ͭ 

͙ͤ͊ͫͨͪͦͭ 

͎͍͔͙͔͒ͦͦͦͪͤͭ 

͙͔͙͙ͪͭͪͯͣ͟ ͊͘ 

͔͔ͫ͟͡ͼ͙͊͞   

X X X X  X X X  X 
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍ ͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

2.4 Make 

suggestions for 

selection which 

are clear and 

accurate. 

нΦп ˹͍͔͔͊ͨͪ͊ͭ 

͔͙ͨͪ͒ͦ͘͡ ͊͘ 

͔͔ͫ͟͡ͼ͙͊͞ ͙ͦ͟ 

͔ͫ ͙͊ͫͤ͞ ͙ 

ͭͦ;͙ͤ 

X X X X   X X   

2.5 Make your 

suggestions 

available only 

to authorised 

people. 

нΦр ˹͍͔͔͊ͨͪ͊ͭ 

͍͊΄͙͔ͭ 

͔͙ͨͪ͒ͦ͘͡ ͒͊ 

͙͋͒͊ͭ 

͙͒ͦͫͭ͊ͨͤ ͫ͊ͣͦ 

͊͘ ͍͔͙ͦ͊ͫͭͤ͡ 

͙͡ͼ͊  

X X X X X  X    

2.6 Handle your 

communication

s with 

personnel in a 

manner, and at 

a level and 

pace, 

appropriate to 

their needs. 

нΦс ˹͍͔͔͊ͨͪ͊ͭ 

͊͞ ͍͊΄͊ͭ͊ 

͙ͦͣͯͤ͊͟͟ͼ͙͊͞ 

ͫͦ ͔ͨͪͫͦͤ͊ͦͭ͡ 

ͤ͊ ͤ͊;͙ͤΣ ͤ͊ 

͙͍ͤͦ ͙ ͔ͭͣͨͦΣ 

͔ͦ͟ ͎͍ͦ͒ͦ͊ͪ͊ 

ͤ͊ ͙͍͙͔ͤͤͭ 

͔͙ͨͦͭͪ͋ 

 X X X   X X  X 
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍ ͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

2.7 Keep 

records of your 

contribution to 

the selection 

process which 

are complete, 

accurate, clear 

and meet 

organisational 

requirements. 

нΦт ˹͍͔͔͊ͨͪ͊ͭ 

͔͍͙͔͒ͤͼ͙͊͞ ͤ͊ 

͍͊΄͙ͦͭ 

͙͔ͨͪ͒ͦͤͫ ͍ͦ 

ͨͪͦͼ͔ͫͦͭ ͤ͊ 

͔͔ͫ͟͡ͼ͙͊͞Σ ͦ͊͟͞ 

͔͠ ͙͔͋͒ 

͔ͦͣͨͭͤ͊͟͡Σ 

͔ͨͪͼ͙ͤ͊͘Σ 

ͭͦ;ͤ͊ ͙ ͎͙ 

͙͍ͫͨͦͤͯ͊͡ 

͋͊ͪ͊ͥ͊ͭ͊ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  

     X    X 
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍ ͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

3. Contribute 

to identifying 

personnel 

requirements 

оΦ ˽͙͔ͪ͒ͦͤͫ 

͍ͦ 

͔͍͔ͦ͒ͪ͒ͯ͊ͥͭͦ 

ͤ͊ ͋͊ͪ͊ͥ͊ͭ͊ 

ͤ͊ ͔ͨͪͫͦͤ͊ͦͭ͡  

3.1 Describe 

how to make a 

case for 

additional 

personnel 

needs in a way 

which is likely 

to influence 

decision- 

makers 

positively. 

оΦм ˻͙ͨ΄͔͔ͭ ͎ͦ 

ͫͯ͡;͊ͦͭ͞ ͊͘ 

͔͙͔ͨͦͭͪ͋ͭ ͦ͒ 

͙͔͔͒ͦͨͦͤͭͤ͡͡ 

͔ͨͪͫͦͤ͊͡ ͤ͊ 

ͤ͊;͙ͤ ͦ͟͞ 

͍͔ͪͦ͊ͭͤͦ͞ ;͔ 

͍͙͔͊͡͞ 

͙͙͍ͨͦͭͤͦ͘ ͍ͦ 

ͦ͒ͯ͊ͭ͊͟͡ 

   X X  X X   
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍ ͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

3.2 Define how 

to collect and 

check the 

validity of the 

information 

necessary to 

contribute to 

personnel 

requirements. 

3.2 

˨͔ͺ͙͙͔ͤͪ͊ͭ͞ 

͊ͦ͟͟ ͒͊ ͔ͫ 

͔͔ͫͦ͋ͪ ͙ 

͍͔͙ͨͪͦͪ 

͍͙͊͒ͤͦͫͭ͊͡ ͤ͊ 

͙ͤͺͦͪͣ͊ͼ͙͙͔ͭ 

͙ͦ͟ ͔ͫ 

͔ͤͦͨͻ͙ͦ͒ͤ ͊͘ 

͋͊ͪ͊ͥ͊ͭ͊ ͤ͊ 

͔ͨͪͫͦͤ͊ͦͭ͡   

X  X X  X     

3.3 Explain the 

legal 

requirements 

for the 

identification of 

personnel 

requirements. 

оΦо ˻͔͔͋͊ͫͤͭ͞ 

͎͙ ͙͔͊ͦͤͫͭ͘͟͟ 

͋͊ͪ͊ͥ͊ ͊͘ 

͍͍͔ͯͭͪ͒ͯ͊ͥ ͤ͊ 

͍͙͔ͯͫͦͭ͡ ͊͘ 

͔ͨͪͫͦͤ͊͡  

 X  X   X X  X 
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍ ͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

3.4 Outline the 

organisational 

requirements 

for identifying 

personnel 

needs. 

оΦп ˾͔͙͔ͣ͘ ͤ͊ 

͋͊ͪ͊ͥ͊ͭ͊ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ 

͊͘ 

͙͔͙͒ͤͭͺ͙͍ͯ͊͟

͔ͥ ͤ͊ 

͔͙͔ͨͦͭͪ͋ͭ ͤ͊ 

͔ͨͪͫͦͤ͊ͦͭ͡  

 X  X   X X  X 

3.5 Understand 

how to identify 

and interpret 

the work 

objectives and 

constraints 

which are 

relevant to 

identifying your 

personnel 

needs. 

оΦр ˨͊ ͔ͫ 

͔͔ͪ͊͋ͪ͘ ͊ͦ͟͟ 

͒͊ ͔ͫ 

͙͔͙͒ͭͺ͙ͼ͙ͪ͊͊

ͭ ͙ 

͙͔͔͙ͤͭͪͨͭͪ͊͊ͭ 

͙͔ͪ͊͋ͦͭͤͭ 

ͼ͔͙͡ ͙ 

͎͙ͦͪ͊ͤ;͍ͯ͊ͥ͊ 

͙ͦ͟ ͔ͫ 

͔͍ͦ͒ͤͫͯ͊͊ͭ ͊͘ 

͔͍͔ͦ͒ͪ͒ͯ͊ͥ ͤ͊ 

͔͙͔ͨͦͭͪ͋ͭ ͤ͊ 

͔ͨͪͫͦͤ͊ͦͭ͡ 

   X   X X   
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍ ͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

3.6 Define how 

to help specify 

the job roles, 

competences 

and attributes 

required to 

meet these 

needs. 

оΦс  ˿͔ 

͔͒ͺ͙͙ͤͪ͊ ͊ͦ͟͟ 

ͪ͊͋ͦͭͤ͊ͭ͊ 

͎ͯͦ͊͡ ͔ͣͦ͗ ͒͊ 

͙ͣ ͎͔ͨͦͣͦͤΣ 

͔͙ͤ͊͒͗ͤͦͫͭͭ͡͡

͔ ͙ ͙͔͊ͭͪͯ͋ͯͭͭ 

͔͙ͨͦͭͪ͋ͤ ͒͊ ͔ͫ 

͍͊͒ͦͦ͊ͭ͘͡ 

͔͙͔ͨͦͭͪ͋ͭ 

 X  X X  X X   

4. Contribute 

to the 

selection of 

personnel for 

activities 

пΦ ˽͙͔ͪ͒ͦͤͫ 

͍ͦ ͙͋ͦͪͦͭ͘ ͤ͊ 

͔ͨͪͫͦͤ͊͡ 

4.1 Describe 

how to present 

suggestions for 

selection 

effectively. 

пΦм ˻͙ͨ΄͔͔ͭ 

͊ͦ͟͟ ͎͙ 

͔͔͙͔ͨͪͤͭͪ͊ͭ͘ 

͔͙͔ͨͪ͒ͦͭ͘͡ ͊͘ 

͔ͺ͔͙͍͔ͭͤ͟ 

͙͋ͦͪ͘  

 

 X X X   X X   
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍ ͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

4.2 Define how 

to 

communicate 

effectively with 

the range of 

personnel 

involved. 

пΦн ˿͔ 

͔͒ͺ͙͙ͤͪ͊ ͊ͦ͟͟ 

͔ͺ͔͙͍ͭͤͦ͟ ͔ͫ 

͙ͦͣͯͤ͟ͼ͙ͪ͊ ͫͦ 

͎ͪͯͨ͊ ͤ͊ 

͔ͨͪͫͦͤ͊͡ ͦ͟͞ ͔ 

͍͔͔͠ ͍ͯ͟͡;͔ͤ  

  X X   X X  X 

4.3 Understand 

the importance 

of 

confidentiality 

during selection 

processes ς 

what kinds of 

information 

may be made 

known to which 

staff. 

пΦо ˨͊ ͔ͫ 

͔͔ͪ͊͋ͪ͘ 

͍͊͗ͤͦͫͭ͊ ͤ͊ 

͍͔͙͍͒ͦͪͦͫͭ͊͡ 

͙ͨͪ ͨͪͦͼ͔ͫͦͭ 

ͤ͊ ͔͔ͫ͟͡ͼ͙͊͞ ς 

ͦ͟͞ ͔͒͡ ͦ͒ 

͙ͤͺͦͪͣ͊ͼ͙͙͔ͭ 

͔ͣͦ͗ ͒͊ ͔ͫ 

͔ͫͨͦ͒͊ͭ͡ ͙ ͤ͊ 

͙ͦ͟ ͍͔͙ͪ͊͋ͦͭͤ  

 X X X   X X   



 

   

 

EQF Level:  

EQF ˹ ͙͍ͦ 

O
b
s
e
rv

a
tio

n 

˭
͊
͋
͔
͡
͔
΄
͟
͙

 

Q
&

A
 

Q
&

A
 

S
im

u
la

ti
o
n 

˿
͙
ͣ
ͯ
͡
͊
ͼ
͙
͞
͊

 

 
P

ro
fe

s
si

o
n
a
l 
D

is
c
u
s
s
io

n 

˽
ͪ
ͦ
ͺ
͔
ͫ
͙
ͦ
ͤ
͊
͡
ͤ
͊
 

͒
͙
ͫ
͟
ͯ
ͫ
͙
͞
͊

 

 
W

it
n
e
s
s
 T

e
st

im
o
n
y 

ˮ
͘
͞
͊
͍
͊
 
ͤ
͊
 
ͫ
͍
͔
͒
ͦ
ͼ
͙

 

P
ro

d
u
c
t 

E
v
id

e
n
c
e 

˨
ͦ
͟
͊
͘
 
͘
͊
 
ͨ
ͪ
ͦ
͙
͘
͍
ͦ
͒
ͦ
ͭ

 

 
R

e
fl
e

c
tiv

e
 A

c
c
o
u
n
t  

˴
͊
ͪ
͊
͟
ͭ
͔
ͪ
͙
ͫ
ͭ
͙
;
͔
ͤ
 
ͨ
ͪ
ͦ
ͺ
͙
͡

 

 
A

s
s
e
s
s
o
r 

S
ta

te
m

e
n
t 

˿
ͭ
ͪ
ͯ
;
͔
ͤ
 
͙
͘
͍
͔
΄
ͭ
͊
͞

 

P
h
o
to

g
ra

p
h
ic

 E
vi

d
e
n
c
e 

˩
͍
͙
͒
͔
ͤ
ͼ
͙
͞
͊
 
ͦ
͒
 

 

ͺ
ͦ
ͭ
ͦ
͎
ͪ
͊
ͺ
͙
͙

 

 
P

ra
c
tic

a
l 
E

x
e
rc

is
e 

ˤ
͔
͗
͋
͙
 
ͦ
͒
 
ͨ
ͪ
͊
͟
ͭ
͙
͟
͊
 

 

 

EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍ ͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

4.4 Understand 

the importance 

of keeping 

accurate, 

complete and 

clear records of 

one's 

contributions to 

the selection 

process. 

пΦп ˾͙͔͊͋ͪ͊ͥ 

ͤ͊ ͍͊͗ͤͦͫͭ͊ ͦ͒ 

;͍͔ͯ͊ͥ ͤ͊ 

ͭͦ;ͤ͊Σ 

͔ͦͣͨͭͤ͊͟͡ ͙ 

͊ͫͤ͊͞ 

͔͍͙͔͒ͤͼ͙͊͞  ͊͘ 

͙͔ͨͪ͒ͦͤͫͦͭ ͍ͦ 

ͨͪͦͼ͔ͫͦͭ ͤ͊ 

͔͔ͫ͟͡ͼ͙͊͞  

X X X X   X X   

4.5 Outline 

legal 

requirements 

for the 

selection of 

personnel. 

пΦр ˾͔͙͔ͣ͘ ͤ͊ 

͙͔͊ͦͤͫͭ͘͟͟ 

͍͙ͯͫͦ͡ ͊͘ 

͙͙͔͋ͪ͊ͥ͘ ͤ͊ 

͔ͨͪͫͦͤ͊͡  

 X  X  X X X  X 
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍ ͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

4.6 Outline 

organisational 

requirements 

for the 

selection of 

personnel. 

пΦс ˾͔͙͔ͣ͘ ͤ͊ 

͋͊ͪ͊ͥ͊ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͙͊ͭ͞

͊ ͊͘ ͙͙͔͋ͪ͊ͥ͘ 

ͤ͊ ͔ͨͪͫͦͤ͊͡  

 X  X  X X X  X 

4.7 Define the 

range of 

methods which 

may be used for 

the assessment 

and selection of 

staff and the 

relative 

advantages and 

disadvantages 

of these for 

your team. 

пΦт ˨͊ ͔ͫ 

͔͒ͺ͙͙ͤͪ͊ 

͙ͫͭ͊͡ ͤ͊ 

͔͙ͣͭͦ͒ ͙ͦ͟ 

͔ͣͦ͗ ͒͊ ͙͋͒͊ͭ 

͔͔͙ͯͨͦͭͪ͋ͤ ͊͘ 

ͨͦͣͦ΄Σ 

͙͙͔͋ͪ͊ͥ͘ ͤ͊ 

͔ͨͪͫͦͤ͊͡Σ 

͔͙ͨͪ͒ͤͦͫͭ ͙ 

͔ͤ͒ͦͫͭ͊ͭͦͼ͙ 

ͤ͊ ͔͙͔ͣͭͦ͒ͭ ͊͘ 

͍͊΄͙ͦͭ ͙ͭͣ  

 X  X  X X X   
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍ ͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

4.8 Identify the 

contributions 

you can make 

to the 

assessment and 

selection of 

staff. 

4.8 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ 

͙͔͙͔ͨͪ͒ͦͤͫͭ 

͙ͦ͟ ͔ͣͦ͗ ͒͊ ͔ͫ 

͙͙ͫͦͪͫͭ͊ͭ͟ ͊͘ 

ͨͦͣͦ΄ ͙ 

͙͙͔͋ͪ͊ͥ͘ ͤ͊ 

͔ͨͪͫͦͤ͊͡  

X X X X  X X X  X 

4.9 Identify 

how to make 

fair and 

objective 

assessments 

against criteria 

during the 

selection 

process. 

4.9 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ ͤ͊;͙ͤ ͊͘ 

ͺ͔ͪ ͙ 

͔͙͍ͦ͋ͭͤ͊͟͞ 

ͨͪͦͼ͔ͤ͊͟ 

͙ͤ͊ͫͨͪͦͭ 

͙͔͙͙͔ͪͭͪͯͣͭ͟ 

͊͘ ͍͔͔ͪͣ ͤ͊ 

ͨͪͦͼ͔ͫͦͭ ͊͘ 

͙͙͔͋ͪ͊ͥ͘ ͤ͊ 

͔ͨͪͫͦͤ͊͡  

 X X X  X X X  X 

 

Create effective working relationships 
˴͔͙͔ͪͪ͊ͥ ͔ͺ͔͙͍͙ͭͤ͟ ͙ͪ͊͋ͦͭͤ ͙ͦ͒ͤͦͫ   
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

1. Create, 

develop and 

maintain 

effective 

working 

relationship

s with 

colleagues 

1. 

˴͔͙͔ͪͪ͊ͥΣ

͍ͪ͊ͦ͘͞ ͙ 

͍͔ͦ͒ͪ͗ͯ͊ͥ 

ͤ͊ 

͔ͺ͔͙͍͙ͭͤ͟ 

͙ͪ͊͋ͦͭͤ 

͙ͦ͒ͤͦͫ  

1.1 Establish 

and maintain 

relationships 

with 

colleagues 

which are 

constructive. 

1.1 

ˤ͍͍ͦͫͨͦͫͭ͊ͯ

͔͊ͥ ͙ 

͍͔ͦ͒ͪ͗ͯ͊ͥ 

ͤ͊ 

͙͙͍͙ͨͦͭͤ͘ 

͙ͪ͊͋ͦͭͤ 

͙ͦ͒ͤͦͫ  ͫͦ 

͔͎͙͔ͦͭ͟͡  

X   X   X    

1.2 Meet 

commitment

s to 

colleagues 

within agreed 

timescales. 

1.2 

ˮ͍ͫͨͦͤͯ͊ͥ͡

͔ ͤ͊ 

͙͔ͪ͊͋ͦͭͤͭ 

͍͙ͦ͋ͪͫ͟ ͤ͊ 

͔͎͙͔ͦͭ͟͡ ͍ͦ 

͙͔ͪ͊ͣͭ͟ ͤ͊ 

͍͔͔ͪͣͤͫ͊͟ 

ͫ͊͊͟͡  

   X  X     
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

1.3 Within 

your own 

work 

constraints, 

offer 

assistance to 

colleagues 

who cannot 

meet 

deadlines. 

мΦо ˤͦ 

͙͔ͪ͊ͣͭ͟ ͤ͊ 

͍ͫͦ͊ͭ͊͞ 

ͪ͊͋ͦͭͤ͊ 

͎͍ͦ͒ͦͦͪͤͦͫͭ  

͍ͨͦͤͯ͒ͯ͊͞ 

ͨͦͣͦ΄ ͤ͊ 

͔͎͙͔ͦͭ͟͡ ͙ͦ͟ 

͔ͤͣͦ͗͊ͭ ͒͊ 

͎͙ ͊ͨ͊͊ͭ͘͘ 

͍͙͔ͪͦͦͭ͟ 

X X  X       



 

   

 

EQF Level:  

EQF ˹ ͙͍ͦ 

O
b
s
e
rv

a
tio

n 

˭
͊
͋
͔
͡
͔
΄
͟
͙

 

Q
&

A
 

Q
&

A
 

S
im

u
la

ti
o
n 

˿
͙
ͣ
ͯ
͡
͊
ͼ
͙
͞
͊

 

 
P

ro
fe

s
si

o
n
a
l 
D

is
c
u
s
s
io

n 

˽
ͪ
ͦ
ͺ
͔
ͫ
͙
ͦ
ͤ
͊
͡
ͤ
͊
 
͒
͙
ͫ
͟
ͯ
ͫ
͙
͞
͊

 

 
W

it
n
e
s
s
 T

e
st

im
o
n
y 

ˮ
͘
͞
͊
͍
͊
 
ͤ
͊
 
ͫ
͍
͔
͒
ͦ
ͼ
͙

 

P
ro

d
u
c
t 

E
v
id

e
n
c
e 

˨
ͦ
͟
͊
͘
 
͘
͊
 
ͨ
ͪ
ͦ
͙
͘
͍
ͦ
͒
ͦ
ͭ

 

 
R

e
fl
e

c
tiv

e
 A

c
c
o
u
n
t 

˴
͊
ͪ
͊
͟
ͭ
͔
ͪ
͙
ͫ
ͭ
͙
;
͔
ͤ
 
ͨ
ͪ
ͦ
ͺ
͙
͡

 

A
s
s
e
s
s
o
r 

S
ta

te
m

e
n
t 

˿
ͭ
ͪ
ͯ
;
͔
ͤ
 
͙
͘
͍
͔
΄
ͭ
͊
͞

 

P
h
o
to

g
ra

fy
 E

vi
d
e
n
c
e 

˩
͍
͙
͒
͔
ͤ
ͼ
͙
͞
͊
 
ͦ
͒
 
ͺ
ͦ
ͭ
ͦ
͎
ͪ
͊
ͺ
͙
͙

 

 
P

ra
c
tic

a
l 
E

x
e
rc

is
e  

˽
ͪ
͊
͟
ͭ
͙
;
ͤ
͙
 
͍
͔
͗
͋
͙

 

    

EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

1.4 Provide 

colleagues 

with 

information 

and support 

to meet 

needs 

identified. 

1.4  

˻͔͔͍͋͋͒ͯ͊͘

͔ͥ ͤ͊ 

͔͎͙͔ͦͭ͟͡ ͫͦ 

͙ͤͺͦͪͣ͊ͼ͙͙ 

͙ ͨͦ͒͒ͪ΄͊͟ 

͒͊ ͔ͫ 

͍͊͒ͦͦ͊ͭ͘͡ 

͙͔͙͒ͤͭͺ͙͍ͯ͟

͙͔͊ͤͭ 

͔͙ͨͦͭͪ͋ 

X X  X       

1.5 Promptly 

raise and 

discuss 

concerns 

over quality 

of work with 

the 

appropriate 

person. 

мΦр  ˣͪͦ͘ ͒͊ 

͔ͫ ͔͍͍͒ͫͭͯ͊͞ 

͙ ͙͙͒ͫͯͭͪ͊͟ 

͊͘ 

͎͙͔͊ͪ͗ͤͦͫͭ͘ 

͍ͦ ͍ͪͫ͊͟ ͫͦ 

͍͙͔͊ͭͭͦͭ͟͡ 

ͤ͊ ͪ͊͋ͦͭ͊ͭ͊ 

ͫͦ 

͍͔ͫͦͦ͒ͭͤͦͭͦ 

͙͡ͼ͔  

X X  X X  X    
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

1.6 Select 

methods of 

communicati

on and 

support 

which are 

appropriate 

to the needs 

of colleagues. 

1.6 

ˮ͙͔͋ͪ͊ͥ͘ 

ͤ͊ ͔͙ͣͭͦ͒ 

ͤ͊ 

͙ͦͣͯͤ͊͟͟ͼ͙͞

͊  ͙ 

ͨͦ͒͒ͪ΄͊͟ 

͙ͦ͟ ͔ͫ 

͍͔͙ͫͦͦ͒ͭͤ ͤ 

͔͙͔ͨͦͭͪ͋ͭ 

ͤ͊ ͔͎͙͔ͦͭ͟͡  

X X  X       
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

1.7 Promptly 

refer any 

difficult 

working 

relationships 

with 

colleagues, 

which are 

beyond your 

authority to 

resolve, to 

the 

appropriate 

person. 

мΦт ˣͪͦ͘ 

͙ͤͺ͙ͦͪͣͪ͊

͔ͥ ͤ͊ 

͍͔ͫͦͦ͒ͭͤͦͭͦ 

͙͡ͼ͔  ͊͘ 

͔ͫͦ͟͞ ͔ͭ΄ͦ͟ 

͔ͪ͊͋ͦͭͤ 

ͦ͒ͤͦͫ ͫͦ 

͔͎͙͔ͦͭ͟͡Σ ͊͘ 

͒͊ ͔ͫ ͔ͪ΄͙  

X X  X   X    

1.8 Maintain 

confidentialit

y of 

information 

relating to 

colleagues at 

all times. 

1.8 

˻͙͍͒ͪ͗͊͡ 

͍͔͙͍͒ͦͪͦͫͭ͡ 

ͤ͊ 

͙ͤͺͦͪͣ͊ͼ͙͙ 

ͫͦ ͔͎͙͔ͦͭ͟͡ 

͍ͦ ͔͔ͫͦ͟ 

͍͔͔ͪͣ  

   X       
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

2. Create, 

develop and 

maintain 

effective 

working 

relationship

s with 

external 

contacts 

2. 

˴͔͙͔ͪͪ͊ͥΣ 

͍ͪ͊ͦ͊͘͞ ͙ 

͙͍ͦ͒ͪ͗ͦ͡ 

͔ͺ͔͙͍͔ͭͤ͟ 

͔ͪ͊͋ͦͭͤ 

ͦ͒ͤͦͫ ͫͦ 

͍͔ͤ͊͒ͦͪ΄ͤ

͙ ͙ͦͤͭ͊ͭ͟͟  

2.1 Establish 

methods of 

working with 

external 

contacts 

accurately, 

agreeing and 

recording 

those 

methods. 

2.1 

ˤ͍͍ͦͫͨͦͫͭ͊ͯ

͔͊ͥ ͤ͊ 

͍͔ͪͦ͒ͦͫͭͦͤ͞

͙ ͔͙ͣͭͦ͒ ͊͘ 

ͪ͊͋ͦͭ͊ ͫͦ 

͍͔ͤ͊͒ͦͪ΄͙ͤ 

͙ͦͤͭ͊ͭ͟͟  

  X    X    
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

2.2 Develop 

and maintain 

positive 

working 

relationships 

with external 

contacts to 

enable 

working 

relationships 

to be 

fulfilled. 

нΦн ˾͍͊ͦ͘͞ ͙ 

͍͔ͦ͒ͪ͗ͯ͊ͥ 

ͤ͊ 

͙͙͍͔ͨͦͭͤ͘ 

͔ͪ͊͋ͦͭͤ 

ͦ͒ͤͦͫ ͫͦ 

͍͔ͤ͊͒ͦͪ΄͙ͤ 

͙ͦͤͭ͊ͭ͟͟ ͫͦ 

΄ͭͦ ͔͠ ͔ͫ 

͍͙ͦͦͣͦ͗͘ 

͙͍ͫͨͦͤͯ͊ͥ͡

͔ ͤ͊ 

͙͔ͪ͊͋ͦͭͤͭ 

͙ͦ͒ͤͦͫ  

X   X   X    
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

2.3 Deal with 

requests for 

information 

promptly, 

courteously 

and 

accurately, 

within limits 

of own 

authority. 

нΦо ˣͪͦ͘ 

͍͍͔ͫͨͪ͊ͯ͊ͥ 

ͫͦ ͋͊ͪ͊ͥ͊ͭ͊ 

͊͘ 

͙ͤͺͦͪͣ͊ͼ͙͙

Σ ͯ;͙͍ͭͦ ͙ 

͔ͨͪͼ͙ͤͦ͘Σ ͍ͦ 

͙͔ͪ͊ͣͭ͟ ͤ͊ 

͍͔ͫͦͨͫͭͤ͊ͭ͊ 

͙ͫ ͍͊ͫͭ͡  

  X        

2.4 Maintain 

confidentialit

y in 

accordance 

with 

organisation

al 

requirements

. 

2.4 

˻͍͔͒ͪ͗ͯ͊ͥ 

ͤ͊ 

͍͔͙͍͒ͦͪͦͫͭ͡ 

͍ͦ 

͎ͫͦ͊ͫͤͦͫͭ͡ 

ͫͦ ͋͊ͪ͊ͥ͊ͭ͊ 

ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͞

͊ͭ͊  

   X       
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

2.5 Promptly 

refer 

difficulties in 

working 

relationships 

with external 

contacts, 

which are 

beyond your 

authority to 

resolve, to 

the 

appropriate 

person. 

2.5 x ͪͦ͘ 

͙ͤͺ͙ͦͪͣͪ͊

͔ͥ ͤ͊ 

͍͔ͫͦͦ͒ͭͤͦͭͦ 

͙͡ͼ͔  ͊͘ 

͔ͫͦ͟͞ ͔ͭ΄ͦ͟ 

͔ͪ͊͋ͦͭͤ 

ͦ͒ͤͦͫ ͫͦ 

͍͔ͤ͊͒ͦͪ΄͙ͤ

͔ͭ ͙ͦͤͭ͊ͭ͟͟Σ 

͊͘ ͒͊ ͔ͫ 

͔ͪ΄͙ 

X X  X   X    
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

3. Create, 

develop and 

maintain 

effective 

working 

relationship

s with 

colleagues 

3. 

˴͔͙͔ͪͪ͊ͥΣ 

͍ͪ͊ͦ͘͞ ͙ 

͍͔ͦ͒ͪ͗ͯ͊ͥ 

ͤ͊ 

͔ͺ͔͙͍͔ͭͤ͟ 

͔ͪ͊͋ͦͭͤ 

ͦ͒ͤͦͫ ͫͦ 

͔͎͙͔ͦͭ͟͡  

3.1 

Understand 

how to 

establish 

constructive 

relationships 

with 

colleagues. 

оΦм ˨͊ ͔ͫ 

͔͔ͪ͊͋ͪ͘ ͊ͦ͟͟ 

͒͊ ͔ͫ 

͍͍͙ͦͫͨͦͫͭ͊ 

͙͙͍͔ͨͦͭͤ͘ 

͔ͪ͊͋ͦͭͤ 

ͦ͒ͤͦͫ ͫͦ 

͔͎͙͔ͦͭ͟͡  

X   X   X    

3.2 Identify 

how to seek 

and exchange 

information, 

advice and 

support. 

3.2 

˻͙͍͔ͭͪ͊ͥ͟ 

͊ͦ͟͟ ͒͊ ͔ͫ 

͋͊ͪ͊ ͙ 

͔͙͊ͣͤ͘ 

͙ͤͺͦͪͣ͊ͼ͙͞

͊Σ ͍͔ͫͦͭ ͙ 

ͨͦ͒͒ͪ΄͊͟  

X X  X   X    
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

3.3 Describe 

how to use 

different 

styles of 

approach in 

different 

situations. 

3.3 

˻͙ͨ΄͍͔ͯ͊ͥ 

͊ͦ͟͟ ͒͊ ͔ͫ 

͙ͦͪͫͭ͊ͭ͟ 

͙ͪ͊͘͡;͙ͤ 

͙͍͙ͫͭͦ͡ ͤ͊ 

͙ͨͪͫͭ͊ͨ ͍ͦ 

͙ͪ͊͘͡;͙ͤ 

͙ͫͭͯ͊ͼ͙͙ 

X X  X       

3.4 Define 

how to deal 

with 

disagreement 

and conflict. 

 X X X   X    

3.5 Define 

how to deal 

with 

confidential 

information. 

3.5 

˨͔ͺ͙͙ͤͪ͊ͥ

͔ ͊ͦ͟͟ ͒͊ ͔ͫ 

͍ͫͨͪ͊͊ͭ ͫͦ 

͍͔͙͍͙͒ͦͪ͡ 

͙ͤͺͦͪͣ͊ͼ͙͙  

 X X X       
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

3.6 Outline 

how to 

inform and 

consult with 

others about 

problems and 

proposals. 

оΦс ˾͔͙͔ͣ͘ 

ͤ͊ ͭͦ͊ ͊ͦ͟͟ 

͔ͫ 

͙ͤͺ͙ͦͪͣͪ͊͊

ͭ ͙ 

͙ͦͤͫͯͭͪ͊͊͟͡

ͭͫͦ ͎͙͔͒ͪͯͭ 

͊͘ 

͔͙͔ͨͪͦ͋ͣͭ͡ 

͙ 

͔͙͔ͨͪ͒ͦͭ͘͡ 

 X X    X    

3.7 Describe 

why it is 

important to 

establish 

good working 

relationships 

with 

colleagues. 

оΦт ˿͔ ͍͒͊͊ 

͙ͦͨͫ ͦ͘΄ͭͦ ͔ 

͍͊͗ͤͦ 

͍͍͔͍͔ͦ͒ͯ͊ͥͭ

ͦ ͤ͊ ͒ͦ͋͊ͪ 

͔ͪ͊͋ͦͭͤ 

ͦ͒ͤͦͫ ͫͦ 

͔͎͙͔ͦͭ͟͡  

 X X    X    
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

3.8 Specify 

why conflicts 

of interest 

can arise 

between 

colleagues 

and the 

business. 

оΦу ˿͔ 

͔ͫͨͼ͙ͺ͙ͼ͙ͪ

͊ ͦ͘΄ͭͦ 

͒ͦ͊͏͊ ͒ͦ 

ͦͤ͟ͺ͙͙ͭ͟͡ 

ͤ͊ ͙͔͔͙ͤͭͪͫ 

͔ͨͦͣ͏ͯ 

͔͎͙͔ͦͭ͟͡  

 X X    X    

3.9 Define 

what is the 

scope and 

limit of own 

authority for 

dealing with 

colleagues. 

оΦф ˿͔ 

͔͒ͺ͙͙ͤͪ͊ 

΄ͭͦ ͔ ͔ͦ͋ͣ ͙ 

͎͙ͦͪ͊ͤ;͍ͯ͊ͥ

͔ ͤ͊ 

͍͔͙ͫͦͨͫͭͤͦͭ 

͍͙͔͊ͭͦͪͭͭ ͊͘ 

͍͙ͪͫͦ͟ ͫͦ 

͔͎͙͔ͦͭ͟͡  

 X X    X    
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

3.10 Outline 

what 

methods of 

communicati

on are 

available to 

suit 

individual 

needs. 

оΦмл ˾͔͙͔ͣ͘ 

ͤ͊ ͙ͦ͟ 

͔͙ͣͭͦ͒ ͤ͊ 

͙ͦͣͯͤ͊͟͟ͼ͙͞

͊ ͔ͫ 

͙͒ͦͫͭ͊ͨͤ ͊͘ 

͙͎͍͒ͦͫͭͤͯ͊ͥ

͔ ͤ͊ 

͍͔͙͔ͫͦͨͫͭͤͭ 

͔͙ͨͦͭͪ͋  

   X  X    X 

3.11 Present 

what the 

relevant legal 

and 

regulatory 

requirements 

are. 

3.11 

˽͔͔͙ͪͤͭͪ͊͘

͔ͥ ͤ͊ ͭͦ͊ 

͙ͦ͟ ͔ͫ 

͔͔͍͙ͪ͊ͤͭͤͭ͡

͔ ͙͊ͦͤͫ͘͟͟ ͙ 

͔͎͙͍͙ͪͯ͊ͭͤ͡  

͋͊ͪ͊ͥ͊ 

   X    X   
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

3.12 Outline 

what 

methods of 

motivating 

people to 

use. 

оΦмн ˾͔͙͔ͣ͘ 

͙ͦ͟ ͔͙ͣͭͦ͒ 

͔ͫ ͙ͦͪͫͭ͊ͭ͟ 

͊͘ 

͙͍͙͔ͣͦͭͪ͊ͥ 

ͤ͊ ͯ͡͏͔ͭͦ  

X   X   X   X 

3.13 Define 

what the 

ƻǊƎŀƴƛǎŀǘƛƻƴΩ

s reporting 

procedures 

are. 

3.13 

˨͔ͺ͙͙ͤͪ͊ͥ

͔ ͤ͊ 

͙͔ͨͦͫͭ͊ͨͭ͟ 

͊͘ 

͙͍͔͍͔ͫͭͯ͊ͥ͘ 

ͤ͊ 

͎ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

 ͊

 X X X  X  X  X 
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

4. 

Involvement 

and 

motivation 

4. 

ˤ͔ͣ΄͊ͤͦͫͭ 

͙ 

͙͍ͣͦͭ͊͊ͼ͙

͙  

4.1 Explain 

how to 

establish 

constructive 

relationships 

with external 

contacts. 

пΦм ˿͔ 

͍ͦ͋͊ͫͤͯ͊͞ 

͊ͦ͟͟ ͒͊ ͔ͫ 

͍͍͙ͦͫͨͦͫͭ͊ 

͙͙͍͔ͨͦͭͤ͘ 

͔ͪ͊͋ͦͭͤ 

ͦ͒ͤͦͫ ͫͦ 

͍͔ͤ͊͒ͦͪ΄͙ͤ

͔ͭ ͙ͦͤͭ͊ͭ͟͟ 

X   X   X    

4.2 Describe 

how to seek 

and exchange 

information, 

advice and 

support. 

4.2  

˻͙͍͔ͭͪ͊ͥ͟ 

͊ͦ͟͟ ͒͊ ͔ͫ 

͋͊ͪ͊ ͙ 

͔͙͊ͣͤ͘ 

͙ͤͺͦͪͣ͊ͼ͙͞

͊Σ ͍͔ͫͦͭ ͙  

ͨͦ͒͒ͪ΄͊͟ 

X X  X   X    
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

4.3 Define 

how to use 

different 

styles of 

approach in 

different 

situations. 

4.3 

˻͙ͨ΄͍͔ͯ͊ͥ 

͊ͦ͟͟ ͒͊ ͔ͫ 

͙ͦͪͫͭ͊ͭ͟ 

͙ͪ͊͘͡;͙ͤ 

͙͍͙ͫͭͦ͡ ͤ͊ 

͙ͨͪͫͭ͊ͨ ͍ͦ 

͙ͪ͊͘͡;͙ͤ 

͙ͫͭͯ͊ͼ͙͙ 

X X  X       

4.4 Describe 

how to deal 

with 

disagreement 

and conflict. 

 X X X   X    

4.5 Describe 

how to deal 

with 

confidential 

information. 

 X X X       
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

4.6 Explain 

how to 

inform and 

consult with 

others about 

problems and 

proposals. 

пΦс ˻͙ͨͫ 

͊ͦ͟͟ ͒͊ ͔ͫ 

͙ͤͺ͙ͦͪͣͪ͊͊

ͭ ͙ 

͙ͦͤͫͯͭͪ͊͊͟͡

ͭ ͫͦ ͎͙͔͒ͪͯͭ 

͊͘ 

͔͙͔ͨͪͦ͋ͣͭ͡ 

͙ ͙ͨͦͤͯ͒  

 X X    X    

4.7 Describe 

why it is 

important to 

establish 

good working 

relationships 

with external 

contacts. 

пΦт ˿͔ ͍͒͊͊ 

͙ͦͨͫ ͦ͘΄ͭͦ ͔ 

͍͊͗ͤͦ ͒͊ ͔ͫ 

͍͍͙ͦͫͨͦͫͭ͊ 

͒ͦ͋͊ͪ 

͔ͪ͊͋ͦͭͤ 

ͦ͒ͤͦͫ ͫͦ 

͍͔ͤ͊͒ͦͪ΄͙ͤ

͔ͭ ͙ͦͤͭ͊ͭ͟͟  

 X X    X    
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

4.8 Specify 

why conflicts 

of interest 

can arise 

between 

external 

contacts and 

the business. 

пΦу ˿͔ 

͔ͫͨͼ͙ͺ͙ͼ͙ͪ

͊ ͦ͘΄ͭͦ 

͒ͦ͊͏͊ ͒ͦ 

ͦͤ͟ͺ͙͙ͭ͟͡ 

ͤ͊ ͙͔͔͙ͤͭͪͫ 

͔ͨͦͣ͏͙ 

͍͔ͤ͊͒ͦͪ΄͙ͤ

͔ͭ ͙ͦͤͭ͊ͭ͟͟ 

͙ ͙͙͙͔͋ͤͫͭ͘ 

 X X    X    

4.9 Define 

what is the 

scope and 

limit of own 

authority for 

dealing with 

external 

relationships. 

˿͔ ͔͒ͺ͙͙ͤͪ͊ 

΄ͭͦ ͔ ͔ͦ͋ͣ ͙ 

͎͙ͦͪ͊ͤ;͍ͯ͊ͥ

͔ ͤ͊ 

͍͔͙ͫͦͨͫͭͤͦͭ 

͍͙͔͊ͭͦͪͭͭ ͊͘ 

͍͙ͪͫͦ͟ ͫͦ 

͔͎͙͔ͦͭ͟͡ 

 

 X X    X    



 

   

 

EQF Level:  

EQF ˹ ͙͍ͦ 

O
b
s
e
rv

a
tio

n 

˭
͊
͋
͔
͡
͔
΄
͟
͙

 

Q
&

A
 

Q
&

A
 

S
im

u
la

ti
o
n 

˿
͙
ͣ
ͯ
͡
͊
ͼ
͙
͞
͊

 

 
P

ro
fe

s
si

o
n
a
l 
D

is
c
u
s
s
io

n 

˽
ͪ
ͦ
ͺ
͔
ͫ
͙
ͦ
ͤ
͊
͡
ͤ
͊
 
͒
͙
ͫ
͟
ͯ
ͫ
͙
͞
͊

 

 
W

it
n
e
s
s
 T

e
st

im
o
n
y 

ˮ
͘
͞
͊
͍
͊
 
ͤ
͊
 
ͫ
͍
͔
͒
ͦ
ͼ
͙

 

P
ro

d
u
c
t 

E
v
id

e
n
c
e 

˨
ͦ
͟
͊
͘
 
͘
͊
 
ͨ
ͪ
ͦ
͙
͘
͍
ͦ
͒
ͦ
ͭ

 

 
R

e
fl
e

c
tiv

e
 A

c
c
o
u
n
t 

˴
͊
ͪ
͊
͟
ͭ
͔
ͪ
͙
ͫ
ͭ
͙
;
͔
ͤ
 
ͨ
ͪ
ͦ
ͺ
͙
͡

 

A
s
s
e
s
s
o
r 

S
ta

te
m

e
n
t 

˿
ͭ
ͪ
ͯ
;
͔
ͤ
 
͙
͘
͍
͔
΄
ͭ
͊
͞

 

P
h
o
to

g
ra

fy
 E

vi
d
e
n
c
e 

˩
͍
͙
͒
͔
ͤ
ͼ
͙
͞
͊
 
ͦ
͒
 
ͺ
ͦ
ͭ
ͦ
͎
ͪ
͊
ͺ
͙
͙

 

 
P

ra
c
tic

a
l 
E

x
e
rc

is
e  

˽
ͪ
͊
͟
ͭ
͙
;
ͤ
͙
 
͍
͔
͗
͋
͙

 

    

EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

4.10 Outline 

what 

methods of 

communicati

on are 

available to 

suit 

individual 

needs. 

пΦмл ˾͔͙͔ͣ͘ 

ͤ͊ ͙ͦ͟ 

͔͙ͣͭͦ͒ ͤ͊ 

͙ͦͣͯͤ͊͟͟ͼ͙͞

͊ ͔ͫ 

͙͒ͦͫͭ͊ͨͤ ͊͘ 

͙͎͍͒ͦͫͭͤͯ͊ͥ

͔ ͤ͊ 

͍͔͙͔ͫͦͨͫͭͤͭ 

͔͙ͨͦͭͪ͋ 

   X  X    X 

4.11 Present 

what the 

relevant legal 

and 

regulatory 

requirements 

are. 

4.11 

˽͔͔͙ͪͤͭͪ͊͘

͔ͥ ͤ͊ ͭͦ͊ 

͙ͦ͟ ͔ͫ 

͔͔͍͙ͪ͊ͤͭͤͭ͡

͔ ͙͊ͦͤͫ͘͟͟ ͙ 

͔͎͙͍͙ͪͯ͊ͭͤ͡  

͋͊ͪ͊ͥ͊ 

   X    X   
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EQF Credit Value:  

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ 

Learning 

Outcome 

͔̂ͫͨͻ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ 

͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

4.12 Outline 

what 

methods of 

motivating 

people to 

use.  

пΦмн ˾͔͙͔ͣ͘ 

͙ͦ͟ ͔͙ͣͭͦ͒ 

͔ͫ ͙ͦͪͫͭ͊ͭ͟ 

͊͘ 

͙͍͙͔ͣͦͭͪ͊ͥ 

ͤ͊ ͯ͡͏͔ͭͦ 

X   X   X   X 

4.13 Define 

what the 

ƻǊƎŀƴƛǎŀǘƛƻƴΩ

s reporting 

procedures 

are. 

4.13 

˨͔ͺ͙͙ͤͪ͊ͥ

͔ ͤ͊ 

͙͔ͨͦͫͭ͊ͨͭ͟ 

͊͘ 

͙͍͔͍͔ͫͭͯ͊ͥ͘ 

ͤ͊ 

͎ͦͪ͊ͤ͊͘ͼ͙͊ͭ͞

 ͊

 

 X X X  X  X  X 

 

 

 

 

Conducting a healthcare waste management audit and pre-acceptance auditing for 

healthcare waste 
˾͔͍͙͙͊͘͞ ͤ͊ ͍͍͔ͯͨͪ͊ͯ͊ͥͭͦ ͫͦ ͔͙ͣ͒ͼ͙͙ͤͫ͟ ͦͭͨ͊͒ ͙ ͔͍͙͙ͪ͊͘͞ ͤ͊ ͔ͨͪͭͻͦ͒ͤͦ ͙͔ͨͪͣ͊ͥ ͤ͊ ͔͙ͣ͒ͼ͙͙ͤͫ͟ 

ͦͭͨ͊͒  



 

   

 

EQF Level:  

EQF ˹ ͙͍ͦ: 
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EQF Credit Value: 

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ: 

Learning Outcome 

͔̂ͫͨͻ ͦ͒ ͯ;͔͔ͥͭͦ 

Assessment Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 

1. Plan an Audit & 
Undertake a Pre-
acceptance 
Desktop Audit 

1. ˽͊ͤ͡ ͤ͊ 
͔͍͙͙ͪ͊ͭ͊͘͞ ͙ 
ͦͭͨ͊;͍͔ͤͯ͊ͥ ͤ͊ 
˨͔ͫͭͦͨ͟ ͔͍͙͙ͪ͊͘͞ 
͊͘ ͔ͨͪ͒-͙͔ͨͪͣ 

1.1 Plan to conduct 
an audit within a 
timely manner and 
with those 
responsible for the 
waste management 
function 

мΦм ˽͊ͤ͡ ͊͘ 

͍͔͔ͤ͊ͪͣͤͦ 

͍͔͍͔ͫͨͪͦ͒ͯ͊ͥ ͤ͊ 

͔͍͙͙ͪ͊ͭ͊͘͞ ͙ 

 

x x  x x x x x   

1.2 Inform relevant 
stakeholders and 
users of the purpose 
of the audit 

мΦн ˮͤͺ͙͔ͦͪͣͪ͊ͥ 

ͤ͊ ͍͔͙͔ͫͦͦ͒ͭͤͭ 

͊͟ͼ͙͔͙ͦͤͪ ͙ 

͙͙ͦͪͫͤ͟ͼ͙͔ͭ ͤ͊ 

ͼ͔͙͔ͭ͡ ͤ͊ 

͔͍͙͙ͪ͊ͭ͊͘͞  

x x  x x x x x   



 

   

 

1.3 Prepare audit 
activities to meet 
the specified 
schedule, applying 
suitable 
methodology for 
type of audit to be 
conducted 

мΦо ˽͎͍ͦ͒ͦͭͦ͊͟ ͤ͊ 

͔͍͙͙ͪ͊͘͞ ͦ͒ 

͙͍͙͊ͭͤͦͫͭ͟ ͊͘ ͒͊ ͔ͫ 

͍͙͊͒ͦͦ͘͡ 

͔͔͔͙ͦͨͪ͒ͤͦͭ͡ 

͔ͪ͊ͫͨͦͪ͒Σ 

͙͊ͨ͡ͼ͙͙ͪ͊͞͠ 

͍͔ͫͦͦ͒ͭͤ͊ 

͔͎͙ͣͭͦ͒ͦͦ͊͡͞ ͊͘ 

͍͙͒ͦͭ ͤ͊ ͔͍͙͙ͪ͊ͭ͊͘͞ 

ͦ͊͟͞ ͔ͭͪ͋͊ ͒͊ ͔ͫ  

͍͔͔ͫͨͪͦ͒  

x x  x  x    x 

1.4 Identify all waste 
management 
policies, procedures 
(SOPs) and training 
programmes to be 
reviewed during the 
audit process 
1.5 1.4 
ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ ͤ͊ 
͙͔ͫͭ ͙͙ͨͦͫ͡ ͊͘ 
͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 
ͦͭͨ͊͒Σ ͨͪͦͼ͔͙͒ͯͪ ͙ 
͎͙ͨͪͦͪ͊ͣ ͊͘ ͦ͋ͯ͊͟ 
ͦ͊͟͞ ͔ͭͪ͋͊ ͒͊ ͙͋͒͊ͭ 
͔͎͔͙ͨͪ͒͊ͤ͡ ͊͘ 
͍͔͔ͪͣ ͤ͊ ͨͪͦͼ͔ͫͦͭ 
ͤ͊ ͔͍͙͙ͪ͊͘͞ Ґ 

x x  x  x    x 



 

   

 

1.6 Create an audit 
plan which 
identifies; 

¶ Who will be 
responsible for 
the various tasks 

¶ The different 
audit types 

¶ The role of 
environmental 
audits and 
situations in 
which they are 
applicable 

¶ The stages in the 
environmental 
audit process 

¶ Audit techniques 
to be used and 
the reasons for 
their selection 

¶ Those aspects of 
the organisation 
to be audited 
and sources of 
information 

1.6 ˴͔͙͔ͪͪ͊ͥ ͤ͊ 
ͨ͊ͤ͡ ͊͘ 
͔͍͙͙ͪ͊͘͞ ͦ͟͞ 
͙͔͙͒ͭͺ͙͍ͯ͊͟ 

¶ ˴ͦ͞ ͔͠ 
͙͔͋͒ 
͎͍͔ͦ͒ͦͦͪ
ͤ ͊͘ 
͙ͪ͊͘͡;͙ͤ 
͊͒͊͘;͙ 

¶ ˾͙͊͘͡;͙ͤ 
͍͙͍͙͒ͦ ͤ͊ 
͔͍͙͙͙ͪ͘ 

¶ ͎̂ͦ͊ͭ͊͡ 
ͤ͊ 

x x  x  x    x 



 

   

 

͔͍͙͙͙͔ͪͭ͘ 
͍ͦ 
͙͍͗ͦͭͤ͊ͭ
͊ ͔͙ͫͪ͒ͤ͊ 
͙ 
͙ͫͭͯ͊ͼ͙͙ͭ
͔ ͍ͦ ͙ͦ͟ 
͔ͫ 
͙͔͙ͨͪͣͤ͡
͍͙  

¶ ͙̅͊͘ ͍ͦ 
ͨͪͦͼ͔ͫͦͭ 
ͤ͊ 
͔͍͙͙ͪ͊͘͞ 
͊͘ 
͙͍͗ͦͭͤ͊ͭ
͊ ͔͙ͫͪ͒ͤ͊ 

¶ ͔́ͻ͙͙ͤ͟ 
ͤ͊ 
͔͍͙͙ͪ͊͘͞ 
͙ͦ͟ ͔ͭͪ͋͊ 
͒͊ ͔ͫ 
͙ͦͪͫͭ͊ͭ͟ 
͙  
͙ͨͪ;͙ͤ͊ͭ
͊ ͊͘ 
͙͍͙ͤͤͦͭ 
͙͋ͦͪ͘  

¶ ˻͙͔ͤ 
͔͙͊ͫͨͭ͟ 
ͤ͊ 
͎͙ͦͪ͊ͤ͊͘ͼ
͙͊ͭ͊͞ ͤ͊ 
͙ͦ͟ ͔ͭͪ͋͊ 
͒͊ ͙ͣ ͔ͫ 
͙͍ͪ͘΄͙ 
͔͍͙͙ͪ͊͘͞ 
͙ ͙͍͙ͦͪ͘ 
ͤ͊ 
͙ͤͺͦͪͣ͊ͼ
͙͙  



 

   

 

1.7 Identify the 
principles of good 
auditor practice 

1.7 

ˮ͔͙͒ͤͭͺ͙͍͔ͯ͊ͥ͟ 

ͤ͊ ͙ͨͪͤͼ͙͙͔ͨͭ ͊͘ 

͒ͦ͋ͪ͊ ͔͍͙͙ͪͫ͊͘͟ 

ͨͪ͊ͫ͊͟  

x x  x  x  x  x 

1.8 Determine your 
own level of 
competence, 
authority and 
specialist knowledge 
base related to audit 
and waste disposal 
management within 
your work area 

мΦу ˻͔͍͔͒ͪ͒ͯ͊ͥ ͤ͊ 

͍͔ͫͦͨͫͭͤͦͭͦ ͙͍ͤͦ 

ͤ͊ ͔͔ͦͣͨͭͤͭͤͦͫͭ͟Σ 

͍͙͔͊ͭͦͪͭͭ ͙ ͋͊͊͘ ͤ͊ 

͔͔ͤ͊ͥ͘ ͍ͦ ͍ͪͫ͊͟ ͫͦ 

͔͍͙͙ͪ͊͘͞ ͙ 

͙ͯͤ΄͍͔ͭͯ͊ͥ ͤ͊ 

ͦͭͨ͊͒ͦͭ  

 x  x  x x    



 

   

 

1.9 Describe the 
types of waste to 
which individuals 
and the 
environment may be 
exposed to and the 
acceptable limits for 
exposure to 
hazardous 
substances 

мΦф ˻͙ͨͫ ͤ͊ 

͍͙͍͙͔͒ͦͭ ͤ͊ ͦͭͨ͊͒ 

͙ͦ͟ ͔ͣͦ͗ ͒͊ ͙͋͒͊ͭ 

͙͔͙ͦ͗ͤ͘͡ ͍ͦ  

͙͍͗ͦͭͤ͊ͭ͊ ͔͙ͫͪ͒ͤ͊ 

͙ ͒ͦ ͔͔ͦ͒ͪ͒ͤͦ 

͙͍ͤͦ ͙͍͔ͦ͗ͯ͊ͥ͘͡ 

ͤ͊ ͙ͦͨ͊ͫͤ 

ͫͯͨͫͭ͊ͤͼ͙͙  

 x  x   x    

1.10 Describe the 
range of methods of 
waste management, 
their limitations and 
appropriateness for 
different waste 
types within your 
work practice 
1.10  ˻ ͙ͨ΄͍͔ͯ͊ͥ 

ͤ͊ ͔ͫͨͭ͊ͪ͟ ͤ͊ 

͔͙ͣͭͦ͒ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒Σ ͙͍ͤͤͦ 

͎͙ͦͪ͊ͤ;͍͔ͯ͊ͥ ͙ 

͍͔ͫͦͦ͒ͭͤͦͫͭ ͫͦ 

͙ͪ͊͘͡;͙ͤ ͙͍͙ͭͨͦ ͤ͊ 

ͦͭͨ͊͒Σ ͍ͦ ͙ͪ͊ͣ͟ ͤ͊ 

͍͊΄͊ͭ͊ ͨͪ͊ͫ͊͟  

 x  x   x    



 

   

 

1.11 Describe the 
risks associated with 
the range of 
hazardous and/or 
special waste types 
within your area of 
work and their 
associated risk 
assessments 

мΦмм ˻͙ͨͫ ͤ͊ 

͙͙ͪ͘ͼ͙͔ͭ ͦ͒ 

͙ͦͨ͊ͫͤͦͭ ͙κ͙͙͡ 

͔ͫͨͼ͙͙͊ͤ͞͡ ͍͙͍͙͒ͦ 

ͤ͊ ͦͭͨ͊͒ͦͼ͙ ͍ͦ 

͙ͪ͊ͣ͟ ͤ͊ ͍͊΄͊ͭ͊ 

ͦ͋͊ͫͭ͡ ͤ͊ ͪ͊͋ͦͭ͊ ͙  

͙͍ͤͤͦ ͍͍͔ͨͦͪͯ͊ͥ͘ 

ͫͦ ͨͪͦͼ͔͙͔ͤͭ͟ ͊͘ 

͙͙ͪ͘͟  

 x  x   x    



 

   

 

1.12 Describe the 
criteria for the safe 
collection, transport, 
disposal, security 
and storage of the 
waste types 
generated within 
your area work area 
and those under 
your responsibility 

мΦмн ˻͙ͨͫ ͤ͊ 

͙͔͙͙͔ͪͭͪͯͣͭ͟ ͊͘ 

͔͔͋͋͒ͤͦ͘ 

͙͔ͫͦ͋ͪ͊ͥΣ 

͙͔ͭͪ͊ͤͫͨͦͪͭͪ͊ͥΣ 

͙ͯͤ΄͍͔ͭͯ͊ͥΣ 

͔͔͋͋͒ͤͦͫͭ͘ ͙ 

;͍͔ͯ͊ͥ ͤ͊ 

͙ͪ͊͘͡;͙ͤ ͙͍͙ͭͨͦ ͤ͊ 

ͦͭͨ͊͒ ͙ͦ͟ ͔ͫ 

͍ͫͦ͒͊͊͊ͭ͘ ͍ͦ 

͙͔ͪ͊ͣͭ͟ ͤ͊ ͍͊΄͊ͭ͊ 

ͪ͊͋ͦͭͤ͊ ͦ͋͊ͫͭ͡ ͙ 

͙͔ͦͤ ͨͦ͒ ͍͊΄͊ 

͎͍ͦ͒ͦͦͪͤͦͫͭ 

 x  x   x    



 

   

 

1.13 Describe the 
aims and objectives 
of the audit trail and 
how to elicit 
appropriate 
information from 
relevant others, 
reports, records and 
other relevant 
documentation 

мΦмо ˻͙ͨͫ ͤ͊ ͼ͔͙͔ͭ͡ 

͙ ͊͒͊͘;͙͔ͭ ͤ͊ 

͔͍͙͙ͪ͊ͭ͊͘͞ ͙ ͊ͦ͟͟ 

͒͊ ͔ͫ ͙͍͔͘͡;͔ 

͍͔ͫͦͦ͒ͭͤ͊ 

͙ͤͺͦͪͣ͊ͼ͙͊͞ ͦ͒  

͙͍͔͘΄͙ͭ͊Σ 

ͨͦ͒͊ͭͦͼ͙ ͙ ͎͒ͪͯ͊ 

͍͔ͫͦͦ͒ͭͤ͊ 

͔͒ͦͯͣͤͭ͊͟ͼ͙͊͞ 

 x  x  x x    

1.14 Describe the 
scope of the pre-
acceptance audit 
мΦмп ˻͙ͨͫ ͤ͊ 

͙ͫͦ͒ͪ͗ͤ͊ͭ͊ ͤ͊ 

͔ͨͪͭͻͦ͒ͤ͊ͭ͊ 

͔͍͙͙ͪ͊͘͞  

          



 

   

 

2. Conduct an Audit 
2. ˿͍͔͍͔ͨͪͦ͒ͯ͊ͥ 
͔͍͙͙ͪ͊͘͞  

2.1 Audit the 
records for waste 
monitoring, 
contamination, 
decontamination, 
disposal, quality 
assurance testing 
and adverse events 
and check they are 
complete, current 
and comply with 
legislative 
requirements 
нΦм ˾͔͍͙͙͊͘͞ ͤ͊ 

ͨͦ͒͊ͭͦͼ͙͔ͭ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ͦͭΣ 

͎͍͔͊͊͒ͯ͊ͥ͘Σ 

͔͎͍͔ͤ͊͊͒ͯ͊ͥ͘Σ 

͔͙͔ͭͫͭͪ͊ͥ ͤ͊ 

͙͎ͫͯͪͤͦͫͭ ͤ͊ 

͍͙͔͊ͭͭ͟͡Σ͔͎͙͍͙ͤ͊ͭͤ 

͙ͤ͊ͫͭ͊ͤ ͙ ͙͍ͤͤ͊ 

͍͔ͨͪͦͪ͊͟ ͙͒͊͡ ͔ͫ 

͔͙ͦͣͨͭͤ͟͡Σ ͍ͦ 

͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ 

͙͔͊ͦͤͫͭ͘͟͟ ͋͊ͪ͊ͥ͊ 

x x   x x  x  x 

2.2 Confirm that 
relevant control 
features and 
warning signs are in 
place 
нΦн ˽͍͍͔ͦͭͪ͒ͯ͊ͥ 

͔͒͊͟ ͙͔ͦͤͭͪͦͤͭ͟͡ 

͔͙͙͙ͪ͊͊ͭͪͫͭ͟͟͟  ͙ 

ͤ͊͘ͼ͙ ͊͘ 

͔͔͍͔ͨͪ͒ͯͨͪ͒ͯ͊ͥ ͔ͫ 

ͤ͊ ͔ͣͫͭͦ  

x x    x  x   



 

   

 

2.3 Confirm that the 
systems of reporting 
are operational and 
effective 
нΦо ˽͍͍͔ͦͭͪ͒ͯ͊ͥ 

͔͒͊͟ ͙͔͙͔ͫͫͭͣͭ ͊͘ 

͙͍͔͍͔ͫͭͯ͊ͥ͘ ͔ͫ 

ͺͯͤ͟ͼ͙͙ͦͤ͊ͤ͡ ͙ 

͔ͺ͔͙͍͙ͭͤ͟  

          

2.4 Confirm that 
individuals' roles 
and responsibilities 
are documented and 
current, that all 
users are aware of 
their responsibilities 
for waste 
management, safety 
and control 
нΦп ˽͍͍͔ͦͭͪ͒ͯ͊ͥ ͤ͊ 

͎͙͔ͯͦͭ͡ ͙ 

͎͍͙͔ͦ͒ͦͦͪͤͦͫͭͭ  ͤ͊ 

͔͙ͨͦ͒ͤͼ͙ ͔ͫ 

͔͙͙͒ͦͯͣͤͭͪ͊ͤ͟Σ 

͔͒͊͟ ͙͔ͫͭ 

͙͙ͦͪͫͤ͟ͼ͙ ͔ͫ 

͍͔͙ͫͫͤ ͊͘ 

͎͍͙͔ͦ͒ͦͦͪͤͦͫͭͭ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒Σ ͔͔͋͋͒ͤͦͫͭ͘ 

͙ ͦͤͭͦͪ͊͟͡ 

          



 

   

 

2.5 Check all 
documentation 
relevant to the audit 
is valid and meets 
current legislation, 
policies, protocols 
and guidelines 
нΦр ˽͍͔ͪͦͪ͊͟  ͙͒͊͡ 

ͤ͊ ͼ͔͊ͭ͊͡ 

͔͒ͦͯͣͤͭ͊͟ͼ͙͊͞ ͔ 

͍͙͊͒ͤ͊͡ ͙ ͎͙ 

͍͍͊͒ͦͦͯ͊͘͡ 

͔͎ͫ͊΄͙͔ͤͭ ͙͊ͦͤ͘͟Σ 

͙͙͙ͨͦͭ͟͡Σ ͙ͨͪͦͭͦ͟͡ 

͙ ͍ͯͨ͊ͭͫͭ͊ 

          

2.6 Audit 
compliance with the 
appropriate 
methodologies and 
risk assessments 
нΦс ˾͔͍͙͙͊͘͞ ͤ͊ 

͎͔ͯͫͦ͊ͫͤͦͫͭ͊͡ ͍ͦ 

͍͔͙͔ͫͦͦ͒ͭͤͭ 

͔͎͙͙ͣͭͦ͒ͦͦ͡ ͙ 

ͨͪͦͼ͔͙ͤ͟ ͊͘ ͙͙ͪ͘͟  

          



 

   

 

2.7 Assess the level 
and depth of waste 
management user 
monitoring and 
determine whether 
it is appropriate for 
the situation  
нΦт ˽ͪͦͼ͔ͤ͊͟ ͤ͊ 

͔͔ͫͭͨͤͦͭ ͙ 

͒͊͋ͦ͡;͙ͤ͊ͭ͊ ͤ͊ 

͔͔͔ͫ͒ͥ͡ ͤ͊ 

͙͙ͦͪͫͤͦͭ͟͟ ͤ͊ 

͍͍͔ͯͨͪ͊ͯ͊ͥͭͦ ͫͦ 

ͦͭͨ͊͒Σ ͙ ͒͊ ͔ͫ 

͍͙ͨͦͭͪ͒ ͙͒͊͡ ͔ 

͍͔ͫͦͦ͒ͭͤ͊ ͊͘ 

͙ͫͭͯ͊ͼ͙͊ͭ͊͞  

x x   x x  x   

2.8 Where 
applicable, confirm 
that personnel 
monitoring systems 
and environmental 
monitoring are fully 
operational 
нΦу ˨ͦͦͯ͟͟͡ ͔ͣͦ͗Σ 

͒͊ ͔ͫ ͍͙ͨͦͭͪ͒ ͔͒͊͟ 

͙͔͙͔ͫͫͭͣͭ ͊͘ 

͙͙͎ͣͦͤͭͦͪͤ ͙ 

͔͔͔ͫ͒ͥ͡ ͤ͊ 

͙͍͗ͦͭͤ͊ͭ͊ ͔͙ͫͪ͒ͤ͊ 

͔ͫ ͼ͔ͦͫͤͦ͡ 

͔͙͍͙ͯͨͦͭͪ͋͡  

x x    x  x   



 

   

 

2.9 Confirm that 
rules, procedures 
and systems of work 
are current, fully 
operational and fully 
compliant with 
legislative and 
organisational 
requirements 
нΦф ˽͍͍͔ͦͭͪ͒ͯ͊ͥ 

͔͒͊͟ ͍͙ͨͪ͊͊ͭ͊͡Σ 

ͨͪͦͼ͔͙͔͒ͯͪͭ ͙ 

͙͔͙͔ͫͫͭͣͭ ͤ͊ 

ͪ͊͋ͦͭ͊ ͔ͫ Σ ͼ͔ͦͫͤͦ͡ 

͔͙͍͙ͦͨͪ͊ͭͤ ͙ ͍ͦ 

͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ 

͙͔͊ͦͤͫͭ͘͟͟ ͙ 

͔͙͍͙͔ͦͨͪ͊ͭͤͭ͞ 

͋͊ͪ͊ͥ͊  

x x   x x     

2.10 Ensure a 
compositional audit 
is conducted 
нΦмл  ˨͊ ͔ͫ ͙͎͙ͦͫͯͪ 

͔͒͊͟ ͔͍͙͙ͪ͊ͭ͊͘͞ ͔ͫ 

͍͔͍ͫͨͪͦ͒ͯ͊  

x x   x x x x   



 

   

 

2.11 Ensure that 
observation and 
questioning of 
healthcare staff is 
undertaken during 
the pre-acceptance 
auditing process 
нΦмм ˨͊ ͔ͫ ͎͙͙ͨͦͪ͗ 

͒͊ ͍͔ͤ͊͋ͯ͒ͯ͊ͥͭͦ͢ 

͙ ͙͙͍͔ͫͨͭͯ͊ͥͭͦ ͊͘ 

͍͔͒ͪ͊ͭͦ͘͞ ͤ͊ 

͙ͪ͊͋ͦͭͤͼ͙͔ͭ ͔ͫ 

͙͍ͪ͘΄͙ͦ͡ ͊͘ ͍͔͔ͪͣ 

ͤ͊ ͨͪͦͼ͔ͫͦͭ ͤ͊ 

͔ͨͪ͒-͙ͨͪͺ͔͊͊ͥ͠ ͤ͊ 

͔͍͙͙ͪ͊ͭ͊͘͞  

 x  x   x    

2.12 Ensure a pre-
acceptance audit is 
conducted 
нΦмн ˻͙͎͍͔ͫͯͪͯ͊ͥ 

͔͒͊͟ ͔ͨͪ͒-

͙ͨͪͺ͔͊͊ͥͭͦ͠ ͤ͊  

͔͍͙͙ͪ͊ͭ͊͘͞ ͔ 

͙͍ͪ͘΄͔ͤ͊  

 x  x   x    

2.13 How to access 
and record audit 
findings accurately 

нΦмо ˴͊ͦ͟ ͒ͦ 

͙ͨͪͫͭ͊ͨ ͙ 

͔͍͙͔͒ͤͼ͙͊͞ ͤ͊ 

͙͔ͤ͊ͦ͒ͭ ͦ͒ 

͔͍͙͙ͪ͊ͭ͊͘͞  

 x  x  x x    



 

   

 

2.14 Determine how 
to evaluate 
environmental 
processes and 
performance against 
the audit objectives 

нΦмп ˻͔͍͔͒ͪ͒ͯ͊ͥ 

͊ͦ͟͟ ͒͊ ͔ͫ ͨͪͦͼ͔ͤ͊ͭ 

ͨͪͦͼ͔͙͔ͫͭ ͍ͦ  

͙͍͗ͦͭͤ͊ͭ͊ ͔͙ͫͪ͒ͤ͊ 

͍ͦ ͦ͒ͤͦͫ ͤ͊ ͼ͔͙͔ͭ͡ 

ͤ͊ ͔͍͙͙ͪ͊ͭ͊͘͞  

 x  x   x    

2.15 Describe how 
to evaluate audit 
findings against the 
audit objectives 

нΦмр ˻͙ͨͫ ͊ͦ͟͟ ͔ͫ 

ͦͼ͔͍ͤͯ͊͊ͭ ͙͔ͤ͊ͦ͒ͭ 

ͦ͒ ͔͍͙͙ͪ͊ͭ͊͘͞ ͍ͦ 

ͦ͒ͤͦͫ ͤ͊ ͼ͔͙͔ͭ͡ 

 x  x   x    

2.16 Describe how 
to evaluate 
environmental 
processes and 
performance against 
the audit objectives 
2.16 ˻ ͙ͨͫ ͊ͦ͟͟ ͔ͫ 

ͦͼ͔͍ͤͯ͊͊ͭ ͙͔ͤ͊ͦ͒ͭ 

ͦ͒ ͔͍͙͙ͪ͊ͭ͊͘͞ ͍ͦ 

ͦ͒ͤͦͫ ͤ͊ ͼ͔͙͔ͭ͡ 

 x  x   x    



 

   

 

2.17 Determine the 
importance of 
auditing the control 
of exposure to 
hazardous waste 
types and/or special 
waste arrangements 
within your work 
area 
2.17˨ ͊ ͔ͫ ͍͙ͯͭͪ͒ 

ͤ͊͘;͔͔ͥͭͦ ͤ͊ 

͔͍͙͙ͪ͊ͭ͊͘͞  ͙ͨͪ 

ͦͤͭͪͦ͊͟͡ ͤ͊ 

͍͙͍͙͔͒ͦͭ ͤ͊ ͔ͦͨ͊ͫͤ 

ͦͭͨ͊͒ ͙κ͙͙͡ 

͔͙ͨͦͫ͋ͤ 

͔͙͊ͪ͊ͤ͗ͣͤͭ  ͍ͦ 

͙͔ͪ͊ͣͭ͟ ͤ͊ ͍͊΄͊ͭ͊ 

ͪ͊͋ͦͭͤ͊ ͦ͋͊ͫͭ͡  

 x  x  x x    

3. Determine how 
to conduct the audit 
trail to monitor the 
critical factors in 
waste management 
оΦ˨͊ ͔ͫ ͍͙ͯͭͪ͒ ͊ͦ͟͟ 

͒͊ ͔ͫ ͍͔͔ͫͨͪͦ͒ 

͔͍͙ͪͦͪͫ͊͘͟ ͎ͭͪ͊͊ ͊͘ 

͔͔͔ͫ͒ͥ͡ ͤ͊ 

͙͙ͪͭ͟;͙ͤ ͺ͙͊ͭͦͪ͟ 

͍ͦ ͍͍͔ͯͨͪ͊ͯ͊ͥͭͦ ͫͦ 

ͦͭͨ͊͒  

 x  x  x x    



 

   

 

4. Describe the 
importance of 
assessing 
compliance with 
waste management 
policy and 
procedures and the 
consequences and 
implications of non-
compliance 
пΦ˨͊ ͔ͫ ͙ͦͨ΄͔ 

͍͊͗ͤͦͫͭ͊ ͤ͊ 

ͦͼ͔͍͔ͤͯ͊ͥ ͤ͊ 

͎͔ͯͫͦ͊ͫͤͦͫͭ͊͡ ͤ͊ 

͙͙ͨͦͭ͊ͭ͊͟͡ ͙ 

ͨͪͦͼ͔͙͔͒ͯͪͭ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ Σ 

͔͙ͨͦͫ͒͡ͼ͙͔ͭΣ 

͙͙ͣͨ͊͟͡ͼ͙͙͔ͭ ͙ 

͔͎͔ͤͯͫͦ͊ͫͤͦͫͭ͊͡  

 

 x  x  x x    

5. Describe how 
waste streams 
available to the 
organisation apply 
to your area of work 
and how to audit 
their effectiveness 
р ˻͙ͨͫ ͤ͊ 

͒ͦͫͭ͊ͨͤͦͫͭ͊ ͤ͊ 

ͦͭͨ͊͒ͦͭ ͒ͦ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ ͦ͒ 

͍͊΄͊ͭ͊ ͪ͊͋ͦͭͤ͊ 

͔͊ͪ͊Σ ͙ ͊ͦ͟͟ ͔ͫ 

͍ͪ΄͙ ͔͎͔ͨͪ͒͡  ͤ͊ 

͔ͺ͔͙͍ͭͤͦͫͭ͊͟  

          



 

   

 

6. Identify who is 
responsible for 
conducting pre-
acceptance audits 
сΦˮ͔͙͒ͤͭͺ͙ͼ͙͔ͪ͊ͥ 

ͤ͊ ͎͍͙ͦ͒ͦͪͤͦͭ ͊͘ 

͍͔͍͔ͣͭͤͯ͊ͥ ͤ͊ 

͔ͨͪ͒-͙ͨͪͺ͔͊͊ͥ͠ 

͔͍͙͙͙ͪ͘  

          

7. Describe how 
to undertake 
questioning of staff 
in a manner which 
does not lead the 
individual to the 
answer 

 

 x  x   x    

3. Use, record and 
communicate data 
and information 

оΦ˴͙͔͔ͦͪͫͭͥΣ 

͍͔͍͔ͤͫͯ͊ͥ ͙ 

͔͔͍͔ͨͪͤͫͯ͊ͥ ͤ͊ 

ͨͦ͒͊ͭͦͼ͙ ͙ 

͙ͤͺͦͪͣ͊ͼ͙͙  

3.1 Summarise the 
data in the 
appropriate manner, 
highlighting 
significant 
information and any 
recommendations  
оΦм ˿͔ͯͣͯͪ͊ͥ ͤ͊ 

ͨͦ͒͊ͭͦͼ͙͔ͭ ͤ͊ 

͍͙͔ͨͪ͊ͤ͡ ͤ͊;͙ͤΣ 

͙͍͙ͫͭ͊ͤͯ͊͟͞͠ 

ͤ͊͘;͙͊ͤ͞ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͙ 

͔͙ͨͪͨͦͪ͊͟  

x x   x x x x x  



 

   

 

3.2 Produce a timely 
and comprehensive 
audit report 
specifying the 
degree of 
compliance, any 
recommendations 
for further action 
and /or follow up 
review and issue to 
relevant others 
оΦн ˽͍͔͔ͪ͊ͥ ͤ͊ 

͍͔͔ͤ͊ͪͣͤ ͙ 

͔ͫͦͨͺ͔͊ͭͤ 

͔͍͙͙ͪͦͪͫ͘͟ 

͙͍͔͘΄ͭ͊͞Σ 

͔͍͔ͦ͒ͪ͒ͯ͊ͥ ͤ͊ 

͔͔ͫͭͨͤͦͭ ͤ͊ 

͎͔ͯͫͨͦ͊ͫͤͦͫͭ͡Σ 

͔͙ͨͪͨͦͪ͊͟ ͊͘ 

ͨͦͤ͊ͭ͊ͣͦ΄ͤ͊ 

ͨͦͫͭ͊ͨ͊͟ ͙κ͙͙͡ 

͙͍͔͍͔ͯ͊ͥ͘͟͡ 

͙ͦͪͫͭ͟ 

x x   x x x x   



 

   

 

3.3 Identify critical 
groups who may be 
exposed as a result 
of non-compliance 
with waste 
management and 
take appropriate 
action 
3.3 

ˮ͔͙͒ͤͭͺ͙͍͔ͯ͊ͥ͟ 

ͤ͊ ͙͙ͪͭ͟;͙ͤ ͎͙ͪͯͨ 

͙ͦ͟ ͔ͣͦ͗ ͒͊ ͙͋͒͊ͭ 

͙͔͙ͦ͗ͤ͘͡ ͊ͦ͟͟ 

͔ͪͯͭ͊ͭ͘͡ ͤ͊ 

͔ͤͨͦ;͙͍͔ͭͯ͊ͥ ͤ͊ 

͍͙ͨͪ͊͊ͭ͊͡ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ ͙ ͒͊ ͔ͫ 

͔͍͔͔ͨͪͣ͘ 

͍͔ͫͦͦ͒ͭͤ͊ ͊͟ͼ͙͊͞  

          

3.4 Agree a plan for 
the implementation 
of recommended 
changes, based on 
the risk assessment 
of non-compliance 
issues 
оΦп ˨͎͍͔ͦͦ͊ͪ͊ͥ ͤ͊ 

ͨ͊ͤ͡ ͊͘ 

͍͔͍͔ͫͨͪͦ͒ͯ͊ͥ ͤ͊ 

͔͍͙͔͙͔ͨͪ͒͒ͤͭ 

͔͙ͨͪͦͣͤ Σ ͍ͪ͘ 

͍ͦͫͤͦ͊ ͤ͊ ͨͪͦͼ͔ͤ͊͟ 

ͤ͊ ͙͙ͪͦͭ͘͟ ͙ 

͔͎͔͙ͤͯͫͦ͊ͫͤͦͫͭ͡  

          



 

   

 

3.5 Discuss the 
findings of the audit 
with the relevant 
stakeholders 
оΦр ˨͙͙ͫͯͫ͊͟͞ ͊͘ 

ͨͪͦͤ͊͒ͦ͞ͼ͙͔ͭ ͦ͒ 

͔͍͙͙ͪ͊ͭ͊͘͞ ͫͦ 

͍͔͙ͫͦͦ͒ͭͤ ͙͡ͼ͊ 

          

3.6 Maintain full, 
accurate and legible 
records of 
information 
collected and store 
in correct location in 
line with current 
legislation, 
guidelines, local 
policies and 
protocols 
оΦс ˻͍͔͒ͪ͗ͯ͊ͥ ͤ͊ 

ͼ͔͙ͦͫͤ͡Σ ͭͦ;͙ͤ ͙ 

;͙͙͍͙ͭ͡ ͙͙͊ͨͫ͘ ͦ͒ 

͙͔ͫͦ͋ͪ͊ͤͭ 

͙ͤͺͦͪͣ͊ͼ͙͙Σ 

͔ͫͨͦͪ͒ ͊ͦͤͫ͊ͭ͊͘͟͟ 

͔͎͙͍ͪͯ͊ͭ͊͡Σ 

͍ͯͨ͊ͭͫͭ͊Σ ͙ͦ͊ͤ͟͡͡ 

͙͙͙ͨͦͭ͟͡ ͙ 

͙ͨͪͦͭͦ͟͡  

          



 

   

 

3.7 Ensure an 
introduction to the 
pre-acceptance 
audit report is 
produced and meets 
the Environment 
!ƎŜƴŎȅΩǎ 
requirements and 
contain the 
following 
information; 

a. ˨͊ ͔ͫ 
͔͔͙ͦ͋͋͒͘ 
͍͍͔ͦ͒ ͊͘ 
͔͍͙͙ͪͦͪͫ͘͟ 
͙͍͔͘΄ͭ͊͞ ͤ͊ 
͔ͨͪ͒-͙͔ͨͪͣ 
͔͒͊͟ ͔ 
͍͔ͤ͊ͨͪ͊ͤ ͙ 
͎͙ ͙͍ͫͨͦͤͯ͊͡ 
͋͊ͪ͊ͥ͊ͭ͊ ͤ͊ 
ˢ͎͔ͤͼ͙͊ͭ͊͞ 
͊͘ ͙͍͗ͦͭͤ͊ 
͔͙ͫͪ͒ͤ͊ ͙ ͎͙ 
͙ͫͦ͒ͪ͗ 
͔͙͔ͫ͒ͤͭ͡ 
͙ͤͺͦͪͣ͊ͼ͙͙
; 

¶ Name and 
address of the 
healthcare 
facility 

¶ ˮ͔ͣ ͙ ͔͊͒ͪͫ͊ 
ͤ͊ 
͍͍͔͒ͪ͊ͫͭͤ͊͘ 
͍ͯͫͭ͊ͤͦ͊  

¶ Name and job 
title of the 
auditor 

¶ ˮ͔ͣ ͙ 
ͪ͊͋ͦͭͤ͊ 

          



 

   

 

͙ͨͦ͘ͼ͙͊͞ ͤ͊ 
͙͊ͯ͒ͭͦͪͦͭ 

¶ Date the audit 
started and 
finished 

¶ ˽ͦ͒͊ͭͦͼ͙ ͊͘ 
ͨͦ;͍͔ͤͯ͊ͥͭͦ 
͙ 
͍͊ͪ͘΄͔ͭͦͦͭ͟ 
ͤ͊ ͔͍͙͙ͪ͊ͭ͊͘͞  

¶ Relevant 
information 
about the 
facility 

¶ ˿͍͔͙ͦͦ͒ͭͤ 
͙ͤͺͦͪͣ͊ͼ͙͙ 
͊͘ ͔͙͔ͦ͋ͭͭ͟͞  

¶ For each type 
of healthcare 
waste 
generated, the 
associated 
hazards and 
the quantity 
generated 
over a stated 
period. 

¶  ˿ ͔ͦ͟͞ ͍͙͒ ͤ͊ 
͎͔͔͙ͤͪͪ͊ͤ 
͔͙ͣ͒ͼ͙͙ͤͫ͟ 
ͦͭͨ͊͒Σ 
͙ͦͨ͊ͫͤͦͫͭ 
͙ͦ͟ ͎͙ ͙ͤͦͫ ͙ 
͙ͦ͟͡;͙ͤ͊ͭ͊ 
ͤ͊ ͔͔ͫͦ͋ͪͤ 
ͦͭͨ͊͒ ͍ͦ 
͔ͭͦͭ͟ ͤ͊ 
͍͔͔͙ͤ͊͒ͤͦͭ 
͔͙ͨͪͦ͒  

¶ A list of 
departments 



 

   

 

and if they 
were audited. 

¶ ˶͙ͫͭ͊ ͤ͊ 
͔͙ͫͭͦͪ͟ ͙ ͊ͦ͟ 
͙͔ͭ ͙͔͋͡ 
͔͔ͨͪ͒ͣͭ ͤ͊ 
͔͍͙͙ͪ͊͘͞  

3.8 Ensure a pre-
acceptance 
summary report is 
produced which 
provides an 
overview of how the 
healthcare 
institution is 
performing. 
оΦу ˨͊ ͔ͫ ͙͎ͦͫͯͪ͊ 

͔͒͊͟ ͼ͔͙ͦͫͤͦͭ͡ 

͙͍͔͘΄ͭ͊͞ ͊͘ ͔ͨͪ͒-

͙͔ͨͪͣΣ ͦ͟͞ ͍͒͊͊ 

͔͎͔ͨͪ͒͡ ͤ͊ ͭͦ͊ ͊ͦ͟͟ 

ͺͯͤ͟ͼ͙͙ͦͤͪ͊ 

͍͍͔͒ͪ͊ͫͭͤ͊ͭ͊͘ 

͙͙ͤͫͭͭͯͼ͙͊͞ ͔ 

͍͔ͤ͊ͨͪ͊ͤ  

 x  x  x x    



 

   

 

3.9 Devise an action 
plan stating how 
each of the 
recommendations 
will be addressed, 
ensuring that; 
оΦф ˨͊ ͔ͫ ͎͍͙ͨͦ͒ͦͭ 

͊͟ͼ͙͔ͦͤͤ ͨ͊ͤ͡ ͊ͦ͟͟ 

͔ͫͦ͊͟͞ ͦ͒ 

͔͙͔ͨͪͨͦͪ͊ͭ͟ ͔͠ 

͙͔͋͒ ͔ͪ΄͔ͤ͊ ͙ ͔͠ 

͙͎͙ͦͫͯͪ; 

¶ actions are 
clearly defined  

¶ ͙͍͙͊ͭͤͦͫͭ͟ ͔ͫ 
͊ͫͤͦ͞ 
͔͒ͺ͙͙͙ͤͪ͊ͤ  

¶ persons 
responsible 
for the actions 
are identifies 

¶ ͎͔ͯͭͦ͡ ͙ͦ͟  
͔͙͊͒ͦ͗ͤ͘͡ ͊͘ 
͙͍͙͔͊ͭͤͦͫͭͭ͟ 
͔ͫ ͍͔͔͠ 
͙ͨͦͤ͊ͭ͘  

¶ deadlines for 
completion 
are outlined 

¶ ͍͙͔ͪͦͦͭ͟ ͊͘ 
͍͊ͪ͘΄͍͔ͯ͊ͥ 
͔ͫ ͍͔͔͙ͤ͊͒ͤ  

 x  x  x x    



 

   

 

3.10 Ensure a pre-
acceptance audit 
report is produced 
which comprises the 
following elements: 
оΦмл ˨͊ ͔ͫ ͙͎͙ͦͫͯͪ 

͔͒͊͟ ͙͍͔͘΄ͭ͊ͦͭ͞ ͊͘ 

͔͍͙͙ͪ͊ͭ͊͘͞ ͊͘ ͔ͨͪ͒-

͙͔ͨͪͣ ͔ ͍͔ͤ͊ͨͪ͊ͤ͊ 

͙ ͎͙ ͙ͫͦ͒ͪ͗ 

͔͙͔ͫ͒ͤͭ͡ ͔͔͔͙ͣͤͭ͡: 

¶ Report 
introduction 

¶ ˮͤͫͭͪͯ͟ͼ͙͙ ͊͘ 
͙͍͔͘΄ͭ͊͞  

¶ Summary report 
of findings 

¶ ͔͔̇ͦͫͤ͡ 
͙͍͔͘΄ͭ͊͞ ͤ͊ 
͙ͤ͊ͦ͒  

¶ Action plan 
where 
appropriate 

¶ ˽͊ͤ͡ ͊͘ ͊͟ͼ͙͊͞ 
͔͊͒͟ ͔ 
͍͔ͫͦͦͫ͒ͭͤͦ  

¶ Completed 
departmental 
inspection 
records and 
consignment 
paperwork 
review records. 
These may form 
appendices to 
the main report. 

¶ ˮ͍͔͘΄ͭ͊͞ ͊͘ 
͔͔ͦͣͨͭͤ͟͡ 
ͤ͊͒ͦͪ͘ ͨͦ 
͔ͦ͒͒͡ ͔͙ͤ͊͞ ͙ 

 x  x  x x    



 

   

 

͔͍͙͔͒ͤͼ͙͊͞ ͤ͊ 
͔͒ͦͯͣͤͭ͊͟ͼ͙͊ͭ͞
͊Φ ́ͦ͊ ͔ͣͦ͗ ͒͊ 
͙͔͋͒ 
͍͔͒ͦͨͦͤͯ͊ͥ͡ 
ͤ͊ ͎͍͙͊ͤͦͭ͡ 
͙͍͔͘΄ͭ͊͞  

¶ Any other 
relevant 
information 
referenced in 
the summary 
report such as 
policies, 
procedures or 
training 
documentation, 
these may form 
appendices to 
the main report 
or may be made 
available on 
request. 

¶ ˿͙͔ͭ ͎͙͒ͪͯ 
͍͔͙ͫͦͦ͒ͭͤ 
͙ͤͺͦͪͣ͊ͼ͙͙ 
͍͔͔͙ͤ͊͒ͤ ͍ͦ 
ͪ͊ͭͦ͟͟ ͙͍͔͘΄ͭ͊͞ 
͊ͦ͟͟ ΄ͭͦ ͔ͫ  
͙͙͙͔ͨͦͭͭ͟͡Σ 
͔͒ͦͯͣͤͭ͊͟ͼ͙͊͞ 
͊͘ ͨͪͦͼ͔͙͔͒ͯͪͭ 
͊͘ ͦ͋ͯ͊͟Φ ͙͔́ 
͔ͣͦ͗ ͒͊ ͙͋͒͊ͭ 
͍͔͒ͦͨͦͤͯ͊ͥ͡ 
ͤ͊ ͎͍͙͊ͤͦͭ͡ 
͙͍͔͘΄ͭ͊͞ ͙͙͡  
͙͒ͦͫͭ͊ͨ͊ͤ ͤ͊ 
͔͋͊ͪ͊ͥΦ 



 

   

 

3.11 Ensure copies 
of the final pre-
acceptance audit 
report is made 
available to the 
relevant 
stakeholders 
оΦмм ˨͊ ͔ͫ 

͔͔͙ͦ͋͋͒͘ ͙ͦͨ͊͟͞ ͦ͒ 

͙ͪ͊ͤͦͭ͟͞ ͙͍͔͘΄ͭ͊͞ 

͔͍͙͙ͪ͊ͭ͊͘͞ ͙ͦ͟ ͔ͫ 

͙͒ͦͫͭ͊ͨͤ ͒ͦ 

͍͔͙͔ͫͦͦ͒ͭͤͭ ͙͡ͼ͊  

 x  x  x x    

3.12 Determine the 
contents of an 
environmental audit 
report 
оΦмн ˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ ͙ͫͦ͒ͪ͗ͤ͊ ͤ͊ 

͔͍͙͙ͪͦͪͫ͘͟ 

͙͍͔͘΄ͭ͊͞ ͤ͊ 

͙͍͗ͦͭͤ͊ͭ͊ ͔͙ͫͪ͒ͤ͊  

 x  x   x    

3.13 Determine 
how to identify 
recipients/interested 
parties for the 
report. 
оΦмо ˻͔͍͔͒ͪ͒ͯ͊ͥ 

͊ͦ͟͟ ͒͊ ͔ͫ 

͙͔͙͒ͤͭͺ͙ͼ͙ͪ͊͊ͭ 

͙͔͙͔ͨͪͣ͊ͭͭ͡κ͙͊ͤͭ͘

͔͔͙͙͔ͪͫͪ͊ͤͭ ͙ͫͭͪ͊ͤ 

͊͘ ͙͍͔͘΄ͭ͊ͦͭ͞  

 x  x  x x    



 

   

 

3.14 Describe the 
range of 
stakeholders and 
end users involved, 
their information 
needs, roles, 
responsibilities and 
capabilities 
оΦмп ˻͙ͨͫ ͤ͊ 

͔͎ͦͨͫͦͭ ͤ͊ 

͍ͯ͟͡;͔͙ͤ  ͯ͡͏͔ ͙ 

͙͙ͦͪͫͤ͟ͼ͙Σ 

͙͍͙͔ͤͤͭ ͔͙ͨͦͭͪ͋ͤ 

͙ͤͺͦͪͣ͊ͼ͙͙Σ 

͎͙ͯͦ͡Σ 

͎͍͙ͦ͒ͦͦͪͤͦͫͭ ͙ 

͙ͣͦ͗ͤͦͫͭ  

 x  x   x    

3.15 Describe the 
importance of 
auditing at regular 
intervals and 
whenever an 
adverse and/or 
unexpected event 
occurs within your 
area of responsibility 
оΦмр ˾͔͍͒ͦͤͦ 

͙ͦͨ΄͍͔ͯ͊ͥ ͤ͊ 

͍͊͗ͤͦͫͭ͊ ͤ͊ 

͔͍͙͙ͪ͊ͭ͊͘͞ ͙ ͤ͊ 

͔͙͙ͤͨͪ͊ͭͤ͞ ͙κ͙͙͡ 

͔ͤͦ;͔͍͙ͯ͊ͤ͟ 

͙ͤ͊ͫͭ͊ͤ ͍ͦ ͙͔ͪ͊ͣͭ͟ 

ͤ͊ ͍͊΄͊ͭ͊ ͪ͊͋ͦͭͤ͊ 

ͦ͋͊ͫͭ͡  

 x  x   x    



 

   

 

3.16 Describe the 
importance of 
retaining 
documentation 
pertaining to the 
audit of waste 
management 
оΦмс ˻͙ͨ΄͍͔ͯ͊ͥ ͤ͊ 

͍͊͗ͤͦͫͭ͊ ͊͘ 

͍͔͊͒ͪ͗ͯ͊ͥ͘ ͤ͊ 

͔͒ͦͯͣͤͭ͊͟ͼ͙͊ͭ͊͞ 

ͦ͊͟͞ ͔ͫ ͔͍ͦ͒ͤͫͯ͊ ͤ͊ 

͔͍͙͙ͪ͊ͭ͊͘͞ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒  

 x  x   x    

3.17 Describe the 
current national 
legislation, 
guidelines, local 
policies and 
protocols which 
affect your work 
practice 
оΦмт ˻͙ͨͫ ͤ͊ 

͔ͣͦͣͤͭ͊ͤ͊ͭ͊͡ 

͊ͦͤͫ͊͘͟͟ 

͎͙͍ͪ͊ͯ͊ͭ͊͡Σ 

͍ͯͨ͊ͭͫͭ͊Σ ͙ͦ͊ͤ͟͡͡ 

͙͙͙ͨͦͭ͟͡ ͙ 

͙ͨͪͦͭͦ͟͡ ͙ͦ͟ 

͍͙͊͊ͭ͡͞ ͤ͊ ͍͊΄͊ͭ͊ 

ͪ͊͋ͦͭ͊  

 x  x   x    



 

   

 

3.18 Describe the 
policies and 
guidance that clarify 
your scope of 
practice, 
accountabilities and 
the working 
relationship 
between yourself 
and others 
омΦу ˻͙ͨͫ ͤ͊ 

͙͙͙ͨͦͭ͟͡ ͙ 

͍ͯͨ͊ͭͫͭ͊ ͙ͦ͟ ͎ͦ 

͍ͦ͋͊ͫͤͯ͊͊ͭ͞ ͍͊΄͙ͦͭ 

͔ͦ͋ͣ ͤ͊ ͪ͊͋ͦͭ͊ Σ 

͎͍͙ͦ͒ͦͦͪͤͦͫͭ ͙ 

͙ͪ͊͋ͦͭͤͦͭ  ͦ͒ͤͦͫ 

ͫͦ ͎͙͔͒ͪͯͭ  

 x  x  x x    

3.19 Determine the 
information required 
for the pre-
acceptance audit 
оΦмф ͍͍͔̂ͭͪ͒ͯ͊ͥ ͤ͊ 

͙ͤͺͦͪͣ͊ͼ͙͙ 

͔͙ͨͦͭͪ͋ͤ ͊͘ ͔ͨͪ͒-

͙͔ͨͪͣ ͔͍͙͙ͪ͊ͭ͊͘͞ 

 x  x  x x    

3.20 Identify the 
information required 
to conduct the pre-
acceptance audit 

оΦнл ͍͍͔̂ͭͪ͒ͯ͊ͥ  

ͤ͊ ͙ͤͺͦͪͣ͊ͼ͙͙͔ͭ 

͙ͦ͟ ͔ͫ ͔͙ͨͦͭͪ͋ͤ ͊͘ 

͍͔͍͔ͫͨͪͦ͒ͯ͊ͥ ͤ͊ 

͔ͨͪ͒-͙͔ͨͪͣ 

͔͍͙͙ͪ͊ͭ͊͘͞ 

          



 

   

 

3.21 Determine 
how to specify and 
obtain any 
additional audit 
expertise required 

оΦнм ͍͍͔̂ͭͪ͒ͯ͊ͥ 

͊ͦ͟͟ ͒͊ ͔ͫ 

͔͔͙ͦͨͪ͒͡ ͙ ͙͔͒ͦ͋ 

͔ͫͦ͊͟͞ 

͙͔͒ͦͨͦͤͭͤ͊͡͡ 

͔͍͙ͪͦͪͫ͊͘͟ 

ͫͭͪͯ;ͤͦͫͭ  

          

3.22 Determine how 
to define a suitable 
level of liaison and 
consultation with 
interested parties 

оΦнн ͍͍͔̂ͭͪ͒ͯ͊ͥ 

͊ͦ͟͟ ͒͊ ͔ͫ 

͔͒ͺ͙͙ͤͪ͊ 

͍͔ͫͦͦ͒ͭͤͦ ͙͍ͤͦ ͤ͊  

͍ͪͫ͊͟ ͙ 

ͦͤͫͭͯͭ͊͟͡ͼ͙͊͞ ͫͦ 

͙͔͔͙͙͔͊ͤͭͪͫͪ͊ͤͭ͘ 

͙ͫͭͪ͊ͤ  

          

3.23 Describe the 
methods of liaising 
with interested 
parties 

оΦно ˻͙ͨͫ ͤ͊ 

͔͙͔ͣͭͦ͒ͭ ͊͘ 

͍͍͔ͨͦͪͯ͊ͥ͘ ͫͦ 

͙͔͔͙͙͔͊ͤͭͪͫͪ͊ͤͭ͘ 

͙ͫͭͪ͊ͤ  

          



 

   

 

3.24 Determine how 
to access and record 
audit findings 
accurately 
оΦнп ͍͍͔̂ͭͪ͒ͯ͊ͥ 

͊ͦ͟͟ ͭͦ;ͤͦ ͒͊ ͔ͫ 

͙͙ͨͪͫͭ͊ͨ ͙ ͍͔ͤͫ͊ͭ 

͙͔ͤ͊ͦ͒ͭ ͦ͒ 

͔͍͙͙ͪ͊ͭ͊͘͞  

          

3.25 Describe the 
guidance and 
relevant legislation 
available for 
conducting pre-
acceptance audits 
оΦнр ˨͊ ͔ͫ ͙ͦͨ΄͔ 

͍͍ͦ͒ͫͭͦͭͦ ͙ 

͔͔͍ͪ͊ͤͭͤͦͭͦ͡ 

͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟ 

͒ͦͫͭ͊ͨͤͦ ͊͘ 

͙ͨͪͺ͔͊͊ͥ͠ ͤ͊ 

͔ͨͪ͒-͙͔ͨͪͣ 

͔͍͙͙ͪ͊ͭ͊͘͞  

          

4. Implement & 
Review 
Recommended 
Changes to 
Healthcare Waste 
Management 
System 

пΦ˿͍͔͍͔ͨͪͦ͒ͯ͊ͥ ͙ 

͔͎͔ͨͪ͒͡ ͤ͊ 

͔ͨͪͨͦͪ͊;͙͔͊ͤͭ 

4.1 Monitor the 
implementation of 
recommended 
changes against the 
agreed timeline 
пΦм ˿͔͔͔͒ͥ͡ ͤ͊ 

͍͔͍͔ͫͨͪͦ͒ͯ͊ͥͭͦ ͤ͊ 

͔ͨͪͨͦͪ͊;͙͔͊ͤͭ 

͔͙ͨͪͦͣͤ ͍ͦ ͦ͒ͤͦͫ 

ͤ͊ ͎͍͔͒ͦͦͦͪͤ͊ͭ͊ 

͍͔͔ͪͣͤͫ͊͟ ͪ͊ͣ͊͟  

x x   x x x x   



 

   

 

͔͙ͨͪͦͣͤ ͍ͦ 

͙͔ͫͫͭͣͦͭ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

͔͙ͣ͒ͼ͙͙ͤͫ͟ ͦͭͨ͊͒  

 

4.2 Manage those 
responsible for the 
implementation of 
recommended 
changes 
пΦн ˸͔ͤ͊ͽ͙͔ͪ͊ͥ ͤ͊ 

͎͍͙͔ͦ͒ͦͦͪͤͦͫͭͭ ͊͘ 

͍͔͍͔ͫͨͪͦ͒ͯ͊ͥ ͤ͊ 

͔͍͙͔͙͔ͨͪ͒͒ͤͭ 

͔͙ͨͪͦͣͤ 

          

4.3 Ensure measures 
are in place to 
implement the pre-
acceptance audit 
findings action plan 
and make the 
necessary 
improvements in 
time for your next 
audit. 
пΦо ˻͔͔͍͔͋͋͒ͯ͊ͥ͘ 

ͤ͊ ͔͙ͣͪ͟ ͊͘ ͒͊ ͔ͫ 

͍͔͔ͫͨͪͦ͒ ͨ͊ͤͦͭ͡ ͤ͊ 

͔͍͙͙͔ͪͦͪͫͭ͘͟ 

͙ͤ͊ͦ͒ ͤ͊ ͔ͨͪ͒-

͙ͨͪͺ͔͊͊ͥ͠ 

͔͍͙͙ͪ͊ͭ͊͘͞  ͙ ͒͊ ͔ͫ 

͍ͤ͊ͨͪ͊͊ͭ 

͍͔͙͔ͫͦͦ͒ͭͤͭ 

͍ͨͦ͒ͦ͋ͪͯ͊ͥ͊ ͍ͦ 

͔ͫ͒͊ͤ͊ͭ͊͡ ͔͍͙͙ͪ͊͘͞  

          



 

   

 

4.4 Assign 
responsibilities and 
timescales to the 
identified actions 
and to ensure that 
the action plan is 
regularly reviewed 
пΦп ˨͔͍͔ͦ͒ͯ͊ͥ͡ ͤ͊ 

͎͍͙ͦ͒ͦͦͪͤͦͫͭ ͙ 

͍͔͔͙ͪͣͤͫ͟ ͙ͪ͊ͣ͟ 

͊͘ ͍͔͙͔ͯͭͪ͒ͤͭ 

͙͍͙͊ͭͤͦͫͭ͟ ͙ ͒͊ ͔ͫ 

͙͎͙ͦͫͯͪ ͔͒͊͟ 

ͨ͊ͤͦͭ͡ ͔͍ͪ͒ͦͤͦ ͔ͫ 

͎͔͍ͪ͊͒ͯ͊͘͡ 

x x  x x x x x   

4.5 Ensure that the 
relevant person is 
informed when 
improvements have 
been implemented, 
in line with the 
action plan 
пΦр ˨͊ ͔ͫ ͙͎͙ͦͫͯͪ 

͔͒͊͟ ͍͔ͫͦͦ͒ͭͤ͊ͭ͊ 

͙͡;ͤͦͫͭ ͔ 

͙ͤͺ͙ͦͪͣͪ͊ͤ͊  ͎ͦ͊͟ 

͍ͨͦ͒ͦ͋ͪͯ͊ͥ͊ͭ͊  ͔ͫ 

͙͔͔͙͙ͣͨͣͤͭͪ͊ͤ͡Σ 

͍ͦ ͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ 

ͨ͊ͤͦͭ͡  

x x   x x x x   

4.6 Ensure that the 
next pre-acceptance 
is planned for after 
one has been 
completed 
4.6  

x x  x x x x x  x 



 

   

 

4.7 Determine how 
often your 
organisation must 
be audited and 
when the audit is 
due for renewal 
пΦт ˨͊ ͔ͫ ͔͙ͦ͒ͪ͒ 

ͦͯ͟͟͡ ;͔ͫͭͦ ͍͊΄͊ͭ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊͞ ͣͦͪ͊ 

͒͊ ͔ͫ ͔͍͙͙ͪͪ͊͘ ͊ 

͎ͦ͊͟ ͔͍͙͙ͪ͊ͭ͊͘͞ 

͔ͭͪ͋͊ ͒͊ ͔ͫ ͍͙ͦ͋ͤͦ  

          

4.8 Identify who is 
responsible for 
developing an action 
plan for the pre-
acceptance audit 
findings 
4.8 

ˮ͔͙͒ͤͭͺ͙͍͔ͯ͊ͥ͟ 

ͤ͊ ͎͍͙ͦ͒ͦͦͪͤͦͭ ͊͘ 

͎͍͍͔ͨͦ͒ͦͭͯ͊ͥ ͤ͊ 

͔͍͙͙ͪͦͪͫ͘͟ ͨ͊ͤ͡ ͊͘ 

͙͔ͤ͊ͦ͒ͭ ͦ͒ ͔ͨͪ͒-

͙͔ͨͪͣ ͔͍͙͙ͪ͊ͭ͊͘͞  

 x  x   x    

4.9 Determine how 
to access and record 
audit findings 
accurately 

пΦф ˻͔͍͔͒ͪ͒ͯ͊ͥ 

͊ͦ͟͟ ͭͦ;ͤͦ ͒͊ ͔ͫ 

͙͙ͨͪͫͭ͊ͨ ͙ ͙͊ͨ͘΄͊ͭ 

͙͔ͤ͊ͦ͒ͭ ͦ͒ 

͔͍͙͙ͪ͊ͭ͊͘͞  

 x  x  x x    



 

   

 

4.10 Determine how 
to access and record 
audit findings 
accurately 

пΦмл ˻͔͍͔͒ͪ͒ͯ͊ͥ 

͊ͦ͟͟ ͭͦ;ͤͦ ͒͊ ͔ͫ 

͙͙ͨͪͫͭ͊ͨ ͙ ͙͊ͨ͘΄͊ͭ 

͙͔ͤ͊ͦ͒ͭ ͦ͒ 

͔͍͙͙ͪ͊ͭ͊͘͞ 

 x  x   x    

5. Work in a 
manner which 
underpins 
effective 
performance 

рΦ˾͔͔͊͋ͦͭͥ ͤ͊ 

ͤ͊;͙ͤ ͦ͟͞ ͔ͫ ͍͊ͫͤͦ͊͘ 

ͤ͊ ͔ͺ͔͙͍ͭͤ͊͟ 

͙͍͔͒͋͊͘  

5.1 Be assertive in 
making decisions 

рΦм ˣ͙͔͔͒ͭ 

͍͔͔͙ͫ͊ͣͦͯͪͤ ͙ͨͪ 

͔͍͔͒ͦͤͫͯ͊ͥͭͦ 

͙ͦ͒ͯ͟͡  

x x  x x  x x   

5.2 Pursue 
accountability of 
staff for delegated 
responsibilities 

рΦн ˨͊ ͔ͫ 

͔ͨͪ͒ͦ͗͊ͭ͡ 

͔͙͔ͤ͊͒͗ͤͦͫͭͭ͡ ͤ͊ 

͔ͨͪͫͦͤ͊ͦͭ͡  

x x  x x  x x   

5.3 Reflect critically 
on personal 
achievements to 
inform future 
actions. 

рΦо ˴͙͙ͪͭ;ͤͦ 

͍͔ͦ͒ͪ͊ͯ͊ͥ͘ ͊͘ 

͙͡;͙͔ͤͭ 

͙͎͍͒ͦͫͭͤͯ͊ͥ͊  

x x  x x  x x   

 

Developing Healthcare Waste Management Policy and Plan Documents 
˾͍͊ͦ͘͞ ͤ͊ ͙͙ͨͦͭ͊͟͡ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ ͔͙ͣ͒ͼ͙ͤs͟ ͙ ͦͭͨ͊͒ ͙ ͨ͊ͤͫ͊͟͡ ͔͒ͦͯͣͤͭ͊͟ͼ͙͊͞  



 

   

 

EQF Level:  

EQF ˹ ͙͍ͦ  
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EQF Credit Value: 

EQF ˴ ͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ  

Learning Outcome 

˾͔ͯͭ͊ͭ͘͡ ͦ͒ ͯ;͔͔ͥ 

Assessment Criteria 

˴͙͔͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ  

9. Establish a 
strategy for the 
development of 
a waste 
management 
plan 
1. ˤ͍͔͍͔ͦ͒ͯ͊ͥ 
ͤ͊ 
͔͎͙ͫͭͪ͊ͭ͊͞ 
͊͘ ͍ͪ͊ͦ͘͞ ͤ͊ 
ͨ͊ͤ͡ ͊͘ 
͍͍͔ͯͨͪ͊ͯ͊ͥ 
ͫͦ ͦͭͨ͊͒  

1.1 Ensure that the 
organisational waste 
management plan is in 
line with National Waste 
Management Plans 

мΦм ˻͙͎͍͔ͫͯͪͯ͊ͥ ͔͒͊͟ 

ͨ͊ͤͦͭ͡ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ ͦͭͨ͊͒ ͔ 

͍ͦ ͍ͪͫ͊͟ ͫͦ 

˹͊ͼ͙͙ͦͤ͊ͤͦͭ͡ ͨ͊ͤ͡ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ ͦͭͨ͊͒  

x x  x x x x x   

1.2 Identify the internal 
and resource barriers to 
change, and the 
techniques that deal with 
these 

мΦн ˽͔ͪͦͣͤ͊ ͤ͊ 

͍͔ͤ͊ͭͪ΄͙͔ͤͭ ͙ resource 

barriersΣ ͙ ͔ͭͻ͙͙ͤ͟ ͙ͦ͟ 

͔͠ ͔ͫ ͍ͫͨͪ͊͊ͭ ͫͦ ͙͔ͭ  

x x  x x x x x   

1.3 Identify the 
resources required for 
the development of the 
waste management plan 

мΦо ͙͔͙͒ͭͺ͙͊͟ͼ͙͊͞ ͤ͊ 

͔͙͔ͪͫͯͪͫͭ ͊͘ ͍ͪ͊ͦ͘͞ ͤ͊ 

ͨ͊ͤͦͭ͡ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒  

x x  x  x    x 



 

   

 

1.4 Establish a time 
estimate for developing a 
waste management plan 

мΦп ˽ͪͦͼ͔ͤ͊͟ ͤ͊ 

͍͔͔ͪͣͭͦ ͊͘ ͍ͪ͊ͦ͘͞ ͤ͊ 

ͨ͊ͤͦͭ͡ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒   

x x  x  x    x 

1.5 Identify the internal 
and resource barriers to 
change, and the 
techniques that deal with 
these 
мΦр ˽͔ͪͦͣͤ͊ ͤ͊ 

͍͔ͤ͊ͭͪ΄͙͔ͤͭ ͙ resource 

barriersΣ ͙ ͔ͭͻ͙͙ͤ͟ ͙ͦ͟ 

͔͠ ͔ͫ ͍ͫͨͪ͊͊ͭ ͫͦ 

x x  x  x    x 

1.6 Determine where to 
find information on 
recycling and waste 
disposal services in your 
location 

мΦс ˻͔͍͔͒ͪ͒ͯ͊ͥ ͤ͊ 

͔ͣͫͭ͊ ͔͊͒͟ ͔ͣͦ͗ ͒͊ ͔ͫ 

ͤ͊͒͊ͭ͞ ͙ͤͺͦͪͣ͊ͼ͙͙ ͊͘ 

͔ͪͼ͙͙͔ͪ͊ͥ͟͡ ͙ ͔͍͙͙ͫͪͫ 

͊͘ ͙ͯͤ΄͍͔ͭͯ͊ͥ ͤ͊ ͦͭͨ͊͒ 

͍ͦ ͍͊΄͙ͦͭ ͔͎͙ͪͦͤ  

x x  x  x  x  x 

1.7 Determine the 
relationship with other 
plans and policies 

мΦт ˻͔͍͔͒ͪ͒ͯ͊ͥ ͤ͊ 

͍ͪͫ͊ͭ͊͟ ͫͦ ͎͙͔͒ͪͯͭ 

͍͙ͨ͊ͤͦ͡ ͙ ͙͙͙ͨͦͭ͟͡  

 x  x   x    

1.8 Identify the 
requirements for an 
environmental permit or 
registered exemption for 
the storage or transport 
of waste 

мΦу ˮ͔͙͒ͤͭͺ͙͍͔ͯ͊ͥ͟ ͤ͊ 

͋͊ͪ͊ͥ͊ͭ͊ ͊͘ ͔ͦͦ͟͡΄͊͟ 

͍͒ͦͦ͊͘͡ ͙͙͡ 

͔͙ͦͫͦ͋ͦ͒ͤ͡ ͔ͣͫͭ͊ ͊͘ 

͙͔ͫ͊͒ͪ͊ͥ͟͡  ͙͙͡ 

ͭͪ͊ͤͫͨͦͪͭ ͤ͊ ͦͭͨ͊͒ͦͭ  

 x  x  x x    



 

   

 

1.9 Describe the 
structure and content of 
a waste management 
plan 

мΦф ˻͙ͨͫ ͤ͊ ͫͭͪͯͭͯͪ͊ͭ͊͟ 

͙ ͙ͫͦ͒ͪ͗ͤ͊ͭ͊ ͤ͊  ͨ͊ͤͦͭ͡ 

͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ ͦͭͨ͊͒  

 x  x   x    

1.10  Determine the 
importance of a waste 
management plan 

мΦмл ˻͔͍͔͒ͪ͒ͯ͊ͥ ͤ͊ 

͍͊͗ͤͦͫͭ͊ ͤ͊ ͨ͊ͤͦͭ͡ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ ͦͭͨ͊͒  

 x  x   x    

1.11  Describe in detail 
the elevant legislation 
applicable to the 
organization 

мΦмм ˨͔͔ͭ͊ͤ͡ ͙ͦͨͫ ͤ͊ 

͊ͦͤͫ͊ͭ͊͘͟͟ ͔͎͙͍ͪͯ͊ͭ͊͡ 

ͦ͊͟͞ ͔ͫ ͙͔͍ͨͪͣͤͯ͊ ͍ͦ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  

 x  x   x    

1.12 Outline the general 
considerations when 
drafting a waste 
management plan 
мΦмн ˽͔͎͔ͪ͒͡ ͤ͊ 

ͦͨ΄͙͔ͭͭ 

͎͔͍ͪ͊͒ͯ͊ͥ͊͘͡ ͙ͨͪ 

͙͎͍͍͔ͦͭͯ͊ͥ͘ ͤ͊ 

ͨ͊ͤͦͭ͡ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͫͦ ͦͭͨ͊͒  

 x  x   x    

10. Develop a 
healthcare waste 
management 
policy 

нΦ˾͍͊ͦ͘͞ ͤ͊ 

͙͙ͨͦͭ͊͟͡ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͤ͊ 

͔͙ͣ͒ͼ͙͙ͤͫ͟ ͦͭͨ͊͒  

2.1 Identify sources of 
information relevant to 
healthcare waste 
management policy 
development 

нΦм ˻͔͍͔͒ͪ͒ͯ͊ͥ ͤ͊ 

͙͍͙͔ͦͪͭ͘ ͤ͊ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͊͘ ͍ͪ͊ͦ͘͞ 

ͤ͊ ͙͙ͨͦͭ͊͟͡ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͤ͊ 

͔͙ͣ͒ͼ͙͙ͤͫ͟ ͦͭͨ͊͒  

x x   x x     



 

   

 

2.2 Develop an effective 
healthcare waste 
management policy to 
make sure your 
organisation meets all 
the necessary legislative 
requirements for 
healthcare waste 
management and any 
aspirational best 
practices 

нΦн ˾͍͙͍͔͊͊ͥ͘ ͤ͊ 

͔ͺ͔͙͍ͭͤ͊͟ ͙ͨͦͭ͊͟͡ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͤ͊ 

͔͙ͣ͒ͼ͙͙ͤ͟ ͯͭͨ͊͒Σ ͒͊ ͔ͫ 

͙͎ͦͫͯͪ͊ ͔͒͊͟ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ ͎͙ 

͙͍ͫͨͦͤͯ͊͡ ͙͔ͫͭ ͙͊ͦͤͫ͘͟͟ 

͋͊ͪ͊ͥ͊ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͫ ͦͣ ͔͙͒ͼ͙͙ͤͫ͟ ͦͭͨ͊͒ ͙ 

͔ͫͦ͟͞ ͔ͫ ͔͙ͫͭͪͣ ͦͤ͟ 

ͤ͊͒ͦ͋ͪ͊ͭ͊͞ ͔ͭͻ͙ͤ͊͟  

x x   x x x x   

2.3 monitor the way the 
policy is put into practice 
and provide support 

нΦо ˿͔͔͒ͥ͡ ͤ͊ ͤ͊;͙ͤͦͭ 

ͤ͊ ͦ͟͞ ͙͙ͨͦͭ͊ͭ͊͟͡ ͔ͫ 

͍͔͍ͫͨͪͦ͒ͯ͊ ͍ͦ ͨͪ͊ͫ͊͟ ͙ 

͒͊  ͔ͫ ͔͔͙ͦ͋͋͒͘ 

ͨͦ͒͒ͪ΄͊͟  

 x  x   x    

2.4 encourage a climate 
of openness about 
meeting and not meeting 
the requirements of the 
policy 

2.4  

 x  x   x    

2.5 identify and correct 
any failures to meet the 
requirements 

нΦр ˮ͔͙͒ͤͭͺ͙ͼ͙͔ͪ͊ͥ ͙ 

͔͎͙͔ͦͪͪ͊ͥ͟ ͤ͊ ͎͔ͪ΄͙͟ 

ͫͦ ͼ͔͡ ͙͍͔ͫͨͦͤͯ͊ͥ͡ ͤ͊ 

͋͊ͪ͊ͥ͊ͭ͊  

 x  x  x x    



 

   

 

2.6 Identify sources of 
information and guidance 
on how to reduce, reuse, 
recycle and recover 
waste 

нΦс ˮ͔͙͒ͤͭͺ͙͍͔ͯ͊ͥ͟ ͤ͊ 

͙͍ͦͪͦͭ͘ ͤ͊ ͙ͤͺͦͪͣ͊ͼ͙͙ 

͙ ͤ͊;͙͙͔ͤͭ ͊ͦ͟͟ ͒͊ ͔ͫ 

͙ͤ͊ͣ͊͡Σ ͔͔͙ͪͯͨͦͭͪ͋Σ 

͔ͪͼ͙͙ͪ͊͟͡ ͙ ͍͙ͪ͊ͭ 

ͦͭͨ͊͒ͦͭ  

 x  x   x    

2.7 identify reasons for 
not meeting 
requirements and adjust 
the policy to reduce the 
likelihood of failures in 
the future 

нΦт ˮ͔͙͒ͤͭͺ͙͍͔ͯ͊ͥ͟ ͤ͊ 

͙ͨͪ;͙͙͔ͤͭ ͊͘ ͔ͤ 

͙͍͔ͫͨͦͤͯ͊ͥ͡ ͤ͊ 

͋͊ͪ͊ͥ͊ͭ͊ ͙ 

͙͎͍͔ͨͪ͊ͦ͒ͯ͊ͥ͡ ͤ͊ 

͙͙ͨͦͭ͊ͭ͊͟͡ ͊͘ 

͍͔ͤ͊ͣͤ͊ͯ͊ͥ͡ ͤ͊ 

͍͊ͪͦ͊ͭͤͦͫͭ͊͞ ͊͘ ͍ͨͦ͊͊͞ 

ͤ͊ ͎͔ͪ΄͙͟ ͍ͦ ͙͙͒ͤͤ͊ 

 x  x   x    

2.8 Describe the 
purpose of a waste 
management policy 

нΦу ˻͙ͨͫ ͤ͊ ͼ͔ͭ͊͡ ͤ͊ 

͙͙ͨͦͭ͊ͭ͊͟͡ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͤ͊ ͦͭͨ͊͒  

 x  x   x    

2.9 Determine the 
information to include in 
a waste management 
policy 

нΦф ˻͔͍͔͒ͪ͒ͯ͊ͥ ͤ͊ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͔͙ͨͦͭͪ͋ͤ 

͊͘ ͔͙͔ͪͪ͊ͥͭͦ͟ ͤ͊ 

͙͙ͨͦͭ͊ͭ͊͟͡ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ ͦͭͨ͊͒  

 x  x  x x    



 

   

 

11. Develop a 
healthcare waste 
management 
plan 

оΦ˾͍͊ͦ͘͞ ͤ͊ ͨ͊ͤͦͭ͡ 

͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

͔͙ͣ͒ͼ͙͙ͤͫ͟ ͦͭͨ͊͒  

3.1 carry out a 
resource efficiency 
assessment in your area 
of responsibility 

оΦм ˿͍͔͍͔ͨͪͦ͒ͯ͊ͥ ͤ͊ 

ͨͪͦͼ͔ͤ͊͟ ͤ͊ 

͔ͺ͙͊ͫͤͦͫͭ͊͟ ͤ͊ 

͔͙͔ͪͫͯͪͫͭ ͍ͦ ͍͊΄͊ͭ͊ 

ͦ͋͊ͫͭ͡ ͔͊͒͟ ͔ͫͭ 

͎͍͙ͦ͒ͦͦͪͤ  

 x  x  x x    

3.2 Conduct an 
assessment of current 
waste management 
practices 

оΦн ˤ͍͔͍͔ͦ͒ͯ͊ͥ ͤ͊ 

ͨͪͦͼ͔ͤ͊͟ ͤ͊ 

͔͙͔ͣͦͣͤͭ͊ͤͭ͡ ͔ͭͻ͙͙ͤ͟ 

͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ ͦͭͨ͊͒  

 x  x  x x    

3.3 develop plans for 
the effective utilisation or 
disposal of waste in 
accordance with relevant 
legislation and codes of 
practice 

оΦо ˾͍͊ͦ͘͞ ͤ͊ ͍͙ͨ͊ͤͦ͡ ͊͘ 

͔ͺ͔͙͍ͭͤ͊͟ ͙͙ͯͭ͊͘͡ͼ͙͊͞ 

͙͙͡ ͙ͯͤ΄͍͔ͭͯ͊ͥ ͤ͊ 

ͦͭͨ͊͒ ͍ͦ ͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ 

͔͔͍͙͔ͪ͊ͤͭͤͭ͡ ͙͊ͦͤ͘͟ ͙ 

͍͙ͨͪ͊͊͡ ͊͘ ͪ͊͋ͦͭ͊  

 x  x  x x    

3.4 identify and 
implement ways to 
reduce, reuse and recycle 
waste in your area of 
responsibility 

оΦп ˮ͔͙͒ͤͭͺ͙͍͔ͯ͊ͥ͟ ͙ 

͍͙͍͔ͪ͊͊ͥ͘ ͤ͊ ͤ͊;͙͙ͤ ͊͘ 

͔ͪ͒ͯͼ͙͔ͪ͊ͥΣ 

͔͔ͪͯͨͦͭͪ͋͊ ͙ 

͔ͪͼ͙͙͔ͪ͊ͥ͟͡ ͤ͊ ͦͭͨ͊͒ 

͍ͦ ͍͊΄͙ͦͭ ͔͎͙ͪͦͤ  

 x  x   x    



 

   

 

3.5 identify and 
investigate opportunities 
for dealing with 
biodegradable waste in 
your area of 
responsibility 

оΦр ˮ͔͙͒ͤͭͺ͙ͼ͙͔ͪ͊ͥ ͙ 

͍͙͍͔ͪ͊͊ͥ͘ ͤ͊ 

͙͔ͣͦ͗ͤͦͫͭͭ  ͊͘ 

͍͍͔ͫͨͪ͊ͯ͊ͥ ͫͦ 

͙͎͙͍͋ͦͪ͊ͪ͊͒͘͡ ͦͭͨ͊͒ ͍ͦ 

͍͊΄͙ͦͭ ͔͎͙ͪͦͤ  

 x  x  x x    

3.6 identify and 
investigate opportunities 
to recover energy and 
produce fuel from waste 
in your area of 
responsibility 

оΦс ˮ͔͙͒ͭͺ͙ͼ͙͔ͪ͊ͥ ͙ 

͍͙͍͔ͪ͊͊ͥ͘ ͤ͊ ͙ͣͦ͗ͤͦͫͭ 

͊͘ ͙͍͔͒ͦ͋͊ͥ ͔͔͎͙ͤͪ͊͞ ͙ 

͙͍͔͍͔ͨͪͦ͒ͯ͊ͥ͘ ͤ͊ 

͎͙͍ͦͪͦ ͦ͒ ͦͭͨ͊͒ ͍ͦ 

͍͊΄͙͊ͦͭ ͔͎͙ͪͦͤ 

 x  x   x    

3.7 Identify any wastes 
which have special 
management 
requirements  

оΦт ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ ͤ͊ 

͔ͫͦ͟͞ ͦͭͨ͊͒ ͦ͟͞ ͙ͣ͊ 

͔͙ͨͦͫ͋ͤ ͋͊ͪ͊ͥ͊ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ  

 x  x   x    

3.8 identify and 
implement appropriate 
ways of dealing with 
waste that needs to be 
disposed of 

оΦу ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ ͙ 

͍͙͍͔ͪ͊͊ͥ͘ ͤ͊ ͍͔͙ͫͦͦ͒ͭͤ 

ͤ͊;͙͙ͤ ͊͘ ͍͍͔ͫͨͪ͊ͯ͊ͥ 

ͫͦ ͦͭͨ͊͒ͦͼ͙ ͙ͦ͟ ͔ͭͪ͋͊ 

͒͊ ͔ͫ ͦ͒ͦ͗͊ͭ͡  

 x  x   x    



 

   

 

3.9 Identify the correct 
methods of disposal for 
different types of waste 
and the requirements for 
pre-treatment 

оΦф ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ ͤ͊ 

ͭͦ;͙ͤ ͔͙ͣͭͦ͒ ͊͘ 

͙ͯͤ΄͍͔ͭͯ͊ͥ ͙ͪ͊͘͡;͙ͤ 

͙͍͙ͭͨͦ ͤ͊ ͦͭͨ͊͒ ͙ 

͋͊ͪ͊ͥ͊ ͊͘ ͔ͨͪ͒-͔ͭͪͭͣ͊ͤ  

 x  x   x    

3.10 implement plans 
for the storage and 
disposal of waste 

оΦмл ˾͍͊ͦ͘͞ ͤ͊ ͍͙ͨ͊ͤͦ͡ 

͊͘ ͙͔ͫ͊͒ͪ͊ͥ͟͡ ͙ 

͙ͯͤ΄͍͔ͭͯ͊ͥ ͤ͊ ͦͭͨ͊͒ͦͭ  

 x  x  x x    

3.11 monitor the 
storage and disposal of 
inorganic waste in 
accordance with plans 
and take appropriate 
action if problems are 
highlighted 

оΦмм ˴ͦͤͭͪͦ͊͡ ͤ͊ 

͙͔ͫ͊͒ͪ͊ͥͭͦ͟͡ ͙ 

͙ͯͤ΄͍͔ͭͯ͊ͥͭͦ ͤ͊ 

͔͎͙ͤͦͪ͊ͤͫ͟ ͦͭͨ͊͒  ͍ͦ 

͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ ͍͙͔ͨ͊ͤͦͭ͡ 

͙ ͒͊ ͔ͫ ͔͍͔ͨͪͣ͊ͭ͘ 

͍͔͙ͫͦͦ͒ͭͤ ͔͙ͣͪ͟ 

͒ͦͦͯ͟͟͡ ͙ͣ͊ ͎͔͙ͤ͊͊ͫͤ͡ 

͔͙ͨͪͦ͋ͣ͡  

 x  x  x x    

3.12 identify and 
complete any necessary 
records or 
documentation relating 
to the storage, transport 
or disposal of waste 

оΦмн ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͙͊͞ ͙ 

͔͙͔ͦͣͨͭͪ͊ͥ͟͡ ͤ͊ ͙͔ͫͭ 

ͨͦ͒͊ͭͦͼ͙ ͍ͦ ͍ͪͫ͊͟ ͫͦ 

͙͔ͫ͊͒ͪ͊ͥͭͦ͟͡Σ 

ͭͪ͊ͤͫͨͦͪͭͦͭ ͙͙͡ 

͙ͯͤ΄͍͔ͭͯ͊ͥͭͦ ͤ͊ 

ͦͭͨ͊͒ͦͭ  

x x  x  x x x   



 

   

 

3.13 Ensure the plan 
includes measures to; 
support its 
implementation, raise 
awareness, identify 
economic incentives, 
comply with all current 
National and EU 
regulations 

a. ˻͙͎͍͔ͫͯͪͯ͊ͥ ͔͒͊͟ 
ͨ͊ͤͦͭ͡ 
͙ͫͦ͒ͪ͗ 
͔͙ͣͭͦ͒ ͊͘  

˽ͦ͒͒ͪ΄͊͟ ͍ͦ 

͍͔͍͔ͫͨͪͦ͒ͯ͊ͥͭͦΣ 

͙͎͔ͨͦ͒͊ͥ ͤ͊ ͍͊ͤ͊ͭ͊͞ 

͍͔ͫͫͭΣ ͙͔͙͒ͭͺ͙͍͔ͯ͊ͥ͟ 

͔͙ͦͤͦͣͫ͟͟ ͙͙ͤͼ͙͙͍͙͊ͭ͞ 

Σ͍ͦ ͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ ͙͔ͫͭ 

͔͍͙ͭͦͤ͟ ˹ ͊ͼ͙͙ͦͤ͊͡ ͙ ˩̂ 

͔͎͙͍͙ͪͯ͊ͭ͡  

x x   x x x x   

3.14 ensure that 
environmental and health 
and safety policies and 
risk assessment 
requirements are put into 
practice across your area 
of responsibility 

оΦмп ˨͊ ͔ͫ ͙͎͙ͦͫͯͪ ͔͒͊͟ 

͔ͦͦ͟͡΄͙͔ͭ͟Σ 

͍͍͔͙͔͒ͪ͊ͫͭͤͭ͘ ͙ 

͔͔͙͔͋͋͒ͤͦͫͤͭ͘ 

͙͙͙ͨͦͭ͟͡ ͙ ͋͊ͪ͊ͥ͊ͭ͊ ͊͘  

ͨͪͦͼ͔ͤ͊ͭ͊͟ ͤ͊ ͙͙ͪ͘͟ ͔ͫ 

͙͍ͨͪ͊ͭͯ͊͊ͭ͟͟ ͍ͦ 

ͪ͊͋ͦͭͤ͊ͭ͊ ͔͙ͫͪ͒ͤ͊ ͊͘ 

ͦ͊͟͞ ͔ͫͭ ͎͍͙ͦ͒ͦͦͪͤ 

          



 

   

 

3.15 Ensure the plan 
includes measures to; 
support its 
implementation, raise 
awareness, identify 
economic incentives, 
comply with all current 
National and EU 
regulations 

3.15 ˨ ͊ ͔ͫ ͙͎͙ͦͫͯͪ ͔͒͊͟ 

ͨ͊ͤͦͭ͡ ͙ͫͦ͒ͪ͗ ͔͙ͣͪ͟ 

͘;͊ ͨ ͦ͒ͪ΄͊͟ ͤ͊ ͔͎͍ͤͦͦͭͦ 

͍͔͍͔ͫͨͪͦ͒ͯ͊ͥΣ ͊͘ 

͙͎͔ͨͦ͒͊ͥ ͤ͊ ͍͊ͤ͊ͭ͊͞ 

͍͔ͫͫͭΣ ͙͔͒n͙ͭͺ͙͍͔ͯ͊ͥ͟ 

ͤ͊ ͔͙ͦͤͦͣͫ͟͟ ͫͭͯͣͯ͡Σ ͍ͦ 

͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ ͙͔ͫͭ 

͔͍͙ͭͦͤ͟ ˹͊ͼ͙͙ͦͤ͊ͤ͡ ͙ 

˩̂ ͔͎͙͍͙ͪͯ͊ͭ͡   

 

          

3.16 Exercise authority 
by identifying and 
assigning, where 
necessary, 
responsibilities 

3.16  

x x  x x x x x   

3.17 Assume 
responsibility for 
ensuring that the waste 
management plan meets 
the current political 
objectives for; waste 
prevention/minimisation, 
recycling/energy recovery 
and safe disposal options 

3.17 ˽ ͔͍͔͔ͪͣ͊ͥ͘ ͤ͊ 

͎͍ͦ͒ͦͦͪͤͦͫͭ ͊͘ 

͍͍͔ͨͦͭͪ͒ͯ͊ͥ ͔͒͊͟ 

ͨ͊ͤͦͭ͡ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ ͎͙ ͍͍͊͒ͦͦͯ͊͘͡ 

͔͍͙͔ͭͦͤͭ͟ ͙͙ͨͦͭ͡;͙͟ 

ͼ͔͙͡; ͨ ͔͍͔ͪͤͼ͙͊͞ ͤ͊ 

ͦͭͨ͊͒κ͙͙͙͙͔ͣͤͣͪ͊ͥ͘Σ 

͔ͪͼ͙͙͔ͪ͊ͥ͟͡κ͙͍͔͒ͦ͋͊ͥ 

͔͔͎͙ͤͪ͊͞ ͙ ͔͔͋͋͒ͤͦ͘ 

͙ͯͤ΄͍͔ͭͯ͊ͥ ͤ͊ ͦͭͨ͊͒ͦͭ  

x x   x x x x   



 

   

 

3.18 Assume 
responsibility for 
ensuring that the current 
waste management 
system addresses the 
environmental, health 
and safety issues in the 
relevant area of the 
waste management plan 

оΦму ˽͔͍͔͔ͪͣ͊ͥ͘ ͤ͊ 

͎͍ͦ͒ͦͦͪͤͦͫͭ ͊͘ 

͍͍͔ͨͦͭͪ͒ͯ͊ͥ ͔͒͊͟ 

͙͔ͫͫͭͣͦͭ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͫͦ ͦͭͨ͊͒ ͔ͫ ͔͍ͦ͒ͤͫͯ͊ ͤ͊ 

ͨͪ͊΄͊ͥ͊ͭ͊ ͊͘ 

͔͔͋͋͒ͤͦͫͭ͘ ͙ ͍͔͒ͪ͊͘͞ ͍ͦ 

͙͍͗ͦͭͤ͊ͭ͊ ͔͙ͫͪ͒ͤ͊Σ ͍ͦ 

͍͔ͫͦͦ͒ͭͤ͊ͭ͊ ͦ͋͊ͫͭ͡ ͦ͒ 

ͨ͊ͤͦͭ͡ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ 

x x  x x x x x  x 

3.19 Set clear objectives 
and quantitative targets 

оΦмф ˽͍͍͔ͦͫͭ͊ͯ͊ͥ ͤ͊ 

͙͊ͫͤ͞ ͙ ͍͙͙͍͙͊ͤͭͭ͊ͭͤ͟ 

ͼ͔͙͡  

          

3.20 Identify a 
monitoring programme 
to ensure objectives are 
fulfilled 

оΦнл ˻͔͔͍͔ͨͪ͒ͯ͊ͥ͡ ͤ͊ 

͎ͨͪͦͪ͊ͣ͊ ͊͘ 

͍͔ͤ͊͋ͯ͒ͯ͊ͥ͢Σ ͦ͊͟͞ 

͎͙͊ͪ͊ͤͭͪ͊ ͔͒͊͟ ͼ͔͙͔ͭ͡ 

͔ͫ ͙͔͙ͫͨͦͤͭ͡  

          

3.21 Set measurable 
indicators for monitoring 
purposes 

оΦнм ˽͍͍͔ͦͫͭ͊ͯ͊ͥ ͤ͊ 

͔͙͍͙ͣͪ͡  ͔͙ͨͦ͊͊ͭ͘͟͡ ͊͘ 

͍͔ͤ͊͋ͯ͒ͯ͊ͥ͢  

          



 

   

 

3.22 Include an action 
plan for meeting 
objectives 

оΦнн ˽͍͍͔ͦͫͭ͊ͯ͊ͥ ͤ͊ 

͊͟ͼ͙͔ͦͤͤ ͨ͊ͤ͡ ͊͘ 

͙͍͔ͫͨͦͤͯ͊ͥ͡ ͤ͊ ͼ͔͙͔ͭ͡  

          

3.23 Describe methods 
of collecting data and 
information 

оΦно ˻͙ͨ΄͍͔ͯ͊ͥ ͤ͊ 

͔͙͔ͣͭͦ͒ͭ ͊͘ ͙͔ͫͦ͋ͪ͊ͥ 

ͤ͊ ͨͦ͒͊ͭͦͼ͙ ͙ 

͙ͤͺͦͪͣ͊ͼ͙͙  

          

3.24 Critically evaluate 
the economic 
consequences of 
implementing the waste 
management plan 

оΦнп ˴͙͙ͪͭ;ͤ͊ ͨͪͦͼ͔ͤ͊͟ 

ͤ͊ ͔͙͔ͦͤͦͣͫͭ͟͟ 

͔͙ͨͦͫ͒͡ͼ͙ ͦ͒ 

͍͔͍͔ͫͨͦ͒ͯ͊ͥͭͦ ͤ͊ 

ͨ͊ͤͦͭ͡ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒  

          

3.25 Describe what 
information is needed to 
complete the waste 
management plan 

оΦнр ˻͙ͨͫ ͙ͦ͟ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͔ͫ 

͔͙ͨͦͭͪ͋ͤ ͊͘ 

͔͙͔ͦͣͨͭͪ͊ͥ͟͡ ͤ͊ 

ͨ͊ͤͦͭ͡ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ 

          



 

   

 

3.26 Describe in detail 
the relevant legislation or 
regulations to be 
considered when 
developing the waste 
management plan 

оΦнс ˻͙ͨͫ ͍ͦ ͔͙͒ͭ͊͡ ͤ͊ 

͍͔ͫͦͦ͒ͭͤͦͭͦ 

͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟ ͙͙͡ 

͙͙ͨͪͦͨͫ ͊͘ ͒͊ ͔ͫ ͔ͣ͊ͭ͘ 

͍ͦ ͔͍͙ͨͪ͒͒ ͙ͨͪ 

͙͎͍͍͔ͦͭͯ͊ͥͭͦ͘ ͤ͊ 

ͨ͊ͤͦͭ͡ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒  

          

12. Effectively 
engage and 
communicate with 
relevant 
stakeholders 

пΦ˩ͺ͔͙͍ͭͤͦ͟ 

͍ͯ͟͡;͍͔ͯ͊ͥ ͙ 

͙ͦͣͯͤ͟ͼ͙͔ͪ͊ͥ ͫͦ 

͍͔͙͔ͫͦͦ͒ͭͤͭ 

͙͔͔͙͙͊ͤͭͪͫͪ͊ͤ͘ 

͙ͫͭͪ͊ͤ  

4.4 Determine how to 
communicate effectively 
with a variety of 
audiences 

пΦм ˨͊ ͔ͫ ͔͙ͦ͒ͪ͒ ͊ͦ͟͟ 

͔ͺ͙͔͙͍ͭͤͦ͟  ͔͠ ͔ͫ 

͙ͦͣͯͤ͟ͼ͙ͪ͊ ͫͦ ͍͔͔ͨͦ͠ 

ͫͯ͡΄͔͙͊ͭ͡ ͍ͦ ͙ͫͭͦ 

͍͔͔ͪͣ  

 

 x  x  x x    

4.5 Describe the 
communication channels 
used to inform, both 
formal and informal  

пΦн ˻͙ͨͫ ͤ͊ ͤ͊;͙ͤ ͤ͊ 

͙ͦͣͯͤ͊͟͟ͼ͙͊͞ ͦ͊͟͞ ͔ͫ 

͙͙ͦͪͫͭ͟ ͊͘ 

͙ͤͺ͙͔ͦͪͣͪ͊ͥΣ ͍͔͔͒ͭ 

ͺͦͪͣ͊ͤ͊͡ ͙ 

͔ͤͺͦͪͣ͊ͤ͊͡  

 x  x   x    

4.6 Determine the 
participants in the 
planning process 

пΦо ˻͔͍͔͒ͪ͒ͯ͊ͥ ͤ͊ 

ͯ;͔͙ͫͤͼ͙͔ͭ ͍ͦ 

͙͔ͨ͊ͤͪ͊ͥͭͦ͡ ͤ͊ 

ͨͪͦͼ͔ͫͦͭ  

 x  x   x    



 

   

 

4.7 Provide full reports 
about any failures to 
meet the requirements of 
the policy to the relevant 
stakeholders 

пΦп ˨͊ ͔ͫ ͔͔͙ͦ͋͋͒͘ 

ͼ͔͔ͦͫͤ͡ ͙͍͔͘΄ͭ͊͞ ͊͘ 

͔ͫͦ͊͟͞ ͎͔ͪ΄͊͟Σ ͊͘ ͒͊ ͔ͫ 

͍͊͒ͦͦ͊ͭ͘͡ ͋͊ͪ͊ͥ͊ͭ͊ ͤ͊ 

͙͔͔͙͙͔͊ͤͭͪͫͪ͊ͤͭ͘ 

͙ͫͭͪ͊ͤ  

 x  x   x    

4.8 Assume 
responsibility for 
ensuring that the 
relevant people have a 
clear understanding of 
the policy and the 
importance of putting 
them into practice 

пΦр ˽͔͍͔͔ͪͣ͊ͥ͘ ͤ͊ 

͎͍ͦ͒ͦͦͪͤͦͫͭ ͊͘ ͒͊ ͔ͫ 

͙͎͙ͦͫͯͪ ͔͒͊͟ 

͙͔͔͙͙͔͊ͤͭͪͫͪ͊ͤͭ͘ 

͙ͫͭͪ͊ͤ ͼ͔ͦͫͤͦ͡ ͊͞ 

͙ͪ͊͋ͪ͊͊ͭ͘ ͙͙ͨͦͭ͊ͭ͊͟͡ ͙ 

΄ͭͦ ͔ ͍ͤ͊͊͗ͤͦ͞ ͣͦ͗͊ͭ 

͒͊ ͊͞ ͙͔ͨͪͣͤ͊ͭ ͍ͦ 

ͨͪ͊ͫ͊͟  

 x  x   x    

4.9 Exercise autonomy 
by identifying and 
consulting with relevant 
stakeholders and get 
agreement on the policy 
prior to publication 

пΦс ˮ͔͙͒ͤͭͺ͙͍͔ͯ͊ͥ͟ ͙ 

͙͔ͦͤͫͯͭͪ͊ͥ͟͡ ͫͦ 

͍͔͙͔ͫͦͦ͒ͭͤͭ 

͙͔͔͙͙͊ͤͭͪͫͪ͊ͤ͘ ͙ͫͭͪ͊ͤ 

͙ ͒͊ ͔ͫ ͙͔͒ͦ͋ ͎ͫͦ͊ͫͤͦͫͭ͡ 

͊͘ ͙͙ͨͦͭ͊ͭ͊͟͡Σ ͔ͨͪ͒ ͒͊ 

͔ͫ ͍͙ͦ͋͊͞ 

 x  x   x    



 

   

 

4.10 Assume 
responsibility for 
ensuring that the working 
methods for the 
management of waste 
are established and 
clearly communicated 

пΦт ˽͔͍͔͔ͪͣ͊ͥ͘ ͤ͊ 

͎͍ͦ͒ͦͦͪͤͦͫͭ ͔͒͊͟ ͙͔ͫͭ 

͔͙ͣͭͦ͒ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͫͦ ͦͭͨ͊͒ ͔ͫ ͍͍͔͔͙ͦ͒ͤ ͙ 

͊ͫͤͦ͞ ͫͦͦͨ΄͔͙ͭͤ  

 x  x  x x    

4.11 Effectively 
communicate the waste 
management plan to the 
relevant stakeholders 

пΦу ˩ͺ͔͙͍ͭͤͦ͟ 

ͫͦͦͨ΄͍͔ͭͯ͊ͥ ͊͘ ͨ͊ͤͦͭ͡ 

͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ ͦͭͨ͊͒ 

ͤ͊ ͙͔͔͙͙͔͊ͤͭͪͫͪ͊ͤͭ͘ 

͙ͫͭͪ͊ͤ  

 x  x  x x    

4.12 Engage all relevant 
stakeholders 

пΦф ˢ͎͙͔ͤ͊͗ͪ͊ͥ ͤ͊ ͙͔ͫͭ 

͙͔͔͙͙͊ͤͭͪͫͪ͊ͤ͘ ͙ͫͭͪ͊ͤ  

 x  x   x    

13. Work in a 
manner which 
underpins 
effective 
performance 

рΦ˾͔͔͊͋ͦͭͥ ͤ͊ 

ͤ͊;͙ͤ ͦ͟͞ ͔ͫ 

͙ͨͦͭͨͪ͊ ͤ͊ 

͔ͺ͔͙͍ͭͤ͊͟ ͙͍͔͒͋͊͘  

5.4 Be assertive in 
making decisions 

рΦм ˣ͙͔͔͒ͭ ͍͔͔͙ͫ͊ͣͦͯͪͤ 

͙ͨͪ ͔͍͔͒ͦͤͫͯ͊ͥͭͦ 

͙ͦ͒ͯ͟͡  

x x  x x  x x   

5.5 Pursue 
accountability of staff for 
delegated responsibilities 

рΦн ˽͔ͪͫͦͤ͊ͦͭ͡ ͒͊ 

͙ͨͪͦ͒ͦ͗͡ ͫͦ 

͎͍ͦ͒ͦͦͪͤͦͫͭ͊ ͦͤ͟ 

͔͙͔ͤ͊͒͗ͤͦͫͭͭ͡  

x x  x x  x x   

5.6 Reflect critically on 
personal achievements to 
inform future actions. 

рΦо ˴͙͙ͪͭ;ͤͦ 

͙͍͔ͪ͊ͣͫͯ͊ͥ͘͡ ͊͘ 

͙͡;͙͔ͤͭ ͙͎͍͔͒ͦͫͭͤͯ͊ͥ  

x x  x x  x x   

 



 

   

 

Climate Change Adaptation 
ˢ͙͔͒͊ͨͭͪ͊ͥ ͤ͊ ͙͙ͣ͊ͭͫ͟͟͡ ͔͙ͨͪͦͣͤ  
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EQF Credit Value:  

EQF ˹ ͙͍ͦ:  

Learning 

Outcome 

˾͔͙ͯͭ͊ͭ͘͡ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment 

Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͨͪͦͼ͔ͤ͊͟  

14. Conduct 
Energy 
Management 
of HCWM 
Facilities 

мΦ˿͍͔͍͔ͨͪͦ͒ͯ͊ͥ 

ͤ͊  HCWM 

͎ͨͪͦͪ͊ͣ͊ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒  

 

 

 

 

 

1.1 Identify the 
energy 
requirements of 
the organisation 
and ensure that 
your energy 
management 
activities are 
based on an 
accurate 
assessment of 
this 

1.1 

ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ 

ͤ͊ ͔͔͎͔͙͔ͤͪͭͫͭ͟ 

͋͊ͪ͊ͥ͊ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ ͙ 

͒͊ ͔ͫ ͙͎͙ͦͫͯͪ 

͔͒͊͟ 

͙͍͙͔͊ͭͤͦͫͭͭ͟ ͤ͊ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͤ͊ 

͔͔͎͙ͤͪ͊ͭ͊͞ ͔ͫ 

͙͋͊ͪ͊͊ͭ͘ ͤ͊ 

ͭͦ;ͤ͊ ͨͪͦͼ͔ͤ͊͟ 

x x  x x x x x   



 

   

 

1.2 Identify the 
full range of 
energy and/or 
water usage 
control measures 
and relevant 
energy efficiency 
measures which 
will help meet 
organisational 
needs for energy 
management 

1.2 

ˮ͔͙͒ͭͺ͙͍͔ͯ͊ͥ͟ 

ͤ͊ ͼ͔͙ͦͭ͡ ͔͎ͦͨͫ 

ͤ͊ ͔͔͎͙ͤͪ͊͞ 

͙κ͙͙͡ ͔͙ͣͪ͟ ͊͘ 

ͦͤͭͪͦ͊͟͡ ͤ͊ 

ͨͦͭͪͦ΄͍ͯ͊;͊ͭ͊͟ 

ͤ͊ ͍ͦ͒͊ ͙ ͔͙ͣͪ͟ 

͊͘ ͔͔͎͔ͤͪͭͫ͊͟ 

͔ͺ͙͊ͫͤͦͭ͟ ͙ͦ͟ ͔͠ 

͎ͨͦͣͦͤ͊ͭ ͒͊ ͔ͫ 

͍͊͒ͦͦ͊ͭ͘͡ 

͔͙͔ͨͦͭͪ͋ͭ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ 

͊͘ ͔͔͎͔͙ͤͪͭͫͦͭ͟ 

͔ͣͤ͊ͽ͔ͣͤͭ 

x x  x x x x x   



 

   

 

1.3 Contribute 
to the 
development of 
effective 
strategies for 
energy 
management, 
including those 
required to 
upgrade energy 
efficiency, that 
are sustainable 
and take account 
of identified best 
practice 

мΦо ˽͙͔ͪ͒ͦͤͫ ͊͘ 

͍ͪ͊ͦ͘͞ ͤ͊ 

͔ͺ͔͙͍ͭͤ͊͟ 

͔͎͙ͫͭͪ͊ͭ͊͞ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

͔͔͎͙ͤͪ͊ͭ͊͞Σ 

͍ͯ͟͡;͍͙ͯ͊͞͠ ͎͙ ͙ 

͙͔ͭ ͊͘ 

͎͔͍͔ͦͣͯ͊ͥ͘͡ ͤ͊ 

͔͔͎͔ͤͪͭͫ͊ͭ͊͟ 

͔ͺ͙͊ͫͤͦͫͭ͟Σ ͙ͦ͟ 

͔ͫ ͍͙͍͙ͦ͋ͤͦ͡ ͙ 

͏͙ ͔ͣ͊͊ͭ͘ ͍ͦ 

͔͍͙ͨͪ͒͒ 

͙͔ͤ͊͒ͦ͋ͪͭ͞ 

͙͙ͨͪ͊ͭ͟͟  

x x  x  x    x 



 

   

 

1.4 Ensure that, 
where 
appropriate, the 
sources of energy 
used are 
renewable and, 
where possible, 
sustainable, 
taking into 
account cost-
effectiveness, 
regulatory and 
legal 
requirements 

мΦп ˨͊ ͔ͫ ͙͎͙ͦͫͯͪ 

͔͒͊͟ ͙͍͙͔ͦͪͭ͘ ͤ͊ 

͔͔͎͙ͤͪ͊͞ ͙ͦ͟ ͔ͫ 

͙ͦͪͫͭ͊ͭ͟ ͔ͫ 

͍͙͍͙ͦ͋ͤͦ͡ ͙Σ 

͙͍͙ͦ͒ͪ͗͡Σ 

͔͙ͣ͊͘͞͠ ͎͙ ͍ͦ 

͔͍͙ͨͪ͒͒ 

͔͙͔ͦͤͦͣͫͭ͟͟ ͙ 

͙͔͊ͦͤͫͭ͘͟͟ 

͋͊ͪ͊ͥ͊ 

x x  x  x    x 

1.5 Review 
buildings and 
facilities to 
identify where 
improvements 
can be made to 
energy efficiency 

мΦр ˽͔͎͔ͪ͒͡ ͤ͊ 

͔͙ͦ͋ͭ͟͞ ͙ͦ͟ 

͔ͣͦ͗ ͒͊ ͔ͫ 

͍ͤ͊ͨͪ͊͊ͭ ͒͊ 

͙͋͒͊ͭ ͔͔͎͔ͤͪͭͫͦ͟ 

͔ͺ͙͙͊ͫͤ͟  

x x  x  x    x 



 

   

 

1.6 Identify 
sources of energy 
wastage at their 
site and making 
recommendation 
to prevent 
wastage 
identified 

мΦс ˹͍͔͍͔͊͒ͯ͊ͥ 

ͤ͊  ͙͍͙ͦͪ͘ ͙ͦ͟ 

ͭͪͦ΄͊ͭ ͔͔͎͙ͤͪ͊͞ 

͙ ͍͔͒͊͊ͥ 

͔͙ͨͪͨͦͪ͊͟ ͊͘ 

͔ͫͨͪ;͍͔ͯ͊ͥ ͤ͊ 

͎͙͔͊ͯ͋ͭ͘ 

x x  x  x  x  x 

1.7 Define your 
personal 
responsibilities 
and liabilities 
under energy 
management 
standards and 
policies 
мΦт ˨͔ͺ͙͙͔ͤͪ͊ͥ 

ͤ͊ ͙͡;͙ͤ 

͍͙ͦ͋ͪͫ͟ ͙ 

͎͍͙ͦ͒ͦͦͪͤͦͫͭ 

͙ͦ͟ ͔ͫ ͨͦ͒ 

͙͔ͫͭ͊ͤ͒͊ͪ͒ͭ ͙ 

͙͙ͨͦͭ͊ͭ͊͟͡ ͤ͊  

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

͔͔͎͙ͤͪ͊͞  

 x  x   x    

1.8 Describe 
the organisation's 
policies for 
energy 
management 
мΦу ˻͙ͨͫ ͤ͊ 

͙͙ͨͦͭ͊ͭ͊͟͡ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ 

͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

͔͔͎͙ͤͪ͊͞  

 x  x  x x    



 

   

 

1.9 Describe 
best practice in 
energy 
management 
мΦф ˻͙ͨͫ ͤ͊ 

͙ͤ͊͒ͦ͋ͪͦͭ͞ 

ͤ͊;͙ͤ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

͔͔͎͙ͤͪ͊͞  

 x  x   x    

1.10 Describe 
the importance of 
implementing 
sustainable 
strategies for 
energy 
management 
мΦмл ˻͙ͨͫ ͤ͊ 

͍͊͗ͤͦͫͭ͊ ͦ͒ 

͙͔͔͙ͣͨͣͤͭͪ͊ͥ͡

͔ͭͦ ͤ͊ ͙͍ͦ͒ͪ͗͊͡ 

͔͎͙ͫͭͪ͊ͭ͊͞ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͤ͊ 

͔͔͎͙ͤͪ͊ͭ͊͞   

 x  x   x    

1.11 Identify 
sources of 
renewable and 
alternative 
energy and the 
importance of 
making use of 
these 
1.11 

ˮ͔͙͒ͤͭͺ͙͍ͯ͊ͥ͟

͔ ͤ͊ ͙͍͙͔ͦͪͭ͘ ͤ͊ 

͍͙͍ͦ͋ͤͦ͊͡ ͙ 

͔͙͍͊ͭͪͤ͊ͭͤ͊͡  

͔͔͎͙ͤͪ͊͞ ͦͯ͟͟͡ ͔ 

͍͊͗ͤͦ ͒͊ ͔ͫ 

͙͔͍ͨͪͣͤͯ͊ͭ  

 x  x   x    



 

   

 

1.12 Describe 
the factors to 
take into 
consideration 
when reviewing 
the energy 
efficiency of 
buildings and 
facilities 
мΦмн ˻͙ͨͫ ͤ͊ 

ͺ͙͊ͭͦͪ͟ ͙ͦ͟ ͔͠ 

͔ͫ ͔ͣ͊ͭ͘ ͍ͦ 

͔͍͙ͨͪ͒͒ ͙ͨͪ 

͎͔͍͔ͪ͊͒ͯ͊ͥͭͦ͘͡ 

ͤ͊ ͔͔͎͔ͤͪͭ͊͟ 

͔ͺ͙͊ͫͤͦͫͭ͟ ͤ͊ 

͔͙ͦ͋ͭ͟͞  

 x  x   x    

1.13 Determine 
who is 
responsible for 
making decisions 
regarding energy 
management and 
procurement 
мΦмо ˨͊ ͔ͫ ͍͙ͯͭͪ͒ 

ͦ͟͞ ͔ ͎͍͔ͦ͒ͦͦͪͤ 

͊͘ ͔͍͔͒ͦͤͫͯ͊ͥͭͦ 

͙ͦ͒ͯ͟͡ ͍ͦ ͍ͪͫ͊͟ 

͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥͭͦ 

ͫͦ ͔͔͎͙ͤͪ͊ͭ͊͞ ͙ 

͍͙ͤ͊͋͊͟  

 x  x  x x    

1.14 Describe 
why energy 
management in 
the workplace is 
important 
мΦмп ˻͙ͨͫ ͤ͊ ͭͦ͊ 

ͦͯ͟͟͡ 

͍͍͔ͯͨͪ͊ͯ͊ͥͭͦ ͫͦ 

͔͎͙ͤͪ͊ͭ͊͞ ͤ͊ 

ͪ͊͋ͦͭͤͦͭͦ ͔ͣͫͭͦ 

͔ ͍͊ ͗ͤͦ 

 x  x   x    



 

   

 

1.15 Determine 
how to keep up 
with legislative 
and other 
developments 
relating to energy 
management 
1.15 

˻͔͍͔͒ͪ͒ͯ͊ͥ 

͊ͦ͟͟ ͒͊ ͔ͫ ͔ͦͫͭ͊ͤ  

 x  x  x x    

1.16 Identify the 
requirement for 
organisations to 
have a written 
energy 
management 
policy statement 
1.16 

˻͔͍͔͒ͪ͒ͯ͊ͥ ͤ͊ 

͔͙͔ͨͦͭͪ͋ͭ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ 

͊͘ ͙ͨ΄͊ͤ͊ 

͙͙ͨͦͭ͡;͊͟ ͙͍͊͊͘͞ 

͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

͔͔͎͙ͤͪ͊ͭ͊͞  

 x  x  x x    

1.17 Describe 
how to 
communicate the 
written energy 
management 
policy statement 
to people who 
work in your area 
of responsibility 
and other 
relevant parties 
мΦмт ˹͊ ͯ͡͏͔ͭͦ 

͙ͦ͟ ͪ͊͋ͦͭ͊ͭ ͍ͦ 

͍͊΄͊ͭ͊ ͦ͋͊ͫͭ͡ ͙ 

ͤ͊ ͎͙͔͒ͪͯͭ 

͙͔͔͙͙͊ͤͭͪͫͪ͊ͤ͘ 

͙ͫͭͪ͊ͤ ͒͊ ͙ͣ ͔ͫ 

͙ͦͨ΄͔ ͊ͦ͟͟ ͒͊ 

͍͍ͯͨͪ͊ͯ͊͊ͭ ͫͦ 

͙͔ͨͫͣͤ͊ 

͙͙ͨͦͭ͊͟͡ ͙͍͊͊͘͞ 

͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒  

 x  x  x x    



 

   

 

1.18 Determine 
how and when to 
review the 
application of the 
written energy 
management 
policy statement 
in your area of 
responsibility and 
produce/provide 
findings to inform 
development 
1.18  

 x  x  x x    

1.19 Identify 
sources of 
specialist 
expertise in 
relation to energy 
management 
1.19 

ˮ͔͙͒ͤͭͺ͙͍ͯ͊ͥ͟

͔ ͤ͊ ͙͍͙͔ͦͪͭ͘ ͊͘ 

͔ͫͨͼ͙͊ͤͦ͞͡ 

͍͔ͨͦͤ͊͊ͥ͘ ͟ ͔ͦ 

͔ͫ ͔͍ͦ͒ͤͫͯ͊ ͤ͊ 

͍͍͔ͯͨͪ͊ͯ͊ͥͭͦ ͫͦ 

ͦͭͨ͊͒ͦͭ  

 x  x  x x    



 

   

 

1.20 Describe 
the type of 
hazards and risks 
that may arise in 
relation to energy 
management - 
how to establish 
and use systems 
for identifying 
hazards and 
assessing risks 
and the type of 
actions that 
should be taken 
to control or 
eliminate them 
мΦнл ˻͙ͨͫ ͤ͊ 

͍͙͍͙͔͒ͦͭ ͤ͊ 

͙ͦͨ͊ͫͤͦͫͭ ͙ 

͙͙ͪ͘ͼ͙ ͙ͦ͟ 

͔ͣͦ͗ ͒͊ ͣͯ 

ͤ͊ͨ΄͔ͭͭ͊ͭ ͤ͊ 

͍͍͔ͯͨͪ͊ͯ͊ͥͭͦ ͫͦ 

͔͔͎͙ͤͪ͊ͭ͊͞- ͟ ͊ͦ͟ 

͒͊ ͔ͫ ͍͍͔͔ͦ͒ ͙ 

͙͙ͦͪͫͭ͟ ͙͔ͫͫͭͣ 

͊͘ ͔͍͔ͦ͒ͪ͒ͯ͊ͥ 

ͤ͊ ͙͔ͦͨ͊ͫͤͦͫͭͭ ͙ 

ͨͪͦͼ͔ͤ͊͟ ͤ͊ 

͙͙ͪ͘ͼ͙ ͙ ͍͙͍͙͒ͦ 

ͤ͊ ͙͍͙͊ͭͤͦͫͭ͟ 

͙ͦ͟ ͔ͭͪ͋͊ ͒͊ 

͙͋͒͊ͭ 

͔͍͔͔͙ͨͪͣͤ͘ ͊͘ 

͒͊ ͔ͫ 

͙ͦͭͪͦͪ͊͊ͭ͟͡ ͙͙͡ 

͔͙͙ͣͤ͊ͪ͊͊ͭ͡ ͙͔ͭ 

͙͙ͪ͘ͼ͙ ͙ 

͙ͦͨ͊ͫͤͦͫͭ  

 x  x  x x    



 

   

 

1.21 Describe  
the sector-
specific 
legislation, 
regulations, 
guidelines and 
codes of practice 
relating to energy 
management 
мΦнм ˻͙ͨͫ ͤ͊ 

͔ͫͭͦͪͦͭ͟ ς 

͔ͫͨͼ͙ͺ͙;ͤͦ 

͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟Σ 

͔͎͙͍͙ͪͯ͊ͭ͡Σ 

͍ͯͨ͊ͭͫͭ͊ ͙ 

͍͙ͨͪ͊͊͡ ͙ͦ͟ ͔ͫ 

͔͍ͦ͒ͤͫͯ͊͊ͭ ͤ͊ 

͍͍͔ͯͨͪ͊ͯ͊ͥͭͦ ͫͦ 

ͦͭͨ͊͒  

 x  x  x x    

1.22 Describe 
why energy 
management in 
the workplace is 
important 
мΦнн ˻͙ͨ΄͍͔ͯ͊ͥ 

ͦ͘΄ͭͦ 

͔͔͎͔͙ͤͪͭͫͦͭ͟ 

͔ͣͤ͊ͽ͔ͣͤͭ ͔ 

͙͔͋ͭͤ  

 x  x   x    

15. Manage GHG 
Emissions 

нΦ͍͍͔̂ͨͪ͊ͯ͊ͥ ͫͦ 

͔͙͙ͣͫ͊ͭ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

2.1 Specify the 
potential benefits 
to the 
organisation of 
reducing 
greenhouse gas 
emissions  

нΦм ˹͍͔͍͔͊͒ͯ͊ͥ 

ͤ͊ 

͔ͨͦͭͤͼ͙͙͔͊ͤͭ͞͡ 

͙͙͍͙ͨͪ͒ͦ͋͟ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ 

͙ͨͪ ͍͔ͤ͊ͣ͊ͯ͊ͥ͡ 

ͤ͊ ͔͙͙ͣͫ͊ͭ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ 

x x   x x  x  x 



 

   

 

2.2 Identify 
opportunities for 
reducing 
greenhouse gas 
emissions for the 
organisation  

нΦн ˹͍͔͍͔͊͒ͯ͊ͥ 

ͤ͊ ͙͔ͣͦ͗ͤͦͫͭͭ 

͊͘ ͍͔ͤ͊ͣ͊ͯ͊ͥ͡ 

ͤ͊ ͔͙͙ͣͫ͊ͭ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

x x    x  x   

2.3 Develop 
reduction 
programmes that 
aim to achieve 
emission 
reduction targets 
in support of 
organisational 
sustainability 
objectives  

нΦо ˾͍͙͍͔͊͊ͥ͘ ͤ͊ 

͎͙ͨͪͦͪ͊ͣ ͫͦ ͼ͔͡ 

͒͊ ͔ͫ ͙͎͔ͨͦͫͭͤ 

͍͔ͤ͊ͣ͊ͯ͊ͥ͡ ͤ͊ 

͔͙͙͙͔ͣͫͭ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

          

2.4 Identify 
which activities 
under your area 
of responsibility 
release GHG 
emissions 

2.4 

ˮ͔͙͒ͭͺ͙͍͔ͯ͊ͥ͟ 

ͤ͊ ͙͍͙͔͊ͭͤͦͫͭͭ͟ 

ͦ͒ ͙ͦ͟ ͔ͫ 

͍ͦͫͦ͋ͦ͒ͯ͊͊ͭ͡ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

          



 

   

 

2.5 Identify the 
main types of 
emission sources 
under each scope 

2.5 

ˮ͔͙͒ͤͭͺ͙͍ͯ͊ͥ͟

͔ ͤ͊ ͎͍͙͔͊ͤͭ͡ 

͙͍͙ͦͪ͘ ͦ͒ ͙ͦ͟ ͔ͫ 

͍ͦͫͦ͋ͦ͒ͯ͊͊ͭ͡ 

͔͔͙ͫͭͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

          

2.6 Map out 
activities 
connected with 
the operations of 
your organization 
that you do not 
own or control, 
under your area 
of responsibility 

нΦс ˽͙͔͊ͤͪ͊ͥ͡ 

ͤ͊ ͙͍͙͊ͭͤͦͫͭ͟ 

͍͙ͨͦͪ͊ͤ͘ ͫͦ 

ͪ͊͋ͦͭ͊ͭ͊ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ 

͙ͦ͟ ͔ͤ ͔ͫ ͨͦ͒ 

͍͊΄͊ ͦͤͭͪͦ͊͟͡ 

͙͙͡ ͍͔ͫͦͨͫͭͤͦͫͭΣ  

          

2.7 Outline and 
implement a 
method for 
managing activity 
data 

нΦт ˾͔͙͔ͣ͘ ͙ 

͍͔͍͔ͣͭͤͯ͊ͥ ͤ͊ 

͔ͣͭͦ͒ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͨͦ͒͊ͭͦͼ͙͔ͭ  

x x   x x  x   



 

   

 

2.8 Identify 
potential 
emission 
reduction 
activities under 
your area of 
responsibility 

2.8 

ˮ͔͙͒ͤͭͺ͙͍ͯ͊ͥ͟

͔ ͤ͊ ͙͍͙͊ͭͤͦͫͭ͟ 

͊͘ ͔ͨͦͭͤͼ͙͊ͤͦ͞͡ 

͍͔ͤ͊ͣ͊ͯ͊ͥ͡ ͤ͊ 

͔͙͙ͣͫ͊ͭ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ ͍ͦ 

ͦ͋͊ͫͭ͊͡ ͊͘ ͦ͊͟͞ 

͔ͫͭ ͎͍͙ͦ͒ͦͦͪͤ  

x x    x  x   

2.9 Identify and 
report on a base 
year  

2.9 

ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ 

͙ ͎͙ͦ͒΄͔ͤ 

͙͍͔͘΄ͭ͊͞  

x x   x x     

2.10 Set a 
reduction target 
and choose the 
approach to use 

2.10 

˽͍͍͔ͦͫͭ͊ͯ͊ͥ ͤ͊ 

ͼ͔͙͡ ͊͘ 

͍͔ͤ͊ͣ͊ͯ͊ͥ͡ ͙ 

͙͋ͦͪ͘ ͤ͊ ͙ͨͪͫͭ͊ͨ 

͊͘ ͙͔͔ͦͪͫͭͥ͟  

x x   x x x x   

2.11 Describe 
the principles of 
greenhouse gas 
reduction 
нΦмм ˻͙ͨͫ ͤ͊ 

͙͙ͨͪͤͼ͙͔ͨͭ ͊͘ 

͍͔ͤ͊ͣ͊ͯ͊ͥ͡ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͔ͭ͟ 

͎͍͙͊ͫͦ  

 x  x   x    



 

   

 

2.12 Describe 
why greenhouse 
gas reduction is 
important to the 
environment 
нΦмн ˻͙ͨ΄͍͔ͯ͊ͥ 

ͦ͘΄ͭͦ 

͍͔ͤ͊ͣ͊ͯ͊ͥͭͦ͡ 

ͤ͊ ͔͙͙ͣͫ͊ͭ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ ͔ ͍͊͗ͤ͊ 

͊͘ ͙ͦͦͤ͊ͭ͊͟͡  

 x  x   x    

2.13 Define the 
legislation, 
industry 
standards, and 
voluntary codes 
that support 
greenhouse gas 
reduction 
2.13 

˨͔ͺ͙͙͔ͤͪ͊ͥ ͤ͊ 

͍͍͊ͦͤͦ͒͊ͫͭͦͭͦ͘͟

Σ ͙ͫͭ͊ͤ͒͊ͪ͒ ͊͘ 

͙͙͙͔ͤ͒ͯͫͭͪͭΣ 

͍͔͙ͦͦͤͭͪͫ͟͡ 

codes  ͟ ͙ͦ ͎ͦ 

͍ͨͦ͒͒ͪ͗ͯ͊͊ͭ 

͍͔ͤ͊ͣ͊ͯ͊ͥͭͦ͡ 

ͤ͊ ͔͙ͫͭ͊ͤ͟͡;͙͔ͭ͟ 

͎͍͙͊ͫͦ  

 x  x  x x    



 

   

 

2.14 Describe 
how the 
economic, social 
and 
environmental 
principles of 
sustainable 
development 
supports the 
need for 
greenhouse gas 
reduction 
нΦмп ˻͙ͨ΄͍͔ͯ͊ͥ 

ͤ͊ ͭͦ͊ ͊ͦ͟͟ 

͔͙͔ͦͤͦͣͫͭ͟͟Σ 

ͫͦͼ͙͙͔͊ͤͭ͞͡ ͙ 

͔ͦͦ͟͡΄͙͔ͭ͟ 

͙ͨͪͤͼ͙͙ͨ ͊͘ 

͙͍ͦ͒ͪ͗͡ ͍ͪ͊ͦ͘͞ 

͊͞ ͍ͨͦ͒ͪ͗ͯ͊͊ͭ 

͔ͨͦͭͪ͋͊ͭ͊ ͦ͒ 

͍͔ͤ͊ͣ͊ͯ͊ͥ͡ ͤ͊ 

͔͙͙ͣͫ͊ͭ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͔ͭ͟ 

͎͍͙͊ͫͦ  

 x  x   x    

2.15 Describe 
how greenhouse 
gas emission 
reduction 
supports climate 
change mitigation 
нΦмр ˨͊ ͔ͫ ͔͒͊͒ 

͙ͦͨͫ ͤ͊ ͭͦ͊ ͊ͦ͟͟ 

͍͔ͤ͊ͣ͊ͯ͊ͥͭͦ͡ 

ͤ͊ ͔͙͙ͣͫ͊ͭ͊͞ ͤ͊ 

͔͔͙ͫͭͤ͟͡;͙͟ 

͎͍͙͊ͫͦ ͎͙ 

͍ͯ͋͊͗ͯ͊͡  

͙͙͔ͣ͊ͭͫͭ͟͟͡ 

͔͙ͨͪͦͣͤ  

 x  x   x    



 

   

 

2.16 Determine 
climate change 
projections linked 
to greenhouse 
gas emissions 
нΦмс ͍͍͔̂ͭͪ͒ͯ͊ͥ 

ͤ͊ ͙͙͔ͣ͊ͭͫͭ͟͟͡ 

͔͙ͨͪͦͣͤ 

͔͙͍͙͙ͨͪ͒͊ͤ͘͟ ͦ͒ 

͔͙͙ͣͫ͊ͭ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

 x  x   x    

2.17 Define the 
sources of 
greenhouse gas 
emission data 
including carbon 
footprinting and 
life cycle 
assessment 
2.16 

˨͔ͺ͙͙͔ͤͪ͊ͥ ͤ͊ 

͙͍͙͔ͦͪͭ͘ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ 

͍ͯ͟͡;͍͙ͯ͊͞͠ ͎ͦ 

͎͔͊ͤͦͭ͞͡Σ 

footprinting ͙  

ͨͪͦͼ͔ͤ͊͟ ͤ͊ 

͙͍͔͗ͦͭͤ ͼ͙ͯͫ͟͡  

 x  x  x x    

2.18 Determine 
where to source 
greenhouse gas 
reduction advice 
and support 
нΦму ˿͍͔͙ͦͭ ͊͘ 

͍͔ͤ͊ͣ͊ͯ͊ͥ͡ ͤ͊ 

͔͙͙͔ͣͫͭ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

 x  x  x x    



 

   

 

2.19 Describe 
the opportunities 
that are available 
to support 
greenhouse gas 
reduction 
нΦмф ˻͙ͨͫ ͤ͊ 

͙͔ͣͦ͗ͤͦͫͭͭ ͙ͦ͟ 

͔ͫ ͙͒ͦͫͭ͊ͨͤ͊͘ ͒͊ 

͎ͦ ͨͦ͒͒ͪ͗͊ͭ 

͍͔ͤ͊ͣ͊ͯ͊ͥͭͦ͡ 

ͤ͊ ͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ 

 x  x  x x    

2.20 Describe 
the importance of 
integrating 
reduction 
programmes into 
routine 
organisational 
activities 
нΦмл ˻͙ͨͫ ͤ͊ 

͍͊͗ͤͦͫͭ͊ ͙ͨͪ 

͍͔͍͔ͫͨͪͦ͒ͯ͊ͥ 

ͤ͊ ͎ͨͪͦͪ͊ͣ͊ ͊͘ 

͍͔ͤ͊ͣͯ͊ͥ͡ ͤ͊ 

͔͙͙͙͔ͣͫͭ  

 x  x   x    

16. Measure & 
Report GHG 
Emissions 

оΦ˸͔͙ͪ͟ ͙ 

͙͍͔͘΄ͭ͊͞ ͊͘ 

͔͙͙ͣͫ͊ͭ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

3.1 Identify 
which parts of the 
organization need 
to collect 
information for 
GHG emission 
reporting 

3.1 

ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ 

ͤ͊ ͙ͦ͟ ͔͍͙͒ͦ͡ ͦ͒ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ 

͙ͣ͊ ͔ͨͦͭͪ͋͊ ͦ͒ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͊͘ 

͙͍͔͍͔ͫͭͯ͊ͥ͘ ͊͘ 

͔͙͙ͣͫ͊ͭ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ   

x x   x x x x x  



 

   

 

3.2 Determine 
the approach for 
calculating GHG 
emissions 

оΦн ˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ ͤ͊;͙ͤ ͊͘ 

͔͔ͨͪͫͣͭ͊͟ ͤ͊ 

͔͙͙ͣͫ͊ͭ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

x x   x x x x   

3.3 Collect 
activity/emissions 
data 

оΦо ˿͙͔ͦ͋ͪ͊ͥ ͤ͊ 

ͨͦ͒͊ͭͦͼ͙ ͊͘  

͔͙͙ͣͫ͊ͭ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

          

3.4 Analyse data 
to determine 
greenhouse gas 
emission levels 
for the 
organisation  

оΦп ˢ͙ͤ͊͊͘͡ ͤ͊  

ͨͦ͒͊ͭͦͼ͙͔ͭ ͊͘ ͒͊ 

͔ͫ ͍͙ͯͭͪ͒ ͙͍ͤͦͭͦ 

ͤ͊ ͔͙͙͙ͣͫ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

          

3.5 Measure and 
calculate indirect 
emissions 

оΦр ˸͔͔͔ͪͥ ͙ 

͔͔ͨͪͫͣͭ͊͟ ͤ͊ 

͙͙͔͙ͤ͒ͪͭͤ͟ 

͔͙͙͙͙ͣͫ  

          



 

   

 

3.6 Implement a 
quality system for 
measuring and 
reporting 
emissions data 
under your area 
of responsibility 

3.6 

˿͍͔͍͔ͨͪͦ͒ͯ͊ͥ 

ͤ͊ ͍͙͔͔͊ͭͭͤ͟͡ 

͙͔ͫͫͭͣ ͊͘ 

͔͔͔ͣͪͥ ͙ 

͙͍͔͍͔ͫͭͯ͊ͥ͘ ͤ͊ 

ͨͦ͒͊ͭͦͼ͙͔ͭ ͊͘ 

͔͙͙͙͔ͣͫͭ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

          

3.7 Compile a 
summary table of 
your GHG 
emissions data 
for the agreed 
reporting period 

оΦт ˿͍͍͔ͦͫͭ͊ͯ͊ͥ 

ͤ͊ ͪ͊ͭ͊͟͟ ͔ͭ͊͋͊͡ 

ͤ͊  ͨͦ͒͊ͭͦͼ͙ ͊͘ 

͔͙͙ͣͫ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ ͊͘ 

͎͍͔͔͙͒ͦͦͪͤͦͭ 

͔͙ͨͪͦ͒  

          

3.8 Describe the 
existing measures 
and reporting 
schemes for GHG 
emissions 
оΦу ˻͙ͨͫ ͤ͊ 

͔ͨͦͫͭͦ;͙͔ͭ͟ 

΄͔͙ͣ ͊͘ ͔͙ͣͪ͟ ͙ 

͙͍͔͍ͫͭͯ͊ͥ͊͘ ͊͘ 

͔͙͙ͣͫ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͔ͭ͟ 

͎͊ͫͦͼ͙  

 x  x  x x    



 

   

 

3.9 Identify the 
emissions 
reported under 
the various 
regulatory 
schemes for GHG 
emission 
reporting 
3.9 

ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ 

ͤ͊ ͔͙͙͙͔ͣͫͭ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ ͙͍͔͙ͨͪ͊ͤ͞ 

ͨͦ͒  ͙ͪ͊͘͡;͙ͤ 

͔͎͙ͪͯ͊ͭͦͪͤ͡ 

΄͔͙ͣ ͘ ͊ 

͙͍͍͔ͨͪ͊ͯ͊ͥ͞ ͤ͊ 

͔͙ͣͣͫ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

 x  x  x x    

3.10 Identify the 
scopes for 
categorizing 
activities which 
release emissions 
3.10 

ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ 

ͤ͊ ͔͒ͦͣͤͦͭ ͊͘ 

͔͎͙͙͔͊ͭͦͪͪ͊ͥ͘͟ 

ͤ͊ ͍͙͙͊ͭͤͦͫͭ͟ 

͙ͦ͟ ͙͙ͫͨ΄ͭ͊͊ͭ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

 x  x  x x    

3.11 Identify the 
approaches for 
measuring GHG 
emissions 
3.11 

ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ 

ͤ͊ ͔ͭͻ͙ͤ͊ͭ͊͟ ͊͘ 

͔͔͔ͣͪͥ ͤ͊ 

͔͙͙ͣͫ͊ͭ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ 

 x  x  x x    



 

   

 

3.12 Describe the 
importance of 
implementing a 
quality 
management 
system for 
emissions data 
measuring and 
reporting 
оΦмн ˻͙ͨ΄͍͔ͯ͊ͥ 

ͤ͊ ͍͊͗ͤͦͫͭ͊ ͦ͒ 

͍͔͍͔ͣͭͤͯ͊ͥͭͦ ͤ͊ 

͍͙͔͔͊ͭͭͤ͟͡ 

͙͔ͫͫͭͣ ͊͘ 

͔͔͔ͣͪͥ ͤ͊ 

͔͙͙͙͔ͣͫͭ ͙ 

͙͍͔͍͔ͫͭͯ͊ͥ͘  

 x  x   x    

3.13 Determine 
emission 
reduction 
activities 
3.10 

˻͔͍͔͒ͪ͒ͯ͊ͥ ͤ͊ 

͙͍͙͊ͭͤͦͫͭ͟ ͊͘ 

͍͔ͤ͊ͣ͊ͯ͊ͥ͡ ͤ͊ 

͔͙͙͙͔ͣͫͭ  

 x  x  x x    

3.14 Identify non-
Kyoto GHG 
Emissions 
3.14 

ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ 

ͤ͊ non-Kyoto 

͔͙͙͙͔ͣͫͭ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

 x  x   x    

3.15 Describe 
why you should 
choose and 
report on a base 
year 
оΦмр ˻͙ͨ΄͍͔ͯ͊ͥ 

ͦ͘΄ͭͦ ͔ ͍͊͗ͤͦ 

͒͊ ͔ͫ ͙͔͔͋ͪ͘ ͙ 

͔͒͊͒ 

͙͍͔͍͔ͫͭͯ͊ͥ͘ ͊͘ 

͋͊ͤ͊ͭ͊͘ ͎͙ͦ͒ͤ͊  

 x  x   x    



 

   

 

3.16 Describe the 
benefits of having 
emissions data 
verified 
оΦмс ˻͙ͨ΄͍͔ͯ͊ͥ 

ͤ͊ ͙͙͍͙͔ͨͪ͒ͦ͋ͭ͟ 

ͦ͒ 

͍͍͔ͨͦͭͪ͒ͯ͊ͥͭͦ 

ͤ͊ ͨͦ͒͊ͭͦͼ͙͔ͭ ͊͘ 

͔͙͙ͣͫ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

 x  x   x    

3.17 Determine 
when you may 
need to consider 
recalculating your 
base year 
emissions 
оΦмт ͍͍͔̂ͭͪ͒ͯ͊ͥ 

ͦ͘΄ͭͦ ͔͙ͣͦ͗͋ 

͔͠ ͔ͭͪ͋͊ ͒͊ ͔ͫ 

͔͔ͣ͘ ͍ͦ ͔͍͙ͨͪ͒͒ 

͔͔͔ͨͪͨͪͫͣͭ͊͟ ͤ͊ 

͔͙͙͙͔ͣͫͭ   

 x  x   x    

3.18 Describe the 
GHG Accounting 
and Reporting 
principles 
оΦму ˻͙ͨͫ ͤ͊ 

͔͍͍ͫͣͭͦͦ͒ͫͭͦ͟ 

ͤ͊ 

͔͔͙ͫͭͤ͟͡;͙͔ͭ͟ 

͎͍͙͊ͫͦ ͙ 

͙ͨͪͤͼ͙͙ͨ ͊͘ 

͙͍͔͍͔ͫͭͯ͊ͥ͘  

 x  x  x x    

3.19 Describe the 
recommended 
approach for 
setting and 
achieving a 
reduction target 
оΦмф ˻͙ͨͫ ͤ͊ 

͔ͨͪͨͦͪ͊;͙͊ͤͦͭ 

͙ͨͪͫͭ͊ͨ ͊͘ 

͍͍͔ͨͦͫͭ͊ͯ͊ͥ ͙ 

͙͎͍͔͒ͦͫͭͤͯ͊ͥ ͤ͊ 

ͼ͔ͭ͊͡ ͊͘ 

͍͔ͤ͊ͣ͊ͯ͊ͥ͡ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

 x  x  x x    



 

   

 

3.20 Determine 
the 
recommended 
supporting 
explanations for 
GHG emissions 
reporting 
оΦнл ˻͙ͨͫ ͤ͊ 

͔ͨͪͨͦͪ͊;͊ͤ͊ͭ͊ 

ͨͦ͒͒ͪ΄͊͟  ͊͘ 

͍͔ͦ͋͊ͫͤͯ͊ͥ͞ ͤ͊ 

͙͍͔͘΄ͭ͊ͦͭ͞ ͊͘ 

͔͙͙ͣͫ͊ͭ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͔ͭ͟ 

͎͍͙͊ͫͦ  

x x  x  x x x   

17. Manage 
Adaptation to 
Climate 
Change 

пΦˢ͙͔͒͊ͨͭͪ͊ͥ 

ͦͤ͟ ͙͙͔ͣ͊ͭͫͭ͟͟͡ 

͔͙ͨͪͦͣͤ  

4.1 Investigate 
the likely impacts 
of environmental 
change on 
organisational 
activities 

пΦм ˮ͙͍͔ͫͨͭͯ͊ͥ 

ͤ͊ ͍͔͙͔ͪͦ͊ͭͤͭ͞ 

͍͙͙͊ͤ͊͡͞͞ ͦ͒ 

͔͙͔ͨͪͦͣͤͭ ͤ͊ 

͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊ ͍ͪ͘ 

͙͍͙͔͊ͭͤͦͫͭͭ͟ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞   

x x   x x x x   

4.2 Quantify the 
risk posed by 
climate change 
projections to 
determine 
organisational 
vulnerability 

пΦн ˸͔͔͔ͪͥ ͤ͊ 

͙͙ͪͦͭ͘͟ ͦ͒ 

͙͙͔ͣ͊ͭͫͭ͟͟͡ 

͔͙ͨͪͦͣͤ ͊͘ ͒͊ ͔ͫ 

͍͙ͯͭͪ͒ 

͎͙ͦͪ͊ͤ͊͘ͼ͙ͫ͊ͭ͊͟  

͙͍ͪ͊ͤͦͫͭ͡  

          



 

   

 

4.3 Quantify the 
potential impact 
of the drivers and 
barriers to 
organisational 
adaptation 

пΦо ˸͔͔͔ͪͥ ͤ͊ 

͔ͨͦͭͤͼ͙͙͔͊ͤͭ͞͡ 

͍͙͙͊ͤ͊͡͞͞ ͍ͪ͘ 

͍ͦ͊͘;͙͔ͭ ͙ 

͙͔͙͔͋͊ͪͪͭ ͊͘ 

͊͒͊ͨͭ͊ͼ͙͊͞ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  

          

4.4 Identify 
potential 
adaptation 
opportunities for 
the organization 

пΦп ˻͔͍͔͒ͪ͒ͯ͊ͥ 

ͤ͊ ͙͔ͣͦ͗ͤͦͫͭͭ 

͊͘ ͔ͨͦͭͤͼ͙͊ͤ͊͞͡ 

͊͒͊ͨͭ͊ͼ͙͊͞ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  

x x  x x x x x   

4.5 Evaluate and 
prioritise 
potential 
adaptation 
opportunities 

пΦр ˽ͪͦͼ͔ͤ͊͟ ͙ 

͍͔͒͊͊ͥ 

͙͙͔ͨͪͦͪͭͭ ͤ͊ 

͙͔ͣͦ͗ͤͦͫͭͭ ͊͘ 

͔ͨͦͭͤͼ͙͊ͤ͊͞͡ 

͊͒͊ͨͭ͊ͼ͙͊͞  

x x   x x x x   



 

   

 

4.6 Develop a 
strategy for the 
organisation to 
deliver 
adaptation 
opportunities in 
support of 
organisational 
sustainability 
objectives, under 
your area of 
responsibility 

пΦс ˾͍͙͍͔͊͊ͥ͘ ͤ͊ 

͔͎͙ͫͭͪ͊ͭ͊͞ ͊͘ 

͍͔͒͊͊ͥ 

͙ͣͦ͗ͤͦͫͭ ͊͘ 

͙͔͊͒͊ͨͭͪ͊ͥ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞Σ  

͍ͦ ͍͊΄͊ͭ͊ ͦ͋͊ͫͭ͡ 

ͤ͊ ͎͍ͦ͒ͦͦͪͤͦͫͭ  

x x  x x x x x  x 

4.7 Maintain a 
risk register in 
support of 
adaptation, under 
your area of 
responsibility 

пΦт ˻͍͔͒ͪ͗ͯ͊ͥ 

ͤ͊ ͔͎͙͔ͪͫͭͪ ͊͘ 

͙͙ͪ͘ͼ͙ ͊͘ 

ͨͦ͒ͪ΄͊͟ ͤ͊ 

͙͔͊͒͊ͨͭͪ͊ͥͭͦ  

          

4.8 Describe the 
principles of 
adaptation 
пΦу ˻͙ͨͫ ͤ͊ 

͙ͨͪͤͼ͙͙͔ͨͭ ͊͘ 

͊͒͊ͨͭ͊ͼ͙͊͞  

 x  x   x    



 

   

 

4.9 Describe 
the legislation, 
industry 
standards, and 
voluntary codes 
that support 
climate change 
adaptation 
пΦф ˻͙ͨͫ ͤ͊ 

͍͍͊ͦͤͦ͒͊ͫͭͦͭͦ͘͟

Σ ͙͙͙͔ͤ͒ͯͫͭͪͫͭ͟ 

͙ͫͭ͊ͤ͒͊ͪ͒ ͙ 

͍͔͙͔ͦͦͤͭͪͫͭ͟͡ 

͍͙ͦ͒ͦ͟ ͙ͦ͟ ͎͙ 

͍ͨͦ͒͒ͪ͗ͯ͊͊ͭ 

͙͙͔ͣ͊ͭͫͭ͟͟͡ 

͔͙ͨͪͦͣͤ  

 x  x  x x    

4.10 Describe 
how the 
economic, social 
and 
environmental 
principles of 
sustainable 
development 
supports the 
need for 
adaptation to 
climate change 
пΦмл ˻͙ͨͫ ͤ͊ ͭͦ͊ 

͊ͦ͟͟ 

͔͙͔ͦͤͦͣͫͭ͟͟Σ 

ͫͦͼ͙͙͔͊ͤͭ͞͡ ͙ 

͍͙ͨͪ͊͊ͭ͊͡ ͍ͦ 

͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊  ͊͘ 

͙͍ͦ͒ͪ͗͡ ͍ͪ͊ͦ͘͞ 

͊͞ ͍ͨͦ͒͒ͪ͗ͯ͊͊ͭ 

͔ͨͦͭͪ͋͊ͭ͊ ͦ͊ 

͊͒͊ͨͭ͊ͼ͙͊͞ ͤ͊ 

͙͙͔ͣ͊ͭͫͭ͟͟͡ 

͔͙ͨͪͦͣͤ  

 x  x   x    



 

   

 

4.11 Describe 
environmental 
change 
projections linked 
to climate change 
пΦмм ˻͙ͨͫ ͤ͊ 

͔͙͔ͨͪͦͣͤͭ ͍ͦ 

͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊ 

͍͙ͨͦͪ͊ͤ͘ ͫͦ 

͙͙͔ͣ͊ͭͫͭ͟͟͡ 

͔͙ͨͪͦͣͤ  

 x  x   x    

4.12 Determine 
how to quantify 
the risks 
associated with 
climate change to 
determine 
organisational 
vulnerability 
4.12 

˻͔͍͔͒ͪ͒ͯ͊ͥ ͤ͊ 

ͤ͊;͙ͤ ͊ͦ͟͟ ͒͊ ͔ͫ 

͙͔ͣͪ͊ͭ͘ 

͙͙ͪ͘ͼ͙͔ͭ ͦ͒ 

͙͙͔ͣ͊ͭͫͭ͟͟͡ 

͔͙ͨͪͦͣͤ ͊͘ ͒͊ ͔ͫ 

͔͙ͦ͒͒ͪ͒ 

͎͙ͦͪ͊ͤ͊͘ͼ͙ͫ͊ͭ͊͟ 

͙͍ͪ͊ͤͦͫͭ͡ 

 x  x   x    

4.13 Describe 
how 
organisational 
adaptation can 
limit the impact 
of climate change 
пΦмо ˻͙ͨͫ ͤ͊ ͭͦ͊ 

͊ͦ͟͟ 

͙͔͊͒͊ͨͭͪ͊ͥͭͦ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ 

͔ͣͦ͗ ͒͊ ͎ͦ 

͎͙ͦͪ͊ͤ;͙ 

͍͙͙͔͊ͤͭͦ͡͞ ͦ͒ 

͙͙͔ͣ͊ͭͫͭ͟͟͡ 

͔͙ͨͦͪͣͤ  

 x  x   x    



 

   

 

4.14 Identify the 
drivers and 
barriers for 
organisational 
adaptation 
4.14 

ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ 

ͤ͊ ͙͔͙͔͋͊ͪͪͭ ͊͘ 

͊͒͊ͨͭ͊ͼ͙͊͞ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  

 x  x   x    

4.15 Determine 
the sources of 
climate change 
advice and 
support 
4.15 

˻͔͍͔͒ͪ͒ͯ͊ͥ ͤ͊ 

͙͍͙͔ͦͪͭ͘ ͊͘ 

͙͙ͣ͊ͭͫ͟͟͡ 

͔͙ͨͪͦͣͤ ͍͔͙ͫͦͭ 

͙ ͨͦ͒͒ͪ΄͊͟  

 x  x  x x    

4.16 Identify the 
adaptation 
opportunities 
that are available 
to the 
organization 
4.16 

ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ 

ͤ͊ ͙͔ͣͦ͗ͤͦͫͭͭ 

͙ͦ͟ ͙ ͔ͫ 

͙͒ͦͫͭ͊ͨͤ ͊͘ 

͊͒͊ͨͭ͊ͼ͙͊͞ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  

 x  x  x x    

4.17 Determine 
how to evaluate 
and prioritise 
adaptation 
opportunities 
пΦмт ˻͙ͨͫ ͊ͦ͟͟ 

͒͊ ͔ͫ ͨͪͦͼ͔ͤ͊ͭ ͙ 

͒͊ ͔ͫ ͔͒͊͒ 

͙͙͔ͨͪͦͪͭͭ ͤ͊ 

͙͔ͣͦ͗ͤͦͫͭͭ ͊͘ 

͊͒͊ͨͭ͊ͼ͙͊͞  

 x  x   x    



 

   

 

18. Use, record 
and 
communicate 
data and 
information 

рΦ˴͙͔͔ͦͪͫͭͥΣ 

͔͍͙͔͒ͤͼ͙͊͞ ͙ 

ͫͦͦͨ΄͍͔ͭͯ͊ͥ ͤ͊  

ͨͦ͒͊ͭͦͼ͙ ͙ 

͙ͤͺͦͪͣ͊ͼ͙͙  

5.7 Communicat
e to others, 
including end-
users, the 
benefits of 
supporting 
energy efficiency 

рΦм ˾͎͍͔͊ͦͦͪ͊ͥ͘ 

ͫͦ ͎͙͔͒ͪͯͭΣ 

͍ͯ͟͡;͍͙ͯ͊͞͠ ͎͙ ͙ 

͙͔ͪ͊ͤͭ͟͞ 

͙͙ͦͪͫͤ͟ͼ͙Σ ͊͘ 

͙͙͍͙͔ͨͪ͒ͦ͋ͭ͟ ͦ͒ 

ͨͦ͒͒ͪ΄͊ͭ͊͟ ͤ͊ 

͔͔͎͔ͤͭͫ͊ͭ͊͟ 

͔ͺ͙͊ͫͤͦͭ͟  

 x  x       

5.8 Communicat
e to decision 
makers the long-
term benefits of 
making 
improvements to 
energy efficiency 
of buildings and 
facilities 

рΦн ˾͎͍͔͊ͦ͊ͪ͊ͥ͘ 

͊͘ ͙͙͍͙͔ͨͪ͒ͦ͋ͭ͟ 

ͦ͒ 

͔͍͔͒ͦͤͫͯ͊ͥͭͦ ͤ͊ 

͎͒ͦͦͪͦ͡;͙ͤ 

͙ͦ͒ͯ͟͡ ͙ͦ͟ ͔ͫ 

͔͍ͦ͒ͤͫͯ͊͊ͭ ͤ͊ 

͍͔ͨͦ͒ͦ͋ͪͯ͊ͥ ͤ͊ 

͔͔͎͔ͤͪͭͫ͊ͭ͊͟ 

͔ͺ͙͊ͫͤͦͭ͟ ͤ͊ 

͎͙͔ͪ͊͒͋ͭ 

 x  x       



 

   

 

5.9 Consult with 
decision makers 
to ensure the 
reduction 
programmes and 
targets are 
appropriate to 
the nature and 
scale of the 
organisation  

5.3 

˴͙͔ͦͤͫͯͭͪ͊ͥ͡ ͫͦ 

͙͔͙͔͒ͦͤͦͫͭͭ͡ ͤ͊ 

͙ͦ͒ͯ͟͡ ͫͦ ͼ͔͡ 

͙͎͍͔ͦͫͯͪͯ͊ͥ 

͔͒͊͟ 

͍͔ͤ͊ͣ͊ͯ͊ͥͭͦ͡ 

ͤ͊ ͎͙͔ͨͪͦͪ͊ͣͭ ͙ 

ͼ͔͙͔ͭ͡  ͔ͫ 

͍͔͙ͫͦͦ͒ͭͤ ͤ͊ 

͙ͨͪͪͦ͒͊ͭ͊ ͙ 

͔ͦ͋ͣͦͭ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ 

x x  x     x  

5.10 Gain 
approval and 
support for the 
reduction 
programmes 
from decision 
makers  

рΦп ˨͙͍͔ͦ͋͊ͥ ͤ͊ 

͍͒ͦͦ͊͘͡ ͙ 

ͨͦ͒͒ͪ΄͊͟ ͦ͒ 

͙͔͙͔͒ͦͤͦͫͭͭ͡ ͤ͊ 

͙ͦ͒ͯ͟͡ ͊͘ 

͍͔ͤ͊ͣ͊ͯ͊ͥ͡ ͤ͊ 

͎͙͔ͨͪͦͪ͊ͣͭ  

 x  x       



 

   

 

5.11 Monitor and 
report on the 
implementation 
and achievement 
of the reduction 
programmes  

рΦр ˿͔͔͔͒ͥ͡ ͙ 

͙͍͔͘΄ͭ͊͞ ͊͘ 

͍͔͍͔ͫͨͪͦ͒ͯ͊ͥͭͦ 

͙ ͍͍͔ͦͫͭ͊ͪͯ͊ͥͭͦ 

ͤ͊ ͎ͨͪͦͪ͊ͣ͊ͭ͊  

          

5.12 Communicat
e achieved 
emission 
reduction to 
stakeholders 

5.6 

˴͙ͦͣͯͤͼ͙͔ͪ͊ͥ 

ͫͦ ͼ͔͡ 

͍͔ͤ͊ͣ͊ͯ͊ͥ͡ ͤ͊ 

͔͙͙͙͔ͣͫͭ ͊͟͞  

͔͎͙͔͊ͫͤ͊ͭͭ͘ 

͙ͫͭͪ͊ͤ  

     x     

5.13 Communicat
e the benefits of 
adaptation 
strategy to 
stakeholders 

5.7 

˴͙ͦͣͯͤͼ͙͔ͪ͊ͥ 

͊͘ ͙͙͍͙͔ͨͪ͒ͦ͋ͭ͟ 

ͦ͒ ͔͎͙ͫͭͪ͊ͭ͊ͭ͊͞ 

͊͘ ͊͒͊ͨͭ͊ͼ͙͊͞ ͤ͊ 

͔͎͙͔͊ͫͤ͊ͭͭ͘ 

͙ͫͭͪ͊ͤ  

     x     



 

   

 

5.14 Prepare 
reports within the 
required 
timescale and 
present them in a 
format which is 
suited to the 
needs of the 
reader 

рΦу ˽͎͍ͦ͒ͦͭͦ͊͟ 

ͤ͊ ͙͍͔͘΄͙ͭ͊ ͙ 

͔͔͙͔ͨͪͤͭͪ͊ͥ͘ ͍ͦ 

ͺ͙ͦͪͣ͊ͭ ͙ͦ͟ ͔͠ 

͙͋͒͊ͭ 

͙͎͔͙ͨͪ͊ͦ͒ͤ͡ ͤ͊ 

͔͙͔ͨͦͭͪ͋ͭ ͤ͊ 

;͙͔͙͔ͭ͊ͭͭ͡  

     x     

5.15 Ensure that 
the arrangements 
for the 
dissemination of 
the reports meet 
organisational 
requirements 

рΦф ˨͊ ͔ͫ ͙͎͙ͦͫͯͪ 

͔͒͊͟ ͔ͪ΄͔͙ͤ͊ͭ͊͞ 

͊͘ ͍͍͔ͦ͋͊ͯ͊ͥ͞ ͤ͊ 

͙͍͔͘΄͙͔ͭ͊ͭ ͎͙ 

͙͍ͫͨͦͤͯ͊͊ͭ͡ 

͋͊ͪ͊ͥ͊ͭ͊ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  

 x  x  x     

5.16 Encourage 
feedback from 
interested parties 
on the report 
contents and its 
value 

рΦмл ˽͙͔ͦͭͭͤͯͥ͟ 

͊͘ ͍͙ͨͦͪ͊ͭͤ 

͙ͤͺͦͪͣ͊ͼ͙ ͦ͒ 

͙͔͔͙͙͊ͤͭͪͫͪ͊ͤͭ͘

͔ ͙ͫͭͪ͊ͤ ͊͘ 

͙ͫͦ͒ͪ͗ͤ͊ͭ͊ ͤ͊ 

͙͍͔͘΄ͭ͊ͦͭ͞ ͙ 

͔͎͍ͤͦ͊ͭ͊ 

͍͔ͪ͒ͤͦͫͭ  

X x  x  x   x  



 

   

 

5.17 Ensure that 
systems are in 
place for effective 
monitoring, 
measuring, 
implementation, 
and testing and 
reporting of 
energy 
management 
performance in 
your area of 
responsibility 

рΦмм ˨͊ ͔ͫ 

͙͎͙ͦͫͯͪ ͔͒͊͟ ͔ͫ 

͍͍͔͙ͦͫͨͦͫͭ͊ͤ 

͙͔͙ͫͫͭͣ ͊͘ 

͔ͺ͙͊ͫͤͦ͟ 

͔͔͔ͫ͒ͥ͡Σ 

͔͔͔ͣͪͥΣ 

͙͔͔ͣͨͣͤͭ͊͡ͼ͙͊͞Σ 

͔͙͔ͭͫͭͪ͊ͥ ͙ 

͙͍͔͍͔ͫͭͯ͊ͥ͘ ͊͘ 

͔ͨͪͺ͙͔ͦͪͣ͊ͤͫͭ 

͊͘ ͔͔͎͔ͤͪͭͫͦ͟ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͍ͦ 

͍͊΄͊ͭ͊ ͦ͋͊ͫͭ͡ ͤ͊ 

͎͍ͦ͒ͦͦͪͤͦͫͭ 

     x     

5.18 Communic
ate to others, 
including end-
users, the 
benefits of 
supporting 
energy efficiency 

5.12 

˴͙ͦͣͯͤͼ͙͔ͪ͊ͥ 

ͫͦ ͎͙͔͒ͪͯͭΣ 

͍ͯ͟͡;͍͙ͯ͊͞͠ ͎͙ ͙ 

͙͙͔ͪ͊ͤͭ͟͞ 

͙͙ͦͪͫͤ͟ͼ͙Σ ͊͘ 

͔͔͋ͤͺ͙͙͔ͭͭ ͦ͒ 

ͨͦ͒͒ͪ΄͊ͭ͊͟ ͤ͊ 

͔͔͎͔ͤͪͭͫ͊ͭ͊͟ 

͔ͺ͙͊ͫͤͦͭ͟  

     x     



 

   

 

5.19 Describe 
how to 
communicate the 
need for 
adaptation 

рΦмо ˨͊ ͔ͫ ͙ͦͨ΄͔ 

͊ͦ͟͟ ͒͊ ͔ͫ 

͙ͦͣͯͤ͟ͼ͙ͪ͊ ͊͘ 

͔͙͔ͨͦͭͪ͋ͭ ͤ͊ 

͙͎͍͔ͨͪ͊ͦ͒ͯ͊ͥ͡  

 x  x  x x    

5.20 Describe 
the process for 
measuring and 
reporting GHG 
emissions 

рΦмп ˻͙ͨͫ ͤ͊ 

ͨͪͦͼ͔ͫͦͭ ͊͘ 

͔͔͔ͣͪͥ ͙ 

͙͍͔͍͔ͫͭͯ͊ͥ͘ ͊͘ 

͔͙͙͙͔ͣͫͭ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

 x  x  x x    

5.21 Determine 
the organisational 
systems for 
reporting and 
communicating 
environmental 
information 

5.15 

˻͔͍͔͒ͪ͒ͯ͊ͥ ͤ͊ 

͙͔ͫͫͭͣͦͭ ͊͘ 

͙͍͔͍͔ͫͭͯ͊ͥ͘ ͙ 

ͫͦͦͨ΄͍͔ͭͯ͊ͥ ͤ͊ 

͙ͤͺͦͪͣ͊ͼ͙͙͔ͭ 

͊͘ ͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊  

 x  x  x x    



 

   

 

5.22 Describe 
where to find the 
relevant emission 
factors for 
activities under 
your area of 
responsibility 

рΦмс ˻͙ͨͫ ͔͊͒͟ 

͔ͣͦ͗ ͒͊ ͔ͫ 

ͤ͊͒͊ͭ͞ 

͔͔͍͙͔ͪ͊ͤͭͤͭ͡ 

ͺ͙͊ͭͦͪ͟ ͤ͊ 

͙͍͙͊ͭͤͦͫͭ͟ ͊͘ 

͔͙͙ͣͫ͊͞ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ  

 x  x  x x    

5.23 Describe 
the importance of 
using a 
standardized 
reporting format 
for GHG 
emissions 

рΦмт ˻͙ͨͫ ͤ͊ 

͍͊͗ͤͦͫͭ͊ ͙ͨͪ 

͔ͯͨͦͭͪ͋͊ͭ͊ ͤ͊ 

͙͙ͫͭ͊ͤ͒͊ͪ͒ͪ͊ͤ͘ 

ͺͦͪͣ͊ͭ ͊͘ 

͙͍͔͘΄ͭ͊͞ ͊͘ 

͔͙͙͙͔ͣͫͭ ͤ͊ 

͔͙ͫͭ͊ͤ͟͡;͙͟ 

͎͍͙͊ͫͦ 

 x  x   x    



 

   

 

5.24 Describe  
how to establish 
systems for 
monitoring, 
measuring and 
reporting on 
energy 
management 
performance in 
your area of 
responsibility 

рΦму ˻͙ͨͫ ͊ͦ͟͟ 

͒͊ ͔ͫ ͍͔͔ͣͭͤ 

͙͔ͫͫͭͣ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥΣ 

͔͔͔ͣͪͥ ͙ 

͙͍͔͍͔ͫͭͯ͊ͥ͘ ͊͘ 

͔͙͙͙͊ͪ͊ͭͪͫͭͭ͟͟͟

͔ ͤ͊ 

͔͔͎͔͙ͤͪͭͫͦͦͭ͟ 

͔ͣͤ͊ͽ͔ͣͤͭ  

 x  x  x x    

5.25 Describe  
convincing 
methods of ͘ ͊ 
communicating 
to decision-
makers the 
benefits of 
making 
improvements to 
energy efficiency 

рΦмф ˻͙ͨͫ ͤ͊ 

͔͙͍͙ͯ͋͒͡ 

͔͙ͣͭͦ͒ ͊͘ 

ͫͦͦͨ΄͍͔ͭͯ͊ͥ ͤ͊ 

͙͔͙͔͒ͦͤͦͫͭͭ͡ ͤ͊ 

͙ͦ͒ͯ͟͡ ͊͘ 

͙͙͍͙͔ͨͪ͒ͦ͋ͭ͟ ͦ͒ 

͍͔ͨͦ͒ͦ͋ͪͯ͊ͥͭͦ 

ͤ͊ ͔͔͎͔ͤͪͭͫ͊ͭ͊͟ 

͔ͺ͙͊ͤͦͫͭ͟  

 x  x   x    



 

   

 

19. Work in a 
manner 
which 
underpins 
effective 
performa
nce 

сΦ ˾͔͔͊͋ͦͭͥ ͤ͊ 

ͤ͊;͙ͤ ͦ͟͞ ͔ͫ 

͍͊ͫͤͦ͊͘ ͤ͊ 

͔ͺ͔͙͍ͭͤ͊͟ 

͙͍͔͒͋͊͘  

6.1 Be assertive in 

making decisions 

 

сΦм ˣ͙͔͔͒ͭ 

͍͔͔͙ͫ͊ͣͦͯͪͤ 

͙ͨͪ 

͔͍͔͒ͦͤͫͯ͊ͥͭͦ ͤ͊ 

͙ͦ͒ͯ͟͡  

x x  x x  x x   

6.2 Pursue 

accountability of 

staff for 

delegated 

responsibilities 

сΦн ˽͔ͪͫͦͤ͊ͦͭ͡ 

͒͊ ͙ͨͪͦ͒ͦͦ͗ͫ͡ 

ͫͦ ͎͍ͦ͒ͦͦͪͤͦ 

͙͍ͪ͘΄͍͔ͯ͊ͥ ͤ͊ 

͔͙͔͊͒͊͒ͤͭ͘ 

͔͙ͤ͊͒͗ͤͦͫͭ͡  

x x  x x  x x   

6.3 Reflect 

critically on 

personal 

achievements to 

inform future 

actions. 

 

сΦо ˣ͙͔͔͒ͭ 

͙͙ͫ͊ͣͦͪͭ͟;͙ͤ ͊͘ 

͙͡;͙͔ͤͭ 

͙͎͍͒ͦͫͭͤͯ͊ͥ͊ ͙  

͙ͤͺ͙͔ͦͪͣͪ͊ͭ͞ ͊͘ 

͙͙͔͒ͤͭ 

͙͍͙͊ͭͤͦͫͭ͟  

x x  x x  x x   

 

Manage a budget and support the efficient use of resources at a HCWM facility 
˸͔ͤ͊ͽ͙͔ͪ͊ͥ ͫͦ ͋ͯͽ͔ͭͦͭ ͙ ͨͦ͒ͪ΄͊͟ ͤ͊ ͔ͺ͙͊ͫͤͦͭ͊͟ ͦ͒ ͔ͯͨͦͭͪ͋͊ͭ͊ ͤ͊ ͔͙͔ͪͫͯͪͫͭ ͦ͒ HCWM 
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Learning Outcome Assessment Criteria 

1. Efficiently 
manage a budget 
within the limits of 
your area of 
responsibility 

 

1. ˩ͺ͙͊ͫͤͦ͟  
͍͍͔ͯͨͪ͊ͯ͊ͥ 
ͫͦ ͋ͯͽ͔ͭͦͭ  
͍ͦ ͙͔ͪ͊ͣͭ͟ 
ͤ͊ 
͎͙ͪ͊ͤͼ͙͔ͭ 
͍ͦ ͍͊΄͊ͭ͊ 
͔͊ͪ͊ ͤ͊ 
͎͍ͦ͒ͦͦͪͤͦͫͭ  

1.1 Evaluate available 
information and consult with 
others to prepare a realistic 
budget for the respective 
area or activity of work 
мΦм ˽ͪͦͼ͔ͤ͊͟ ͤ͊ ͙͔͒ͦͫͭ͊ͨͤͭ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͙ 

͙͔ͦͤͫͯͭͪ͊ͥ͟͡ ͫͦ ͎͙͔͒ͪͯͭ ͊͘ 

͎͍ͨͦ͒ͦͭͦ͊͟ ͤ͊ ͔͔ͪ͊ͤ͡ ͋ͯͽ͔ͭ 

͊͘ ͍͊΄͊ͭ͊ ͔͊ͪ͊ ͤ͊ 

͎͍ͦ͒ͦͦͪͤͦͫͭ ͙͙͡ ͪ͊͋ͦͭͤ͊ 

͙͍͊ͭͤͦͫͭ͟  

x   x x x x x  x 

1.2 Obtain and evaluate the 
available information in order 
to be able to prepare a 
realistic budget 
мΦн ˨͙͍͔ͦ͋͊ͥ ͙ ͨͪͦͼ͔ͤ͊͟ ͤ͊ 

͙͔͒ͦͫͭ͊ͨͤͭ ͙ͤͺͦͪͣ͊ͼ͙ ͒ͦ 

͎͙ͪ͊ͤͼ͊ ͍ͦ ͦ͊͟͞ ͔ͣͦ͗ ͒͊ ͔ͫ 

͎͍͙ͨͦͦͭ ͔͔ͪ͊ͤ͡ ͋ͯͽ͔ͭ 

   x x x x x  x 

1.3 Consult with others in 
preparing a budget 
мΦо ˴͙͔ͦͤͫͯͭͪ͊ͥ͡ ͫͦ 

͎͙͔͒ͪͯͭ ͊͘ ͎͍ͨͦ͒ͦͭͦ͊ͭ͊͟ ͤ͊ 

͋ͯͽ͔ͭ 

x   x x x x x   

1.4 Discuss, negotiate and 
confirm a budget with people 
who control the finance and 
the key factors that should be 
covered. 
мΦп ˨͙͙ͫͯͫ͊͟͞Σ ͍͔͔ͦ͒ͥ 

͔͎͍͙ͨͪͦͦͪ ͙ ͙ͨͪͺ͔͊͊ͥ͠ ͤ͊ 

͋ͯͽ͔ͭͦͭ ͫͦ ͯ͡͏͔ ͙ͦ͟ ͎͙ 

͙ͦͤͭͪͦͪ͊͊ͭ͟͡ ͺ͙͙͙͔ͤ͊ͤͫͭ ͙ 

ͯ͟͡;͙ͤ ͺ͙͊ͭͦͪ͟ ͙ͦ͟ ͔ͣͦ͗ 

͒͊ ͙͋͒͊ͭ ͍ͯ͟͡;͔͙ͤ  

x   x x x x x   

1.5 Actively monitor and 
control performance for a 
defined area or activity of 
work 
мΦр ˢ͙͍ͭͤͦ͟ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͙ 

ͦͤͭͪͦ͊͟͡ ͤ͊ ͙͍͔͙͔͒͋ͭ͘ ͊͘ 

͔͒ͺ͙͙ͤͪ͊ͤ͊ͭ͊ ͔͊ͪ͊ ͙͙͡ 

ͪ͊͋ͦͭͤ͊ ͙͍͊ͭͤͦͫͭ͟  

   x x x x x  x 



 

   

 

1.6 Identify any variances to 
the agreed budget 
мΦс ˮ͔͙͒ͭͺ͙͍͔ͯ͊ͥ͟ ͤ͊ 

͔ͫͦ͊͟͞ ͍͙͊ͪ͊ͤͭ͊͞ ͦ͊͟͞ ͔͠ ͎ͦ 

͙ͨͦ͒͒ͪ͗ ͋ͯͽ͔ͭͦͭ  

   x x x x x   

1.7 Identify the causes of 
any significant variances 
between what was budgeted 
and what actually happened 
and take prompt corrective 
action, obtaining agreement 
from the relevant people if 
required 
мΦт ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ ͤ͊ 

͙ͨͪ;͙͙͔ͤͭ ͊͘ ͔͔ͫͦ͟ 

͔͍ͤͫͦͨ͊͏͔͊ͥ ͔ͨͦͣ͏ͯ ΄ͭͦ ͔ 

͋ͯͽ͔͙ͭͪ͊ͤͦ ͙ ΄ͭͦ ͍ͫͯ΄ͤͦͫͭ 

͔ͫ ͫͯ͡;͙ͦ͡Σ ͋ͪͦ͘ ͒͊ ͔ͫ 

͔͎͙ͦͪͪ͊͟Σ ͙͍͔͒ͦ͋͊ͥ 

͎ͫͦ͊ͫͤͦͫͭ͡ ͦ͒ ͍͔͙ͫͦͦ͒ͭͤ 

ͯ͡͏͔Σ ͒ͦͦͯ͟͟͡ ͔ ͔ͨͦͭͪ͋ͤͦ  

   x x x x x  x 

1.8 Agree any revisions to 
the budget and communicate 
the changes 
мΦу ˿͎͍͔ͦ͊ͫͯ͊ͥ͡ ͊͘ ͔ͫͦ͊͟͞ 

͔͍͙͙ͪ͊͘͞ ͤ͊ ͋ͯͽ͔ͭͦͭ  ͙ 

ͫͦͦͨ΄͍͔ͭͯ͊ͥ ͤ͊ ͔͙͔ͨͪͦͣͤͭ  

x   x x x x x   

1.9 Provide regular 
information on performance 
against the budget to other 
people 
мΦф ˾͔͎ͯ͊ͪͤͦ͡ ͔͔͍͔ͦ͋͋͒ͯ͊ͥ͘ 

ͤ͊ ͙ͤͺͦͪͣ͊ͼ͙͙ ͊͘ 

͙͍͔͙͔͒͋ͭ͘ ͍ͦ ͙͍ͫͨͪͦͭͤͦͫͭ ͫͦ 

͋ͯͽ͔ͭͦͭ ͤ͊ ͎͙͔͒ͪͯͭ ͯ͡͏͔   

x   x x x x x  x 

1.10 Ensure systems and 
procedures for identifying 
and managing fraud are in 
place 
мΦм ˻͙͎͍͔ͫͯͪͯ͊ͥ ͤ͊ ͙͔͙ͫͫͭͣ 

͙ ͨͪͦͼ͔͙͒ͯͪ ͊͘ 

͙͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ ͙ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ ͙͙ͣ͊ͣ͘  

   x x x x x  x 



 

   

 

1.11 Evaluate current 
budget performance and use 
the data to enhance and 
inform future budget 
development 
мΦмм ˽ͪͦͼ͔ͤ͊͟ ͤ͊ 

͔ͣͦͣͤͭ͊ͤ͊ͭ͊͡ ͫͦͫͭͦ͋͊͞ ͤ͊ 

͋ͯͽ͔ͭͦͭ ͙ ͙͔͔ͦͪͫͭͥ͟ ͤ͊ 

ͨͦ͒͊ͭͦͼ͙ ͊͘ ͎͔͍͔ͦͣͯ͊ͥ͘͡ ͙ 

͙ͤͺ͙͔ͦͪͣͪ͊ͥ ͊͘ ͍ͪ͊ͦ͘͞ ͤ͊ 

͋ͯͽ͔ͭͦͭ ͍ͦ ͙͙͒ͤͤ͊  

   x x x x x  x 

1.12 Submit the proposed 
budget to the relevant people 
in the organisation for 
approval and to assist the 
overall financial planning 
process 
мΦмн ˨͍͍͔ͦͫͭ͊ͯ͊ͥ ͤ͊ 

͔͎ͨͪ͒ͦ͡ ͋ͯͽ͔ͭͦͭ ͒ͦ 

͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ ͊͘ 

͍͔ͦ͒ͦ͋ͪͯ͊ͥ ͙ ͎͔ͨͦͣ͊͊ͥ ͤ͊ 

ͼ͔͙ͦͭ͡ ͺ͙͙͙ͤ͊ͤͫͫ͟ ͨͪͦͼ͔ͫ  

   x x x x x   

1.13 Discuss and, if 
appropriate, negotiate the 
proposed budget with the 
relevant people in the 
organisation and agree the 
final budget. 
мΦмо ˨͙͙ͫͯͫ͊͟͞ ͙Σ ͒ͦͦͯ͟͟͡ ͔ 

ͣͦ͗ͤͦΣ  ͎͍͔͒ͦͦ͊ͪ͊ͥ ͊͘ 

͔͔͙ͨͪ͒ͦ͗ͤͦͭ͡ ͋ͯͽ͔ͭ ͫͦ 

͍͔͙ͫͦͦ͒ͭͤ ͯ͡͏͔ ͦ͒ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ ͙ 

͎͍͔͒ͦͦ͊ͪ͊ͥ ͊͘ ͺ͙͔ͤ͊ͤ͡ 

͋ͯͽ͔ͭ  

x   x x x x x   

1.14 Use the agreed budget 
to actively monitor and 
control performance for the 
respective area or activity of 
work. 
мΦп ˴͙͔͔ͦͪͫͭͥ ͤ͊ 
͎͍͔͙͒ͦͦͦͪͤͦͭ ͋ͯͽ͔ͭ ͊͘ 
͙͍͊ͭͤͦ͟ ͔͔͔ͫ͒ͥ͡ ͙ ͦͤͭͪͦ͊͟͡ 
ͤ͊ ͔ͨͪͺ͙͔ͦͪͣ͊ͤͫͭ ͊͘ 
͍͔ͫͦͦ͒ͭͤ͊ͭ͊ ͦ͋͊ͫͭ͡  ͙͙͡ 
ͪ͊͋ͦͭͤ͊ ͙͍͊ͭͤͦͫͭ͟  

   x x x x x   



 

   

 

1.15 Propose revisions to 
the budget, if necessary, in 
response to variances and/or 
significant or unforeseen 
developments and discuss 
and agree the revisions with 
the relevant people in the 
organisation 
мΦмр ˽͔͎͔ͪ͒͊͊ͥ͡ ͤ͊ ͙͔͙ͣͤ͘ 

ͤ͊ ͋ͯͽ͔ͭͦͭΣ ͒ͦͦͯ͟͟͡ ͔ 

͔ͨͦͭͪ͋ͤͦΣ ͊ͦ͟͟ ͎͍ͦ͒ͦͦͪ ͤ͊ 

͙͙͔ͪ͊ͭ͘͟͡ ͙κ͙͙͡ ͤ͊͘;͙͊ͤ͞ 

͙͙͡ ͔͔͍͙͔͙ͤͨͪ͒͒ͤ 

ͫͯ͡;͍ͯ͊ͥ͊  ͙ ͎͍͔͒ͦͦ͊ͪ͊ͥ ͊͘ 

͙͔͙͔ͣͤͭ͘ ͫͦ ͍͔͙ͫͦͦ͒ͭͤ ͯ͡͏͔ 

ͦ͒ ͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  

x   x x x x x  x 

1.16 Provide ongoing 
information on performance 
against the budget to 
relevant people in your 
organisation 
мΦмс ˻͔͔͍͔͋͋͒ͯ͊ͥ͘ ͤ͊ 

͔͙͊ͭͯͤ͟͡ ͙ͤͺͦͪͣ͊ͼ͙͙ ͊͘ 

͙͍͔͙͔͒͋ͭ͘ ͍ͦ ͦ͒ͤͦͫ ͤ͊ 

͋ͯͽ͔ͭͦͭ ͤ͊ ͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔ 

ͦ͒ ͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  

   x x x x x   

1.17 Advise the relevant 
people as soon as possible if 
you have identified evidence 
of potentially fraudulent 
activities 
1.17 ˨ ͦͦͯ͟͟͡ ͙ͣ͊ 

͙͔͙͒ͤͭͺ͙͍ͯ͊ͤͦ͟ ͒ͦ͊͘͟ ͊͘ 

͔ͨͦͭͤͼ͙͊ͤͦ͞͡ ͙͙ͣ͊ͣͤ͘;͙͟ 

͙͍͙͊ͭͤͦͫͭ͟ Σ ͒͊ ͔ͫ 

͙ͤͺ͙ͦͪͣͪ͊͊ͭ  ͍͔͙͔ͫͦͦ͒ͭͤͭ 

ͯ͡͏͔ ͦͯ͟͟͡ ΄ͭͦ ͔ ͣͦ͗ͤͦ 

ͨͦ͋ͪͦ͘ 

x   x x x x x   

1.18 Identify the relevant 
factors, processes and trends 
that are likely to affect the 
setting of budgets in your 
industry/sector. 
мΦму ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ ͤ͊ 

͔͔͍͙͔ͪ͊ͤͭͤͭ͡ ͺ͙͊ͭͦͪ͟Σ 

ͨͪͦͼ͔͙ͫ ͙ ͔͍͙ͭͪͤ͒ͦ ͙ͦ͟ 

͍͙͊͊ͭ͡͞ ͍ͪ͘ ͍͍͔ͯͭͪ͒ͯ͊ͥͭͦ ͤ͊ 

͋ͯͽ͔ͭͦͭ ͍ͦ ͍͊΄͊ͭ͊ 

͙͙ͤ͒ͯͫͭͪ͊͞κ͔ͫͭͦͪ͟  

 x  x x x x x  x 



 

   

 

1.19 Describe the purposes 
of budgetary systems. 
мΦф ˻͙ͨͫ ͤ͊ ͼ͔͙͔ͭ͡ ͤ͊ 

͋ͯͽ͔͙ͭ͊ͪͤͦͭ ͙͔ͫͫͭͣ  

 x  x   x    

1.20 Explain where to get 
and how to evaluate the 
available information in order 
to be able to prepare a 
realistic budget. 
мΦнл ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͔͊͒͟ ͒͊ ͔ͫ 

͙͒ͦ͋͊ͭ͞ ͙ ͊ͦ͟͟ ͒͊ ͔ͫ 

ͨͪͦͼ͔ͤ͊ͭ ͙͔͒ͦͫͭ͊ͨͤͭ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͫͦ ͼ͔͡ ͒͊ ͔ͫ 

͙͔͋͒ ͍ͦ ͣͦ͗ͤͦͫͭ ͒͊ ͔ͫ 

͎͍͙ͨͦ͒ͦͭ ͔͔ͪ͊ͤ͡ ͋ͯͽ͔ͭ  

 x  x   x    

1.21 Explain the importance 
of spending time on and 
consulting with others in 
preparing a budget. 
мΦнм ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͤ͊ 

͍͊͗ͤͦͫͭ͊ ͦ͒ ͭͪͦ΄͔͔ͥͭͦ 

͍͔͔ͪͣ ͙ ͙͔ͦͤͫͯͭͪ͊ͥ͟͡ ͫͦ 

͎͙͔͒ͪͯͭ ͊͘ ͎͍ͨͦ͒ͦͭͦ͊ͭ͊͟ ͤ͊ 

͋ͯͽ͔ͭͦͭ  

 x  x   x    

1.22 Describe how to 
discuss, negotiate and 
confirm a budget with people 
who control the finance and 
the key factors that should be 
covered. 
мΦнн ˻͙ͨͫ ͊ͦ͟͟ ͒͊ ͔ͫ 

͙͙͒ͫͯͭͪ͊͟Σ ͎͍͙͒ͦͦ͊ͪ ͙ 

͍͙ͨͦͭͪ͒ ͋ͯͽ͔ͭͦͭ ͫͦ ͯ͡͏͔ ͙ͦ͟ 

͎͙ ͙ͦͤͭͪͦͪ͊͊ͭ͟͡ ͺ͙͙͙͔ͤ͊ͤͫͭ 

͙ ͯ͟͡;͙͔ͤͭ ͺ͙͊ͭͦͪ͟ ͙ͦ͟ 

͔ͭͪ͋͊ ͒͊ ͙͋͒͊ͭ ͦͨͺ͔͙͊ͭͤ  

 x  x   x    

1.23 Explain how to use a 
budget to actively monitor 
and control performance for 
a defined area or activity of 
work. 
мΦно ˻͙ͨͫ ͊ͦ͟͟ ͒͊ ͔ͫ ͙͙ͦͪͫͭ͟ 

͋ͯͽ͔ͭͦͭ ͊͘ ͙͍͊ͭͤͦ͟ ͔͔͔ͫ͒ͥ͡ 

͙ ͦͤͭͪͦ͊͟͡ ͤ͊ ͔ͨͪͺ͙ͦͪͣ͊ͤͫ 

͊͘ ͔͔͔ͦͨͪ͒ͤͦ͡ ͍͔͔ͪͣ ͙͙͡ 

ͪ͊͋ͦͭͤ͊ ͙͍͊ͭͤͦͫͭ͟  

 x  x   x    



 

   

 

1.24 Explain the main 
causes of variances and how 
to identify them. 
мΦнп ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͤ͊ 

͎͍͙͔͊ͤͭ͡ ͙ͨͪ;͙͙ͤ ͊͘ 

͔͎͍ͤͫͦ͊ͫͯ͊ͥ͊͡  ͙ ͊ͦ͟͟ ͒͊ ͔ͫ 

͙͔͙͒ͤͭͺ͙͍ͯ͊͊ͭ͟  

 x  x   x    

1.25 Explain what different 
types of corrective action 
which could be taken to 
address identified variances. 
мΦнр ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͤ͊ 

͙ͪ͊͘͡;͙ͤ ͍͙͍͙͒ͦ ͤ͊ ͔͙ͣͪ͟ 

͙ͦ͟ ͔ͭͪ͋͊ ͒͊ ͔ͫ ͔͍͔ͨͪͣ͊ͭ͘ 

͊͘ ͔ͪ΄͍͔͊͊ͥ ͤ͊ 

͔͎͍ͤͫͦ͊ͫͯ͊ͥ͊ͭ͊͡  

 x  x   x    

1.26 Explain how 
unforeseen developments 
can affect a budget and how 
to deal with them. 
мΦнс ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͊ͦ͟͟ 

͔͔͍͙͙͍͙ͤͨͪ͒͒ͦͭ͡ ͍͙ͪ͊͘͞ ͤ͊ 

͙͔ͤ͊ͫͭ͊ͤͭ ͔ͣͦ͗ ͒͊ ͍͙͊͡͞ ͍ͪ͘ 

͋ͯͽ͔ͭͦͭ ͙ ͊ͦ͟͟ ͒͊ ͔ͫ ͍͙ͫͨͪ͊ 

ͫͦ ͭͦ͊  

 x  x   x    

1.27 Explain the importance 
of agreeing revisions to the 
budget and communicating 
the changes 
мΦнт ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͤ͊ 

͍͊͗ͤͦͫͭ͊ ͦ͒ ͎͍͔ͫͦ͊ͫͯ͊ͥͭͦ͡ 

ͤ͊ ͔͙ͨͪͦͣͤ ͍ͦ ͋ͯͽ͔ͭͦͭ ͙ 

͔͔͍͔ͨͪͤͫͯ͊ͥ ͤ͊ ͔͙͔ͨͪͦͣͤͭ  

 x  x   x    

1.28 Explain the importance 
of providing regular 
information on performance 
against the budget to other 
people. 
мΦну ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͤ͊ ͎͙͔͒ͪͯͭ 

͊͘ ͍͊͗ͤͦͫͭ͊ ͦ͒ 

͔͔͍͔ͦ͋͋͒ͯ͊ͥ͘ ͤ͊ ͔͍͙ͪ͒ͦͤ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͊͘ 

͔ͨͪͺ͙͔ͦͪͣ͊ͫͭΣ ͍ͦ ͦ͒ͤͦͫ ͤ͊ 

͋ͯͽ͔ͭͦͭ  

 x  x   x    

1.29 Explain types of 
fraudulent activities and how 
to identify them. 
мΦнф ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͤ͊ 

͍͙͍͙͔͒ͦͭ ͤ͊ ͙͙ͣ͊ͣ͘ ͙ ͊ͦ͟͟ 

͒͊ ͔ͫ ͙͔͙͒ͤͭͺ͙͍ͯ͊͊ͭ͟  

 x  x   x    



 

   

 

1.30 Explain the importance 
of using the implementation 
of the budget to identify 
information and lessons for 
the preparation of future 
budgets. 
мΦол ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͤ͊ 

͍͊͗ͤͦͫͭ͊ ͦ͒ ͙͔͔ͦͪͫͭͥͭͦ͟ 

͋ͯͽ͔ͭͦͭ ͊͘ ͒͊ ͔ͫ 

͙͔͙ͤ͒ͭͺ͙͍ͯ͊͊ͭ͟ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͊͘ ͎͍ͨͦ͒ͦͭͦ͊͟ 

ͤ͊ ͙͔͒ͤ ͋ͯͽ͔ͭ  

 x  x   x    

1.31 Explain how to 
evaluate available 
information and consult with 
others to prepare a realistic 
budget for the respective 
area or activity of work. 
 

мΦом ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͊ͦ͟͟ ͒͊ ͔ͫ 

ͨͪͦͼ͔͙ͤ ͒ͦͫͭ͊ͨͤ͊ 

͙ͤͺͦͪͣ͊ͼ͙͊͞ ͙ 

͙͔ͦͤͫͯͭͪ͊ͥ͟͡ ͫͦ ͎͙͔͒ͪͯͭ ͊͘ 

͎͍ͨͦ͒ͦͭͦ͊ͭ͊͟ ͤ͊ ͔͔ͪ͊ͤ͡ 

͋ͯͽ͔ͭ ͊͘ ͍͔ͫͦͦ͒ͭͤ͊ͭ͊  ͦ͋͊ͫͭ͡ 

͙͙͡ ͪ͊͋ͦͭͤ͊ ͙͍͊ͭͤͦͫͭ͟  

 x  x   x    

1.32 Explain how to submit 
the proposed budget to the 
relevant people in the 
organisation for approval and 
to assist the overall financial 
planning process. 
мΦон ˨͊ ͔ͫ ͔͒͊͒ ͍͔ͦ͋͊ͫͤͯ͊ͥ͞ 

͊ͦ͟͟ ͒͊ ͔ͫ ͍͙͒ͦͫͭ͊ 

͔͔͙ͨͪ͒ͦ͗ͤͦͭ͡ ͋ͯͽ͔ͭ ͒ͦ 

͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔  ͍ͦ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  ͊͘ 

͍͔ͦ͒ͦ͋ͪͯ͊ͥ ͙ ͒͊ ͣͯ 

͎͔ͨͦͣͦͤ ͤ͊ ͼ͔͙ͦͭ͡ ͨͪͦͼ͔ͫ  

 x  x   x    



 

   

 

1.33 Explain how to discuss 
and, if appropriate, negotiate 
the proposed budget with the 
relevant people in the 
organisation and agree the 
final budget. 
мΦоо ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͊ͦ͟͟ ͒͊ ͔ͫ 

͙͙͒ͫͯͭͪ͊͟ ͙Σ ͒ͦͦͯ͟͟͡ ͔ 

͔ͨͦͭͪ͋ͤͦΣ ͒͊ ͔ͫ ͍ͪ΄͊ͭ 

͔͎͍͙ͨͪͦͦͪ ͊͘ ͔͎ͨͪ͒ͦ͡ 

͋ͯͽ͔ͭͦͭ ͫͦ ͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔ 

͍ͦ ͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ ͙ ͒͊ ͔ͫ 

͎͍͙͒ͦͦͦͪ ͺ͙͙ͤ͊ͤͦͭ͡ ͋ͯͽ͔ͭ  

 x  x   x    

1.34 Explain how to use 
the agreed budget to actively 
monitor and control 
performance for the 
respective area or activity of 
work. 
мΦоп ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͊ͦ͟͟ ͒͊ ͔ͫ 
͙͙ͦͪͫͭ͟ ͎͍͔͙͒ͦͦͦͪͤͦͭ 
͋ͯͽ͔ͭΣ ͙͍͊ͭͤͦ͟ ͔͔͔ͫ͒ͥ͡ ͙ 
ͦͤͭͪͦ͊͟͡ ͤ͊ ͙͍͔͙͔͒͋ͭ͘ ͊͘ 
͍͔ͫͦͦ͒ͭͤ͊ͭ͊ ͦ͋͊ͫͭ͡ ͙͙͡ 
ͪ͊͋ͦͭͤ͊ ͙͍͊ͭͤͦͫͭ͟  

 x  x   x    

1.35 Explain how to identify 
the causes of any significant 
variances between what was 
budgeted and what actually 
happened and take prompt 
corrective action, obtaining 
agreement from the relevant 
people if required. 
мΦор ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͊ͦ͟͟ ͒͊ ͔ͫ 

͙͔͙͒ͤͭͺ͙͍ͯ͊͊ͭ͟ ͙ͨͪ;͙͙͔ͤͭ 

͊͘ ͔͙ͫͦ͟ ͙͙͋ͭͤ 

͔͎͍͔ͤͫͦ͊ͫͯ͊ͥ͡ ͨ ͔ͦͣ͏ͯ ͭͦ͊ 

΄ͭͦ ͔ ͋ͯͽ͔͙ͭͪ͊ͤͦ ͙ ΄ͭͦ 

͍ͫͯ΄ͤͦͫͭ ͔ͫ ͫͯ͡;͙ͦ͡ ͙ ͙͍ͤͤͦ 

͋ͪͦ͘ ͔͎͙͔ͦͪͪ͊ͥ͟Σ ͙͍͔͒ͦ͋͊ͥ 

͎ͫͦ͊ͫͤͦͫͭ͡ ͦ͒ ͍͔͙͔ͫͦͦ͒ͭͤͭ 

ͯ͡͏͔Σ ͒ͦͦͯ͟͟͡ ͔ ͔ͨͦͭͪ͋ͤͦ 

 x  x   x    



 

   

 

1.36 Explain how to propose 
revisions to the budget, if 
necessary, in response to 
variances and/or significant 
or unforeseen developments 
and discuss and agree the 
revisions with the relevant 
people in the organisation. 
мΦос ˨͊ ͔ͫ ͔ͨͪ͒ͦ͗͊ͭ͡ 

͙͔͙ͣͤ͘ ͙ ͍͔͒ͦͨͦͤͯ͊ͥ͡ ͤ͊ 

͋ͯͽ͔ͭͦͭΣ ͒ͦͦͯ͟͟͡ ͔ 

͔ͨͦͭͪ͋ͤͦΣ  ͊ͦ͟͟ ͎͍ͦ͒ͦͦͪ ͤ͊ 

͙͙͔ͪ͊ͭ͘͟͡ ͙κ͙͙͡ ͙͙͔͋ͭͤͭ 

͙͙͡ ͔͔͍͙͙͍͙ͤͨͪ͒͒͡ 

ͫͯ͡;͍ͯ͊ͥ͊  ͙ ͎͍͔͒ͦͦ͊ͪ͊ͥ ͫͦ 

͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔ ͦ͒ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  ͊͘ ͙͔͙͔ͣͤͭ͘ 

͍ͦ ͋ͯͽ͔ͭͦͭ 

 x  x   x    

1.37 Explain how to provide 
ongoing information on 
performance against the 
budget to relevant people in 
your organisation. 
мΦот ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͊ͦ͟͟ ͒͊ ͔ͫ 

͔͔͙ͦ͋͋͒͘ ͨͦͫͭͦ͊ͤ͊͞ 

͙ͤͺͦͪͣ͊ͼ͙͊͞ ͊͘ ͙͍͔͒͋͊ͭ͊͘ 

͍ͦ ͦ͒ͤͦͫ ͤ͊ ͋ͯͽ͔ͭͦͭ ͤ͊ 

͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔ ͍ͦ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  

 x  x   x    

1.38 Explain how to advise 
the relevant people as soon 
as possible if you have 
identified evidence of 
potentially fraudulent 
activities. 
мΦоу ˨ͦͦͯ͟͟͡ ͔ͫ 

͙͔͙͒ͤͭͺ͙͍ͯ͊͟ ͙͋͊͡ ͍͊͊͟͟ 

͔ͨͦͭͤͼ͙͊ͤ͊͞͡ ͙ͣ͊ͣ͊͘Σ ͒͊ ͙ͣ 

͔ͫ ͙ͦ͋͊ͫͤ͞ ͙ ͒͊ ͔ͫ 

͍͔͍ͫͦͭͯ͊͊ͭ ͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔ 

ͦͯ͟͟͡ ΄ͭͦ ͔ ͣͦ͗ͤͦ ͨͦ͋ͪͦ͘  

 x  x   x    

1.39 Describe actors, 
processes and trends that are 
likely to affect the setting of 
budgets in your 
industry/sector. 
мΦоф ˻͙ͨͫ ͤ͊ ͨͪͦͼ͔͙͔ͫͭΣ 

͔͍͙͔ͭͪͤ͒ͦͭ ͙ͦ͟ ͍͙͊͊ͭ͡͞ ͍ͪ͘ 

͍͍͔ͯͭͪ͒ͯ͊ͥͭͦ ͤ͊ ͋ͯͽ͔ͭͦͭ ͍ͦ 

͍͊΄͊ͭ͊ ͙͙ͤ͒ͯͫͭͪ͊͞κ͔ͫͭͦͪ͟  

 x  x   x    



 

   

 

1.40 Describe the area or 
activity that the budget is for. 
мΦпл ˻͙ͨͫ ͤ͊ ͦ͋͊ͫͭ͊͡ ͙͙͡ 

͙͍͊ͭͤͦͫͭ͊͟ ͊͘ ͦ͊͟͞ ͔ͫ 

͔͍ͦ͒ͤͫͯ͊ ͤ͊ ͋ͯͽ͔ͭͦͭ  

 x  x   x    

1.41 Explain the vision, 
objectives and operational 
plans for your area of 
responsibility. 
мΦпм ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͤ͊ 

͍͙͙͊ͭ͊͘͞Σ ͼ͔͙͔ͭ͡ ͙ 

͔͙͍͙͔ͦͨͪ͊ͭͤͭ ͍͙ͨ͊ͤͦ͡ ͊͘ 

͍͊΄͊ͭ͊ ͦ͋͊ͫͭ͡  

 x  x   x    

1.42 Explain the budgeting 
period(s) used in your 
organisation. 
мΦпн ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͤ͊ 

͋ͯͽ͔͙ͭͫ͟ ͔͙ͨͪͦ͒ό͙ύ ͙ͦ͟ ͔ͫ 

͙ͦͪͫͭ͊ͭ͟ ͍ͦ ͍͊΄͊ͭ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊͞  

 x  x   x    

1.43 Describe organisational 
guidelines and procedures for 
the preparation and approval 
of budgets and for 
monitoring and reporting of 
performance against budgets 
and revising budgets. 
мΦпо ˻͙ͨͫ ͤ͊ ͔͙ͨͪͨͦͪ͊͟ ͙ 

ͨͪͦͼ͔͙͒ͯͪ ͊͘ ͎͍ͨͦ͒ͦͭͦ͊͟Σ 

͍͔ͦ͒ͦ͋ͪͯ͊ͥ ͤ͊ ͋ͯͽ͔ͭͦͭΣ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͙ ͙͍͔͘΄ͭ͊͞ ͤ͊ 

͙͍͔͙͔͒͋ͭ͘ ͦ͟͞ ͔ͫ ͔͍ͦ͒ͤͫͯ͊͊ͭ 

ͤ͊ ͋ͯͽ͔ͭͦͭ ͙ ͔͍͙͙ͪ͊ͭ͊͘͞ ͤ͊ 

͋ͯͽ͔ͭͦͭ    

 x  x   x    

1.44 Describe the agreed 
budget, how it can be used 
and how much it can be 
changed without approval. 
мΦпп ˻͙ͨ΄͍͔ͯ͊ͥ ͤ͊ 

͎͍͔͙͒ͦͦͦͪͤͦͭ ͋ͯͽ͔ͭΣ ͊ͦ͟͟ 

͔ͣͦ͗ ͒͊ ͔ͫ ͙͙ͦͪͫͭ͟ ͙ ͦͯ͟͟͡ 

͎ͣͤͦͯ ͔ͣͦ͗ ͒͊ ͔ͫ ͔͙ͨͪͦͣͤ 

͔͋͘ ͔͙͔ͦ͒ͦ͋ͪͤ  

 x  x   x    

1.45 Describe the limits of 
your authority. 
мΦпр ˻͙ͨͫ ͤ͊ 

͎͙ͦͪ͊ͤ;͍ͯ͊ͥ͊ͭ͊ ͤ͊ ͍͊΄͙ͦͭ 

͍͙͔͊ͭͦͪͭͭ  

 x  x   x    



 

   

 

1.46 Explain how to gather 
information from 
implementation of the 
budget to assist in the 
preparation of future 
budgets. 
мΦпс ˻͙ͨͫ ͊ͦ͟͟ ͒͊ ͔ͫ ͙͒ͦ͋͊ͭ͞ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͊͘ 

͍͔͍͔ͫͨͪͦ͒ͯ͊ͥ ͤ͊ ͋ͯͽ͔ͭͦͭ ͙ 

͒͊ ͎ͨͦͣͦͤ͊ͭ ͙ͨͪ 

͎͍͙͔ͨͨͦ͒ͦͭͦͭ͟ ͤ͊ ͙͙͔͒ͤͭ 

͋ͯͽ͔͙ͭ  

 x  x   x    

2. Make 
recommendations 
for the use of 
resources 

нΦ˽͍͔͔ͪ͊ͥ ͤ͊ 

͔͙ͨͪͨͦͪ͊͟ ͊͘ 

͙͔͔ͦͪͫͭͥ͟ ͤ͊ 

͔͙͔ͪͫͯͪͫͭ  

2.1 Give relevant people the 
opportunity to provide 
information on the resources 
needed 
нΦм ˹͊ ͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔ ͒͊ 

͙ͣ ͔ͫ ͔͒͊͒ ͔ͣͦ͗ͤͦͫͭ ͒͊ ͎͙ 

͔͔ͦ͋͋͒͊ͭ͘ ͍͔͙͔ͫͦͦ͒ͭͤͭ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͊͘ ͔͙͔ͪͫͯͪͫͭ 

͙ͦ͟ ͙ͣ ͔ͫ ͔͙ͨͦͭͪ͋ͤ  

x   x x x x x   

2.2 Ensure that your 
recommendations for using 
resources take account of 
relevant past experience 
нΦн ˻͙͎͔͔ͫͯͪͭ ͔ͫ ͔͒͊͟ ͍͊΄͙͔ͭ 

͔͙ͨͪͨͦͪ͊͟ ͊͘ ͙͔͔ͦͪͫͭͥ͟ ͤ͊ 

͔͙͔ͪͫͯͪͫͭ ͎͙ ͔ͣ͊͊ͭ͘ ͍ͦ 

͔͍͙ͨͪ͒͒  ͙͙͔ͣͤ͊ͭͭ ͙͍ͫͯͫͭ͊͟  

x   x x x x x  x 

2.3 Identify team objectives 
and agency policies regarding 
the use of resources 
нΦо ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ ͤ͊ 

ͼ͔͙͔ͭ͡ ͤ͊ ͙ͭͣͦͭ ͙ 

͙͙ͨͦͭ͊ͭ͊͟͡ ͤ͊ ͎͔͊ͤͼ͙͊ͭ͊͞ ͊͘ 

͙͔͔ͦͪͫͭͥ͟ ͤ͊ ͔͙͔ͪͫͯͪͫͭ  

x x  x x x x x   

2.4 Identify agency 
procedures for making 
recommendations on the use 
of resources 
нΦп ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ ͤ͊ 

ͨͪͦͼ͔͙͔͒ͯͪͭ ͤ͊ ͎͔͊ͤͼ͙͊ͭ͊͞ 

͊͘ ͍͔͔ͨͪ͊ͥ ͔͙ͨͪͨͦͪ͊͟ ͊͘ 

͙͔͔ͦͪͫͭͥ͟ ͤ͊ ͔͙͔ͪͫͯͪͫͭ  

 x  x x x x x  x 

2.5 Renegotiate the 
allocation of resources 
where necessary 
нΦр ˽͔͎͍͔ͪͦ͊ͪ͊ͥ ͊͘ 

͔ͪͦ͊͟͡ͼ͙͊͞ ͤ͊ ͔͙͔ͪͫͯͫͪͭΣ 

͔͊͒͟ ΄ͭͦ ͔ ͔ͨͦͭͪ͋ͤͦ  

x   x x x x x   



 

   

 

2.6 Ensure that your 
recommendations take 
account of trends and 
developments which are likely 
to affect the use of resources. 
нΦс ˨͊ ͔ͫ ͙͎͙ͦͫͯͪ ͔͒͊͟ 

͍͊΄͙͔ͭ  ͔͙ͨͪͨͦͪ͊͟ ͍ͦ͒͊ͭ 

͔ͫͣͭ͊͟ ͊͘ ͔͍͙͔ͭͪͤ͒ͦͭ ͙ 

ͫͯ͡;͍ͯ͊ͥ͊ͭ͊Σ ͙ͦ͟ ͔ͫ 

͔͍ͦ͒ͤͫͯ͊͊ͭ ͤ͊ ͔ͯͨͦͭͪ͋͊ͭ͊ ͤ͊  

͔͙͔ͪͫͯͪͫͭ  

 x  x x x x x   

2.7 Ensure that your 
recommendations are 
consistent with team 
objectives and agency 
policies. 
нΦт ˻͙͎͔͔ͫͯͪͭ ͔ͫ ͔͒͊͟ ͍͊΄͙͔ͭ 

͔͙ͨͪͨͦͪ͊͟ ͔ͫ ͍ͦ ͎ͫͦ͊ͫͤͦͫͭ͡ 

ͫͦ ͼ͔͙͔ͭ͡ ͤ͊ ͙ͭͣͦͭ ͙  

͙͙ͨͦͭ͊ͭ͊͟͡ ͤ͊ ͎͔͊ͤͼ͙͊ͭ͊͞   

 x  x x x x x   

2.8 Indicate clearly in your 
recommendations the 
potential benefits expected 
from the planned use of 
resources 
нΦу ˹͍͔͔͔͊͒ͭ ͎͙ ͊ͫͤͦ͞ ͍͊΄͙͔ͭ 

͔͙ͨͪͨͦͪ͊͟ ͙ͦ͟ ͔ͫ ͔͍ͦ͒ͤͫͯ͊͊ͭ 

ͤ͊ ͔ͨͦͭͤͼ͙͙͔͊ͤͭ͞͡ 

͙͙͍͙ͨͪ͒ͦ͋͟ ͙ͦ͟ ͔ͫ 

ͦ;͔͍ͯ͊͊ͭ͟ ͫͦ ͙͒ͤ͊ͭ͊ 

͔ͯͨͦͭͪ͋͊ ͤ͊ ͔͙͔ͪͫͯͪͫͭ  

x   x x x x x   

2.9 Present your 
recommendations in an 
appropriate and timely 
manner to the relevant 
people 
нΦф ˽͔͔͙͔ͪͤͭͪ͊ͭ͘͞ ͎͙ ͍͊΄͙͔ͭ 

͔͙ͨͪͨͦͪ͊͟ ͤ͊ ͍͔͔ͫͦͦ͒ͭͤ 

ͤ͊;͙ͤ͊ ͤ͊ ͍͔͙ͫͦͦ͒ͭͤ ͯ͡͏͔  

   x x x x x   

2.10 Explain how to give 
relevant people the 
opportunity to provide 
information on the resources 
the worker's team needs. 
нΦмл ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͊ͦ͟͟ ͔͠ ͙ͣ 

͔ͫ ͔͒͊͒ ͤ͊ ͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔ 

ͣͦ͗ͤͦͫͭ  ͒͊ ͔͔ͦ͋͋͒͊ͭ͘ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͊͘ ͔͙͔ͨͦͭͪ͋ͭ ͤ͊ 

͙ͪ͊͋ͦͭͤͼ͙͔ͭ ͍ͦ ͙ͭͣͦͭ  

 x  x   x    



 

   

 

2.11 Explain how to make 
sure that their 
recommendations for using 
resources take account of 
relevant past experience. 
нΦмм ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͊ͦ͟͟ ͔͠ ͔ͫ 

͙͎͙͔ͦͫͯͪͭ ͔͒͊͟ ͙͍͙͔ͤͤͭ 

͔͙ͨͪͨͦͪ͊͟ ͎͙ ͔ͣ͊͊ͭ͘ ͍ͦ 

͔͍͙ͨͪ͒͒ ͙͍ͫͯͫͭ͊ͭ͊͟ ͦ͒ 

͙ͣͤ͊ͭͦͭͦ  

 x  x   x    

2.12 Describe team 
objectives and agency policies 
regarding the use of 
resources. 
нΦмн ˻͙ͨͫ ͤ͊ ͼ͔͙͔ͭ͡ ͤ͊ 

͙ͭͣͦͭ ͙ ͙͙ͨͦͭ͊ͭ͊͟͡ ͤ͊ 

͎͔͊ͤͼ͙͊ͭ͊͞ ͍ͦ ͦ͒ͤͦͫ ͫͦ 

͙͔͔ͦͪͫͭͥͭͦ͟ ͤ͊ ͔͙͔ͪͫͯͪͫͭ  

 x  x   x    

2.13 Describe agency 
procedures for making 
recommendations on the use 
of resources. 
нΦмо ˻͙ͨͫ ͤ͊ ͨͪͦͼ͔͒ͯͪ͊ͭ͊ ͤ͊ 

͎͔͊ͤͼ͙͙͊ͭ͊͞ ͊͘ ͍͔͔ͨͪ͊ͥ ͤ͊ 

͔͙ͨͪͨͦͪ͊͟ ͊͘ ͙͔͔ͦͪͫͭͥ͟ ͤ͊ 

͔͙͔ͪͫͯͪͫͭ  

 x  x   x    

2.14 Explain the importance 
of effective management of 
resources to agency 
performance. 
нΦмп ˻͙ͨͫ ͤ͊ ͍͊͗ͤͦͫͭ͊ ͤ͊ 

͔ͺ͙͊ͫͤͦ͟ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

͔͙͔ͪͫͯͪͫͭ  

 x  x   x    

2.15 Explain the principles 
underpinning the effective 
and efficient management of 
resources. 
нΦмр ˻͙ͨͫ ͤ͊ ͙ͨͪͤͼ͙͙͔ͨͭ  ͊͘ 

͔ͺ͔͙͍ͭͤͦ͟ ͙ ͔ͺ͙͊ͫͤͦ͟ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ ͔͙͔ͪͫͯͪͫͭ  

 x  x   x    

2.16 Describe possible 
corrective /altering activities. 
нΦмс ˻͙ͨͫ ͤ͊ ͙͔ͣͦ͗ͤͭ 

͔͙͍͙ͦͪͭͤ͟͟κ͔͔͔͙ͨͪͣͤͭ 

͙͍͙͊ͭͤͦͫͭ͟   

 x  x   x    

2.17 Describe how to modify 
the use of resources 
нΦмт ˻͙ͨͫ ͊ͦ͟͟ ͒͊ ͔ͫ ͙͔͙ͣͤ͘ 

͙͔͔ͦͪͫͭͥͭͦ͟ ͤ͊ ͙͔ͪͫͯͪͫͭ  

 x  x   x    



 

   

 

2.18 Describe how to 
renegotiate the allocation of 
existing resources 
нΦму ˻͙ͨͫ ͊ͦ͟͟ ͒͊ ͔ͫ 

͔͎͍ͨͪͦ͊ͪ͊ ͊͘ ͔͔ͪ͊ͫͨͪ͒͋͊͡ ͤ͊ 

͔ͨͦͫͭͦ;͙͔ͭ͟ ͔͙ͪͫͯͪͫ  

 x  x   x    

2.19 Explain how to make 
sure that their 
recommendations take 
account of trends and 
developments which are likely 
to affect the use of resources. 
нΦмф ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͊ͦ͟͟ ͒͊ ͔ͫ  

 x  x   x    

2.20 Explain how to make 
sure that their 
recommendations are 
consistent with team 
objectives and agency 
policies. 
нΦмл ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͊ͦ͟͟ ͔͠ ͔ͫ 

͙͎͔ͦͫͯͪ͊ͭ ͔͒͊͟ ͙͍͙͔ͤͤͭ 

͔͙ͨͪͨͦͪ͊͟ ͔ͫ ͔͙͒ͦͫ͒ͤ͡ ͤ͊ 

ͼ͔͙͔ͭ͡ ͤ͊ ͙ͭͣͦͭ ͙ 

͙͙ͨͦͭ͊ͭ͊͟͡ ͤ͊ ͎͔͊ͤͼ͙͊ͭ͊͞  

 x  x   x    

2.21 Explain how to indicate 
clearly in their 
recommendations the 
potential benefits they expect 
from the planned use of 
resources. 
нΦнм ˻͔͔͋͊ͫͤͭ͞ ͊ͦ͟͟ ͒͊ ͔ͫ 

͔ͯ͊͗͟ ͔͒͊͟ ͍ͦ ͙͍͙͔ͤͤͭ 

͔͙ͨͪͨͦͪ͊͟ ͙͔ͭ ͊ͫͤͦ͞ 

͍ͯ͊͗ͯ͊͊ͭ͟ ͔͒͊͟  

͔ͨͦͭͤͼ͙͙͙͔͊ͤͭ͞͡ 

͙͙͍͙ͨͪ͒ͦ͋͟  ͎͙ ͦ;͔͍ͯ͊͊ͭ͟ ͦ͒ 

͔ͯͨͦͭͪ͋͊ͭ͊ ͤ͊ ͔͙͔ͪͫͯͪͫͭ  

 x  x   x    

2.22 Explain how to present 
their recommendations in an 
appropriate and timely 
manner to the relevant 
people. 
нΦнн ˻͔͔͋͊ͫͤͭ͞ ͊ͦ͟͟ ͒͊ ͎͙ 

͔͔͙ͨͪͤͭͪ͊͊ͭ͘ ͔͙͔ͨͪͨͦͪ͊ͭ͟ 

ͤ͊ ͍͔͔ͫͦͦ͒ͭͤ ͙ ͍͔͔ͤ͊ͪͣͤ 

ͤ͊;͙ͤ ͤ͊ ͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔  

 x  x   x    



 

   

 

3. Contribute to 
the control of 
resources 

оΦ˽͙͔ͪ͒ͦͤͫ ͍ͦ 

ͦͤͭͪͦ͊͟͡ ͤ͊ 

͔͙͔ͪͫͯͪͫͭ  

3.1 Give relevant people 
opportunities to take 
individual responsibility for 
the efficient use of 
resources 
оΦм ˨͊ ͙ͣ ͔ͫ ͔͒͊͒ ͣͦ͗ͤͦͫͭ 

ͤ͊ ͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔ ͒͊ 

͔͍͔ͨͪͣ͊͊ͭ͘ ͍͔ͫͦͨͫͭͤ͊ 

͎͍ͦ͒ͦͦͪͤͦͫͭ ͊͘ ͔ͺ͙͊ͫͤͦ͟ 

͙͔͔ͦͪͫͭͥ͟ ͤ͊ ͔͙͔ͪͫͯͪͫͭ  

x x  x x x x x   

3.2 Encourage others to take 
responsibility for the control 
of resources in their own area 
of work 
оΦн ˻ͻ͍͔ͪ͊͋ͪͯ͊ͥ ͤ͊ ͎͙͔͒ͪͯͭ 

͊͘ ͔͍͔͔ͨͪͣ͊ͥ͘ ͎͍ͦ͒ͦͦͪͤͦͫͭ 

͊͘ ͦͤͭͪͦ͊͟͡ ͤ͊ ͔͙ͪͫͯͪͫ ͍ͦ 

͙͍ͤͤ͊ͭ͊ ͦ͋͊ͫͭ͡ ͔͊͒͟ ͪ͊͋ͦͭ͊ͭ  

x x  x x x x x   

3.3 Ensure that your team 
uses resources efficiently 
and in a way which takes 
into account the potential 
impact on the environment 
оΦо ˻͙͎͔ͫͯͪ͊ͭ͞ ͔ͫ ͔͒͊͟ 

͍͊΄͙ͦͭ ͙ͭͣ ͎͙ ͙͙ͦͪͫͭ͟ 

͔ͺ͔͙͍ͭͤͦ͟ ͔͙͔ͪͫͯͪͫͭ ͤ͊ 

ͤ͊;͙ͤ ͦ͟͞ ͎ͦ ͔ͣ͊͊ͭ͘ ͍ͦ 

͔͍͙ͨͪ͒͒ ͙ ͍͙͙͊ͤͭͦ͡͞ ͍ͪ͘ 

͙͍͗ͦͭͤ͊ͭ͊ ͔͙ͫͪ͒ͤ͊  

x x  x x x x x   

3.4 Continuously monitor 
the quality of resources and 
ensure consistency in 
product and service 
delivery 
оΦп ˴͙͙ͦͤͭͤͯͪ͊ͤ ͔͎͔ͨͪ͒͡ 

ͤ͊ ͍͙͔͊ͭͭͦͭ͟͡ ͤ͊ 

͔͙͔ͪͫͯͪͫͭ ͙ 

͔͔͍͔ͦ͋͋͒ͯ͊ͥ͘ ͤ͊ 

͙͔ͦͤͫͭͤͭͤͦͫͭ͘͟ ͍ͦ 

͎͙͔ͯͫͯͭ͡  

   x x x x x  x 



 

   

 

3.5 Identify problems with 
resources promptly and 
recommend corrective 
action to the relevant 
people as soon as possible 
оΦр ˣͪ͊͘ ͙͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ 

ͤ͊ ͔͙ͨͪͦ͋ͣ͡ ͫͦ ͔͙͔ͪͫͯͪͫͭ 

͙ ͍͔͔ͤ͊ͪͣͤͦ 

͔ͨͪͨͦͪ͊;͍͔ͯ͊ͥ ͤ͊ 

͔͙ͨͪͨͦͪ͊͟ ͊͘ ͔͙͍͙ͦͪͭͤ͟͟ 

͙͍͙͊ͭͤͦͫͭ͟  

x   x x x x x   

3.6 Make 
recommendations for 
improving the use of 
resources in an appropriate 
and timely manner to the 
relevant people. 
оΦс ˽͍͔͔ͪ͊ͥ ͤ͊ ͔͙ͨͪͨͦͪ͊͟ 

͊͘ ͍͔ͨͦ͒ͦ͋ͪͯ͊ͥ ͤ͊ 

͙͙͍͔ͫͦͪͫͭͯ͊ͥͭͦ͟ ͤ͊ 

͔͙͔ͪͫͯͪͫͭΣ ͍͔ͫͦͦ͒ͭͤͦ ͙ 

͍͔͔ͤ͊ͪͣͤͦ  

x   x x x x x  x 

3.7 Ensure that records 
relating to the use of 
resources are complete, 
accurate and available to 
authorised people only 
оΦт ˨͊ ͔ͫ ͙͎͙ͦͫͯͪ ͔͒͊͟ 

͔͍͙͔͒ͤͼ͙͙͔ͭ ͍ͦ ͍ͪͫ͊͟ ͫͦ 

͙͔͔ͦͪͫͭͥͭͦ͟ ͤ͊ ͔͙͔ͪͫͯͪͫͭ 

͔ͫ ͔͙ͦͣͨͭͤ͟͡Σ ͭͦ;͙ͤ ͙ 

͙͒ͦͫͭ͊ͨͤ ͫ͊ͣͦ ͊͘ 

͍͔͙ͦ͊ͫͭͤ͡ ͙͡ͼ͊  

   x x x x x   

3.8 Explain how to give 
relevant people 
opportunities to take 
individual responsibility for 
the efficient use of 
resources. 
оΦу ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͊ͦ͟͟ ͤ͊ 

͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔ ͔͠ ͙ͣ ͔ͫ 

͔͒͊͒ ͣͦ͗ͤͦͫͭ ͒͊ ͔͍͔ͨͪͣ͊͊ͭ͘ 

͍͔ͫͦͨͫͭͤ͊ ͎͍ͦ͒ͦͦͪͤͦͫͭ ͊͘ 

͔ͺ͔͙͍ͭͤͦ͟ ͙͔͔ͦͪͫͭͥ͟ ͤ͊ 

͔͙͔ͪͫͯͪͫͭ  

 

 x  x   x    



 

   

 

3.9 Explain how to 
encourage others to take 
responsibility for the control 
of resources in their own area 
of work. 
оΦф ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͊ͦ͟͟ ͔͠ ͔ͫ 

ͦͻͪ͊͋ͪ͊ͭ ͎͙͔͒ͪͯͭ ͊͘ ͒͊ 

͔͍͔ͨͪͣ͊ͭ͘ ͎͍ͦ͒ͦͦͪͤͦͫͭ ͊͘ 

ͦͤͭͪͦ͊͟͡ ͤ͊ ͔͙͔ͪͫͯͪͫͭ ͍ͦ 

͙͍ͤ͊ͭ͊  ͪ͊͋ͦͭͤ͊ ͦ͋͊ͫͭ͡  

 x  x   x    

3.10 Explain what to do and 
who to contact if you suspect 
fraud has been committed. 
оΦмл ˨͊ ͔ͫ ͙ͦ͋͊ͫͤ͞ ΄ͭͦ ͔ͭͪ͋͊ 

͒͊ ͔ͫ ͍͙ͨͪ͊ ͙ ͎ͦͦ͟ ͒͊ ͔ͫ 

͙ͦͤͭ͊ͭͪ͊͟͟ ͒ͦͦͯ͟͟͡  

͙ͣ͊ͣ͊ͭ͊͘ ͊͘ ͦ͊͟͞ ͔ͫ 

͔͍͔ͫͦͣͤ͊ͭ  ͔͠ ͔ͫ ͙͍ͪ͘΄͙  

 x  x   x    

3.11 Explain how to make 
sure that their team uses 
resources efficiently and in 
a way which takes into 
account the potential 
impact on the 
environment. 
оΦмм ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͊ͦ͟͟ ͔͠ 

͔ͫ ͙͎͔ͦͫͯͪ͊ͭ ͔͒͊͟ ͍͊΄͙ͦͭ 

͙ͭͣ ͎͙ ͙͙ͦͪͫͭ͟ ͔͙͔ͪͫͯͪͫͭ 

͔ͺ͔͙͍ͭͤͦ͟ ͙ ͤ͊ ͤ͊;͙ͤ ͦ͟͞ 

͎͙ ͔ͣ͊͘ ͍ͦ ͔͍͙ͨͪ͒͒ 

͍͙͙͊ͤ͊ͭ͊͡͞͞ ͍ͪ͘ ͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊  

 x  x   x    

3.12 Explain how to 

monitor continuously the 
quality of resources and 
ensure consistency in 
product and service 
delivery. 
оΦмн ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͊ͦ͟͟ 

͙͙ͦͤͭͤͯͪ͊ͤͦ͟ ͔ͫ ͔͙ͫ͒͡ 

͍͙͔͊ͭͭͦͭ͟͡ ͤ͊ ͔͙͔ͪͫͯͪͫͭ ͙ 

͔͔͍͔ͦ͋͋͒ͯ͊ͥ͘ ͤ͊ 

͙͔ͦͤͫͭͤͭͤͦͫͭ͘͟ ͍ͦ 

͙ͫͨͦͪ͊͊͟ ͤ͊ ͙͍͙ͨͪͦͦ͒͘ ͙ 

͎͙ͯͫͦ͡  

 x  x   x    



 

   

 

3.13 List the potential 
environmental impact of the 
resources being used. 
оΦмо ˶͙ͫͭ͊ ͤ͊ ͔ͨͦͭͤͼ͙͙͊ͤ͞͡ 

͍͙͙͊ͤ͊͡͞͞ ͍ͪ͘ ͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊ ͙ͦ͟ ͔͍ͨͦͭͤͯ͊͊ͭ͟ 

͙ͨͪ ͔ͯͨͦͭͪ͋͊ͭ͊ ͤ͊ ͔͙͔ͪͫͯͪͫͭ  

 x  x   x    

3.14 List the problems which 
may occur with resources and 
how the worker can deal with 
these. 
оΦмп ˶͙ͫͭ͊ ͤ͊ ͔͙ͨͪͦ͋ͣ͡ ͙ͦ͟ 

͔ͣͦ͗ ͒͊ ͔ͫ ͍ͨͦ͊͊ͭ͞ ͙ ͊ͦ͟͟ ͒͊ 

͔ͫ ͍͙ͫͨͪ͊ ͫͦ ͙͍ͤ  

 x  x   x    

3.15 Explain how to identify 
problems with resources 
promptly and recommend 
corrective action to the 
relevant people as soon as 
possible. 
оΦмр ˻͍͔͋͊ͫͤͯ͊ͥ͞ ͊ͦ͟͟ 

͋ͪͦ͘ ͒͊ ͔ͫ 

͙͔͙͒ͤͭͺ͙͍ͯ͊͊ͭ͟ 

͔͙͔ͨͪͦ͋ͣͭ͡ ͫͦ ͔͙͔ͪͫͯͪͫͭ 

͙ ͙͍͙͊ͭͤͦͫͭ͟ ͊͘ 

͍͔ͨͦ͒ͦ͋ͪͯ͊ͥ ͤ͊ 

͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔ ΄ͭͦ ͔ 

ͣͦ͗ͤͦ ͨͦ͋ͪͦ͘  

 x  x   x    

3.16 Explain how to make 
recommendations for 
improving the use of 
resources in an appropriate 
and timely manner to the 
relevant people. 
оΦмс ˻͔͔͋͊ͫͤͭ͞ ͊ͦ͟͟ ͒͊ ͔ͫ 

͒͊͒͊ͭ ͔͙ͨͪͨͦͪ͊͟ ͊͘ 

͍͔ͨͦ͒ͦ͋ͪͯ͊ͥ ͤ͊ 

͙͙͍͔ͫͦͪͫͭͯ͊ͥͭͦ͟ ͤ͊ 

͔͙͔ͪͫͯͪͫͭ ͤ͊ ͍͔͔ͫͦͦ͒ͭͤ ͙ 

͍͔͔ͤ͊ͪͣͤ ͤ͊;͙ͤΣ ͤ͊ 

͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔  

 x  x   x    



 

   

 

3.17 Explain how to ensure 
that their records relating 
to the use of resources are 
complete, accurate and 
available to authorised 
people only. 
оΦмт ˻͔͔͋͊ͫͤͭ͞ ͊ͦ͟͟ ͔͠ ͔ͫ 

͙͎͔ͦͫͯͪ͊ͭ ͔͒͊͟ ͙͍͙͔ͤͤͭ 

͙͔͒ͦͫ͊ ͊͘ ͙͔͔ͦͪͫͭͥ͟ ͤ͊ 

͔͙͔ͪͫͯͪͫͭ ͔ͫ ͔͙ͦͣͨͭͤ͟͡Σ 

ͭͦ;͙ͤ ͙ ͙͒ͦͫͭ͊ͨͤ ͫ͊ͣͦ ͤ͊ 

͍͔͙͔ͦ͊ͫͭͤͭ͡ ͙͡ͼ͊  

 x  x   x    

4. Communication, 
Involvement and 
motivation  
пΦ˽͙ͦͪ͊͟Σ 
͍ͯ͟͡;͍ͯ͊ͥ͊ ͙ 
͙͍ͣͦͭ͊ͼ͙͙  

4.1 Analyse the use of 
resources in the past, and 
utilise the results to make 
recommendations on more 
effective use of resources in 
the future. 
пΦм ˢ͙ͤ͊͊͘͡ ͤ͊ ͔ͯͨͦͭͪ͋͊ ͤ͊ 

͔͙͔ͪͫͯͪͫͭ ͍ͦ ͙ͣͤ͊ͭͦͭͦΣ  ͙ 

͙͙͍͔ͫͦͪͫͭͯ͊ͥ͟ ͤ͊ 

͔͙͔ͪͯͭ͊ͭͭ͘͡ ͊͘ ͔ͨͦͺ͙͊ͫͤͦ͟ 

͙͙͍͔ͫͦͪͫͭͯ͊ͥ͟ ͤ͊ ͔͙͔ͪͫͯͪͫͭ  

͍ͦ ͙͙͒ͤͤ͊ 

x x  x x x x x  x 

4.2 Communicate effectively 
with team members, 
colleagues and line managers 
пΦн ˩ͺ͙͙͍ͭͤͦ͟ ͎͍͔ͪ͊ͦ͊ͪ͊ͥ͘ 

ͫͦ ;͔͍͙͔ͤͦͭ͡ ͤ͊ ͙ͭͣͦͭΣ 

͔͎͙͔ͦͭ͟͡ ͙ ͔ͣͤ͊ͽ͔͙͔ͪͭ  

x x  x x x x x  x 

4.3 Develop and argue an 
effective case for changes in 
the management of 
resources. 
пΦо ˾͍͊ͦ͘͞ ͤ͊ ͔ͺ͔͙͍͔ͭͤ͟ 

ͤ͊;͙ͤ ͊͘ ͔ͨͪͦͣͤ͊ ͤ͊ 

͍͍͔ͯͨͪ͊ͯ͊ͥͭͦ ͫͦ ͔͙͔ͪͫͯͪͫͭ  

x x  x x x x x  x 

4.4 Provide current and 
correct information about 
performance against the 
budget to the relevant people 
пΦп ˻͔͔͍͔͋͋͒ͯ͊ͥ͘ ͤ͊ 

͔͙͊ͭͯͤ͟͡ ͙ ͭͦ;͙ͤ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͊͘ 

͔ͨͪͺ͙͔ͦͪͣ͊ͤͫͭ ͍ͦ ͦ͒ͤͦͫ ͤ͊ 

͋ͯͽ͔ͭͦͭ  

x x  x x x x x  x 



 

   

 

4.5 Enable people to identify 
and communicate the 
resources they need 
пΦр ˨͊ ͙ͣ ͔ͫ ͍͙ͦͦͣͦ͗͘ ͤ͊ 

ͯ͡͏͔ͭͦ ͒͊ ͎͙ ͙͔͙͒ͤͭͺ͙͍ͯ͊͊ͭ͟ 

͙ ͍͔ͤͫ͊ͭ ͔͙͔ͪͫͯͪͫͭ ͙ͦ͟ ͙ͣ ͔ͫ 

͔͙ͨͦͭͪ͋ͤ  

x x  x x x x x  x 

4.6 Identify trends and 
developments which may 
influence the future use of 
resources and how to plan for 
these. 
пΦс ˮ͔͙͒ͤͭͺ͙͍͔ͯ͊ͥ͟ ͤ͊ 

͔͍͙ͭͪͤ͒ͦ ͙ ͫͯ͡;͍ͯ͊ͥ͊ ͙ͦ͟ 

͔ͣͦ͗ ͒͊ ͍͙͊͊ͭ͡͞ ͤ͊ 

͔ͯͨͦͭͪ͋͊ͭ͊ ͤ͊ ͔͙ͪͫͯͪͫ ͍ͦ 

͙͙͒ͤͤ͊  

x x  x x x x x  x 

4.7 Present information 
clearly, concisely, accurately 
and in ways that promote 
understanding. 
пΦт ˳͊ͫͤͦΣ ͦͤ͟ͼ͙ͤͦ͘Σ ͭͦ;ͤͦ 

͔͔͙͔ͨͪͤͭͪ͊ͥ͘ ͤ͊ 

͙ͤͺͦͪͣ͊ͼ͙͙͔ͭ ͙ ͤ͊ ͤ͊;͙ͤ 

ͦ͟͞  ͔ ͙͙͍ͪ͊͋ͪ͘͡  

x x  x x x x x  x 

4.8 Use communication 
styles that are appropriate to 
different people and 
situations. 
пΦу ͔̂ͨͦͭͪ͋͊ ͤ͊ ͙ͫͭ͡ ͤ͊ 

͙ͦͣͯͤ͊͟͟ͼ͙͊͞ ͦ͟͞ ͔ 

͍͔͔ͫͦͦ͒ͭͤ ͊͘ ͙ͪ͊͘͡;͙ͤ ͯ͡͏͔ 

͙ ͙ͫͭͯ͊ͼ͙͙  

x x  x x x x x  x 

4.9 Maintain accurate 
records on the use of 
resources 
пΦф ˻͔͔͍͔͋͋͒ͯ͊ͥ͘ ͤ͊ ͭͦ;͙ͤ 

͙͍͔͘΄͙ͭ͊ ͊͘ ͙͔͔ͦͪͫͭͥ͟ ͤ͊ 

͔͙͔ͪͫͯͪͫͭ  

x x  x x x x x  x 

4.10 Monitor and control the 
use of resources to maximise 
efficiency, whilst maintaining 
the quality of products and 
services 
пΦмл ͍͍͔̂ͨͪ͊ͯ͊ͥ ͙ ͦͤͭͪͦ͊͟͡ 

ͤ͊ ͔͙͔ͪͫͯͪͫͭ ͫͦ ͼ͔͡ ͒͊ ͔ͫ 

͎͔͙ͦͣ͘͡  ͔ͺ͙͊ͤͦͫͭ͊͟ 

x x  x x x x x  x 



 

   

 

4.11 Explain how to analyse 
the use of resources in the 
past, and utilise the results to 
make recommendations on 
more effective use of 
resources in the future. 
пΦмм ˨͊ ͔ͫ ͙ͦ͋͊ͫͤ͞ ͊ͦ͟͟ ͒͊ ͔ͫ 

͙͙͊ͤ͊ͪ͊͘͡ ͔ͯͨͦͭͪ͋͊ͭ͊ ͤ͊ 

͔͙͔ͪͫͯͪͫͭ ͍ͦ ͙ͣͤ͊ͭͦͭͦΣ  ͙ ͒͊ 

͔ͫ ͒͊͒͊ͭ ͔͙ͨͪͨͦͪ͊͟ ͊͘ 

͔ͨͦͺ͙͊ͫͤͦ͟ ͙͔͔ͦͪͫͭͥ͟ ͤ͊ 

͔͙͔ͪͫͯͪͫͭ  

 x  x   x    

4.12 Explain how to 
communicate effectively with 
team members, colleagues 
and line managers. 
пΦмн ˨͊ ͔ͫ ͙ͦ͋͊ͫͤ͞ ͊ͦ͟͟ 

͔ͺ͙͊ͫͤͦ͟ ͔ͫ ͍͙͍ͦ͒͊ 

͙ͦͣͯͤ͊͟͟ͼ͙͊ͭ͊͞ ͫͦ 

;͔͍͙͔ͤͦͭ͡ Σ ͔͎͙͔ͦͭ͟͡ ͙ 

͔͔͙͔ͣͤ͊ͥͪͭ͘  

 x  x   x    

4.13 Explain how to develop 
and argue an effective case 
for changes in the 
management of resources. 
пΦмо ˨͊ ͔ͫ ͙ͦ͋͊ͫͤ͞ ͊ͦ͟͟ ͔ͫ 

͍͙͍ͪ͊͊͘ ͔ͺ͙͔͊ͫͤ͟ ͤ͊;͙ͤ ͊͘ 

͔͙ͨͪͦͣͤ ͍ͦ ͍͍͔ͯͨͪ͊ͯ͊ͥͭͦ ͫͦ 

͔͙͔ͪͫͯͪͫͭ  

 x  x   x    

4.14 Explain who needs 
information in your 
organisation about 
performance against your 
budget, what information 
they need, when they need it 
and in what format. 
пΦмп ˨͊ ͔ͫ ͙ͦ͋͊ͫͤ͞ ͤ͊ ͦ͟͞ ͍ͦ 

͍͊΄͊ͭ͊ ͎͙ͦͪ͊ͤ͊͘ͼ͙͊͞ ͣͯ ͔ͫ 

͔͙ͨͦͭͪ͋ͤ ͍͔͔ͨͦ͠ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͊͘ ͙͍͔͒͋͊ͭ͊͘ ͤ͊ 

͋ͯͽ͔ͭͦͭΣ ͍͙͊͟͟ ͙ͤͺͦͪͣ͊ͼ͙͙ 

͔ͫ ͔͙ͨͦͭͪ͋ͤΣ ͎ͦ͊͟ ͙ͣ ͔ͫ 

͔͙ͨͦͭͪ͋ͤ ͙ ͍ͦ ͦ͟͞ ͺͦͪͣ͊ͭ  

 x  x   x    



 

   

 

4.15 Explain how to enable 
people to identify and 
communicate the resources 
they need. 
пΦмр ˨͊ ͔ͫ ͙ͦ͋͊ͫͤ͞ ͊ͦ͟͟ ͙ͣ ͔ͫ 

͍͍ͦͦͣͦ͗ͯ͊͘ ͤ͊ ͯ͡͏͔ͭͦ ͒͊ ͎͙ 

͔ͨͪͨͦͤ͊͊ͭ͘ ͔͙͔ͪͫͯͪͫͭ ͙ͦ͟ 

͙ͣ ͔ͫ ͔͙ͨͦͭͪ͋ͤ  

 x  x   x    

4.16 Describe the trends and 
developments which may 
influence the future use of 
resources and how to plan for 
these. 
пΦмс ˨͊ ͔ͫ ͔͒͊͒ ͙ͦͨͫ ͤ͊ 

͙͙͔͒ͤͭ ͔͍͙ͭͪͤ͒ͦ ͙ 

ͫͯ͡;͍ͯ͊ͥ͊ ͙ͦ͟ ͔ͣͦ͗ ͒͊ 

͍͙͊͊ͭ͡͞ ͍ͪ͘ ͙͒ͤ͊ͭ͊ ͔ͯͨͦͭͪ͋͊ 

ͤ͊ ͔͙͔ͪͫͯͪͫͭ  

 x  x   x    

4.17 Describe how to 
present information clearly, 
concisely, accurately and in 
ways that promote 
understanding. 
пΦмт ˻͙ͨͫ ͤ͊ ͭͦ͊ ͊ͦ͟͟ ͒͊ ͔ͫ 

͔͔͙ͨͪͤͭͪ͊͊ͭ͘ ͙ͤͺͦͪͣ͊ͼ͙͙͔ͭ  

͊ͫͤͦ͞Σ ͦͤ͟ͼ͙ͤͦ͘Σ ͭͦ;ͤͦ ͙ ͤ͊ 

ͤ͊;͙ͤ ͦ͟͞ ͔ ͙͙͍ͪ͊͋ͪ͘͡  

 x  x   x    

4.18 Describe how to use 
communication styles that are 
appropriate to different 
people and situations. 
пΦму ˻͙ͨ΄͔͔ͭ ͊ͦ͟͟ ͒͊ ͔ͫ 

͙ͦͪͫͭ͊ͭ͟ ͙ͪ͊͘͡;͙ͤ ͙͍͙ͫͭͦ͡ 

ͤ͊ ͙ͦͣͯͤ͊͟͟ͼ͙͊͞  ͙ͦ͟ ͔ͫ 

͍͔͙ͫͦͦ͒ͭͤ ͊͘ ͙ͪ͊͘͡;͙ͤ ͯ͡͏͔ 

͙ ͙ͫͭͯ͊ͼ͙͙   

 x  x   x    

4.19 Explain the importance 
of keeping accurate records 
on the use of resources. 
пΦмф ˻͙ͨͫ ͤ͊ ͍͊͗ͤͦͫͭ͊ ͦ͒ 

͍͔ͦ͒ͪ͗ͯ͊ͥ  ͤ͊ ͭͦ;͙ͤ 

͙͍͔͘΄͙ͭ͊ ͊͘ ͔ͯͨͦͭͪ͋͊ͭ͊ ͤ͊ 

͔͙͔ͪͫͯͪͫͭ  

 x  x   x    



 

   

 

4.20 Explain how to monitor 
and control the use of 
resources to maximise 
efficiency, whilst maintaining 
the quality of products and 
services. 
пΦнл ˨͊ ͔ͫ ͙ͦ͋͊ͫͤ͞ ͊ͦ͟͟ ͒͊ ͔ͫ 

͔͙ͫ͒͡ ͙ ͙ͦͤͭͪͦͪ͊͟͡ 

͙͔͔ͦͪͫͭͥͭͦ͟  ͤ͊ ͔͙͔ͪͫͯͪͫͭ 

͊͘ ͒͊ ͔ͫ ͎͔͙ͦͣ͘͡ 

͔ͺ͙͊ͫͤͦͫͭ͊͟Σ 

 x  x   x    

5. Work in a manner 
which underpins 
effective 
performance 
рΦ˾͊͋ͦͭ͊ ͤ͊ ͤ͊;͙ͤ 
ͦ͟͞ ͔ͫ ͍͊ͫͤͦ͊͘ ͤ͊ 
͔ͺ͔͙͍ͭͤ͊͟ ͙͍͔͒͋͊͘  

5.1 Show integrity, fairness 
and consistency in decision-
making. 
рΦм ˽͔͔ͦ͊͗ͭ͟ ͙͔͎͙͔ͤͭͭͭΣ 

;͔ͫͤͦͫͭ ͙ ͙͔ͦͤͫͭͤͭͤͦͫͭ͘͟ ͍ͦ 

͔͍͔͒ͦͤͫͯ͊ͥͭͦ ͙ͦ͒ͯ͟͡  

x x  x x x x x  x 

5.2 Say no to unreasonable 
requests 
рΦн ˻͔͔ͭ͊͗ͭ͟ ͎͙ ͙͔ͫͭ 
͔͙ͤͪ͊ͯͣͤ͘ ͋͊ͪ͊ͥ͊   

x x  x x x x x  x 

5.3 Act within the limits of 
your authority. 
рΦо ˨͔͍͍͔ͫͭͯ͊ͥ͞ ͍ͦ ͙͔ͪ͊ͣͭ͟ 

ͤ͊ ͍͙͔ͫͦͭ ͍͍ͦ͊ͫͭͯ͊ͥ͊͡  

x x  x x x x x  x 

5.4 Make and implement 
difficult and/or unpopular 
decisions, if necessary 
рΦп ˨͊ ͔ͫ ͍͙ͤ͊ͨͪ͊ ͙ 

͍͔͔ͫͨͪͦ͒ ͔ͭ;͊͟ ͙κ͙͙͡ 

͔ͤͨͦͨͯ͊ͪͤ͊͡ ͦ͒ͯ͊͟͡Σ 

͒ͦͦͯ͟͟͡ ͔ ͔ͨͦͭͪ͋ͤͦ  

x x  x x x x x  x 

5.5 Respond quickly to crises 
and problems with a 
proposed course of action 
рΦр ˣͪͦ͘ ͎͍ͦ͒ͦ͊ͪ͊ͥ͊ ͤ͊ 

͙͙ͪ͘͟ ͙ ͔͙ͨͪͦ͋ͣ͡  

x x  x x x x x  x 

5.6 Describe how to show 
integrity, fairness and 
consistency in decision-
making. 
рΦс ˻͙ͨ΄͔͔ͭ ͊ͦ͟͟ ͔ͫ 

͍ͨͦ͊͗ͯ͊͟ ͙͔͎͙͔ͤͭͪͭͭΣ 

;͔ͫͤͦͫͭ ͙ ͙͔ͦͤͫͭͤͭͤͦͫͭ͘͟ ͍ͦ 

͔͍͔͒ͦͤͫͯ͊ͥͭͦ ͤ͊ ͙ͦ͒ͯ͟͡  

 x  x   x    

5.7 Describe how to say no 
to unreasonable requests. 
рΦт ˻͙ͨ΄͔͔ͭ ͎ͦ ͤ͊;͙ͤͦͭ ͊ͦ͟͟ 
͔ͫͭ ͔ͦͭ͊͗͊͟͡ ͔͔ͤͦ͟ 
͔ͤͪ͊ͯͣͤͦ͘ ͔͋͊ͪ͊ͥ  

 x  x   x    



 

   

 

5.8 Describe how to act 
within the limits of your 
authority. 
рΦу ˻͙ͨ΄͔͔ͭ ͊ͦ͟͟ ͔ͫ ͔͍͒ͯ͊͡ 

͍ͦ ͙͔ͪ͊ͣͭ͟ ͤ͊ ͍͔ͫͦͭͦ 

͍͍͔ͦ͊ͫͭͯ͊ͥ͡  

 x  x   x    

5.9 Describe how to take and 
implement difficult and/or 
unpopular decisions, if 
necessary. 
рΦф ˻͙ͨ΄͔͔ͭ ͊ͦ͟͟ ͒͊ ͔ͫ 

͔͍͔͔ͨͪͣ͘ ͙ ͙͔͔͙ͣͨͣͤͭͪ͊͡ 

͔ͭ;͊͟  ͙κ͙͙͡ ͔ͤͨͦͨͯ͊ͪͤ͊͡ 

ͦ͒ͯ͊͟͡Σ ͒ͦͦͯ͟͟͡ ͔ ͔ͨͦͭͪ͋ͤͦ  

 x  x   x    

5.10 Describe how to 
respond quickly to crises and 
problems with a proposed 
course of action. 
рΦмл ˻͙ͨ΄͔͔ͭ ͊ͦ͟͟ ͔ͫ 

͎͍ͦ͒ͦ͊ͪ͊ ͋ͪͦ͘ ͤ͊ ͙͙ͪ͘͟ ͙ 

͔͙ͨͪͦ͋ͣ͡ ͙ͦ͟ ͔ͫ ͍͍ͨͦ͊ͯ͊͊ͭ͞  

 x  x   x    

5.11 Describe information 
management. 
рΦмм ˻͙ͨͫ ͤ͊ ͤ͊;͙ͤͦͭ ͤ͊ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͤ͊ 

͙ͤͺͦͪͣ͊ͼ͙͙͔ͭ  

 x  x   x    

5.12 Describe contingency-
planning. 
рΦмн ˻͙ͨ΄͔͔ͭ 

͔͔͍͙͙͍͙ͤͨͪ͒͒͡ ͙ͨ͊ͤͪ͊ͥ͊͡  

 x  x   x    

5.13 Describe problem-
solving techniques.  
рΦмо ˻͙ͨ΄͔͔ͭ ͎͙ ͔ͭͻ͙͙͔ͤͭ͟ 

͊͘ ͔ͪ΄͍͔͊͊ͥ ͤ͊ ͔͙ͨͪͦ͋ͣ͡  

 x  x   x    
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1. Prepare tenders 
and evaluate 
tender bids in 
compliance with 
legislative and 
organisational 
requirements 

1.˽ ͎͍ͦ͒ͦͭͦ͊͟ ͤ͊ 

͔͔͙ͭͤ͒ͪ  ͙  

ͨͪͦͼ͔ͤ͊͟ ͤ͊ 

͙͔ͨͦͤͯ͒ͭ ͊͘ 

͔͔ͭͤ͒ͪ ͍ͦ 

͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ 

͙͔͊ͦͤͫͭ͘͟͟ ͙ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͙ͫ͟ 

͋͊ͪ͊ͥ͊  

1.1 select a tendering process 
appropriate to the size and level of risk 
of the contract in accordance with 
organisational values, policy and legal 
requirements 

мΦм ˮ͔͔͔͋ͪͭ͘ ͔͔ͭͤ͒ͪͫ͊͟ ͨͦͫͭ͊ͨ͊͟ 

͍͔ͫͦͦ͒ͭͤ͊ ͤ͊ ͎͔͙ͦͣͤ͊ͭ͊͡ ͙ ͔͔ͫͭͨͤͦͭ 

ͤ͊ ͙͙ͪ͘͟Σ ͍ͦ ͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͙ͫ͟ ͍͔͙ͪ͒ͤͦͫͭΣ ͙͙͙ͨͦͭ͟͡ ͙ 

͙͊ͦͤͫ͘͟͟ ͋͊ͪ͊ͥ͊  

x   x x x x x  x 

1.2 prepare invitations to tender and 
circulate to potential contractors or 
suppliers 

мΦн ͎͍ͨͦ͒ͦͭͦ͊͟ ͤ͊ ͙ͨͦ͊ͤ͟ ͊͘ ͯ;͔͍ͫͭͦ 

ͤ͊ ͔͔ͭͤ͒ͪ ͙ ͍͍͔͒ͦͫͭ͊ͯ͊ͥ ͒ͦ 

͔ͨͦͭͤͼ͙͙͔͊ͤͭ͞͡ ͙͍͔͍͒ͯ͊͘;͙ ͙͙͡ 

͍͍͒ͦ͋͊ͯ͊;͙  

x   x x x x x  x 

1.3 establish relevant criteria for the 
selection of potential contractors in 
accordance with the values, policy and 
legal requirements of your organization 

мΦо ͍͍͍͔ͦͫͨͦͫͭ͊ͯ͊ͥ ͤ͊ ͍͔͙ͫͦͦ͒ͭͤ 

͙͔͙͙ͪͭͪͯͣ͟ ͊͘ ͙͋ͦͪ͘ ͤ͊ ͔ͨͦͭͤͼ͙͙͊ͤ͞͡ 

͙͍͔͍͒ͯ͊͘;͙Σ ͍ͦ ͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ 

͍͔͙͔ͪ͒ͤͦͫͭͭΣ ͙͙ͨͦͭ͊ͭ͊͟͡ ͙ 

͙͔͊ͦͤͫͭ͘͟͟ ͋͊ͪ͊ͥ͊ ͤ͊ ͍͊΄͊ͭ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊͞  

x   x x x x x  x 

1.4 evaluate potential contractors 
who may be capable of meeting the 
criteria against the selection criteria to 
establish a shortlist 

мΦп ͨͪͦͼ͔ͤ͊͟ ͤ͊ ͔ͨͦͭͤͼ͙͙͔͊ͤͭ͞͡ 

͙͍͔͍͒ͯ͊͘;͙ ͙ͦ͟ ͔͙ͣͦ͗͋ ͔͠ ͎͙ 

͙ͫͨͦͤ͊ͭ͡ ͙͔͙͙͔ͪͭͪͯͣͭ͟Σ ͍ͦ ͙͍ͫͨͪͦͭͤͦ 

ͫͦ ͙͔͙͙͔ͪͭͪͯͣͭ͟ ͊͘ ͔͔ͫ͟͡ͼ͙͊͞ ͊͘ 

͍͍͔ͯͭͪ͒ͯ͊ͥ ͤ͊ ͙ͫͭ͊͡ 

x   x x x x x  x 

1.5 accurately identify when you 
must go out to tender for services  

мΦр ͭͦ;ͤͦ ͒͊ ͔ͫ ͔͙ͦ͒ͪ͒ ͎ͦ͊͟ ͣͦͪ͊ ͒͊ 

͔ͫ ͙ͦ͒ ͤ͊ ͔͔ͭͤ͒ͪ ͊͘ ͎͙ͯͫͦ͡  

x   x x x x x  x 



 

   

 

1.6 develop tender documentation 
for the services you are responsible for 
commissioning, in line with work 
setting and legal requirements  

мΦс ͍ͪ͊ͦ͘͞ ͤ͊ ͔͒ͦͯͣͤͭ͊͟ͼ͙͊͞ ͊͘ ͔͔ͭͤ͒ͪ 

ͤ͊ ͎͙ͯͫͯ͡ ͙ͦ͟ ͔ͫ ͎͍͙ͦ͒ͦͦͪͤ ͊͘ 

ͨͯ΄͔ͭ͊ͥ ͍ͦ ͪ͊͋ͦͭ͊Σ ͍ͦ ͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ 

ͪ͊͋ͦͭͤͦͭͦ ͍͔ͦͨͪͯ͗ͯ͊ͥ͟ ͙ ͙͔͊ͦͤͫͭ͘͟͟ 

͋͊ͪ͊ͥ͊  

x   x x x x x  x 

1.7 ensure the tender 
documentation contains a detailed 
specification and all the information 
providers require to produce an 
accurately costed tender  

мΦт ͒͊ ͔ͫ ͙͎͙ͦͫͯͪ ͔͒͊͟ ͔͔ͭͤ͒ͪͫ͊ͭ͊͟ 

͔͒ͦͯͣͤͭ͊͟ͼ͙͊͞ ͙ͫͦ͒ͪ͗ ͔͒ͭ͊ͤ͊͡ 

͔ͫͨͼ͙ͺ͙͊͟ͼ͙͊͞ ͙ ͙͔ͫͭ ͙ͤͺͦͪͣ͊ͼ͙͙ 

͔͙ͨͦͭͪ͋ͤ ͊͘ ͒͊ ͔ͫ ͙͔͒ͦ͋ ͔͔ͭͤ͒ͪͦͭ  

x   x x x x x  x 

1.8 ensure the tender 
documentation specifies the 
procedures and timing for submission 
of tenders  

мΦу ͒͊ ͔ͫ ͙͎͙ͦͫͯͪ ͔͒͊͟ ͔͔ͭͤ͒ͪͫ͊ͭ͊͟ 

͔͒ͦͯͣͤͭ͊͟ͼ͙͊͞ ͎͙ ͔͍ͦ͒ͪ͒ͯ͊ 

͙͔ͨͦͫͭ͊ͨͭ͟ ͙ ͍͔͔ͪͣͭͦ ͊͘ 

͔͍͔ͨͦ͒ͤͫͯ͊ͥ ͤ͊ ͋͊ͪ͊ͥ͊ͭ͊  

x   x x x x x  x 

1.9 ensure the tender 
documentation specifies clear 
evaluation criteria that are capable of 
helping you select the tender which 
offers best overall value  

мΦф ͒͊ ͔ͫ ͙͎͙ͦͫͯͪ ͔͒͊͟ ͔͔ͭͤ͒ͪͫ͊ͭ͊͟ 

͔͒ͦͯͣͤͭ͊͟ͼ͙͊͞ ͔͍ͦ͒ͪ͒ͯ͊ ͙͊ͫͤ͞ 

͙͔͙͙ͪͭͪͯͣ͟ ͊͘ ͦͼ͔͍͔ͤͯ͊ͥ ͙ͦ͟ ͔ͣͦ͗ 

͒͊ ͎ͨͦͣͦͤ͊ͭ ͊͘ ͙͋ͦͪ͘ ͤ͊ ͔͔ͭͤ͒ͪ ͦ͟͞ 

͙ͤͯ͒ ͤ͊͒ͦ͋ͪ͊͞ ͍ͯͨͤ͊͟ ͍͔ͪ͒ͤͦͫͭ  

x   x x x x x  x 

1.10 invite tenders from a range of 
suitable providers  

мΦмл ͨͦ͊ͤ͊͟ ͊͘ ͔͔͙ͭͤ͒ͪ ͒ͦ ͎͔ͦͣ͡ ͋ͪͦ͞ 

ͤ͊ ͍͔͙ͫͦͦ͒ͭͤ ͍͔͙ͨͪͦ͊͒ͪ͞  

x   x x x x x  x 



 

   

 

1.11 ensure any additional 
information requested is made 
available equally to all tenderers  

мΦмм ͙͎͔͔ͦͫͯͪͭ ͔ͫ ͔͒͊͟ ͙͔ͫͭ 

͙͔͙͒ͦͨͦͤͭͤ͡͡ ͙ͤͺͦͪͣ͊ͼ͙͙ ͙ͦ͟ ͔ͫ 

͋͊ͪ͊͊ͭ ͔ͫ ͙͒ͦͫͭ͊ͨͤ ͫͦ ͙͔ͫͭ 

͍ͨͦͤͯ͒ͯ͊;͙  

x   x x x x x  x 

1.12 accept only those tenders which 
have been made in accordance with 
the procedures and timing for 
submission of tenders  

мΦмн ͙ͨͪͺ͔͊͊ͥ͠ ͫ͊ͣͦ ͤ͊ ͙͔ͭ ͔͔͙ͭͤ͒ͪ 

͙ͦ͟ ͔ͫ ͍ͦ ͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ ͙͔ͨͦͫͭ͊ͨͭ͟ ͙ 

͍͔͔ͪͣͭͦ ͊͘ ͔͍͔ͨͦ͒ͤͫͯ͊ͥ ͤ͊ 

͔͔͙͔ͭͤ͒ͪͭ  

x   x x x x x  x 

1.13 ensure tenders are evaluated 
fairly against the specified evaluation 
criteria by people who are competent 
to do so  

мΦмо ͒͊ ͔ͫ ͙͎͙ͦͫͯͪ ͔͒͊͟ ͔͔͙͔ͭͤ͒ͪͭ ͔ͫ 

͍͒ͦͦͤͦ͡ ͦͼ͔͔͙ͤͭ ͍ͦ ͙͍ͫͨͪͦͭͤͦͫͭ ͤ͊ 

͍͔͔͙͔ͤ͊͒ͤͭ ͙͔͙͙ͪͭͪͯͣ͟ ͊͘ ͨͪͦͼ͔ͤ͊͟ 

ͦ͒ ͯ͡͏͔ ͙ͦ͟ ͔ͫ ͔͔͙ͦͣͨͭͤͭͤ͟ ͒͊ ͎ͦ 

ͫͭͦͪ ͊ͭ ͭͦ͊  

x   x x x x x  x 

1.14 provide tenderers with 
opportunities to clarify any details 
which may be necessary to evaluate 
tenders fairly 

мΦмп ͒͊ ͔ͫ ͔͔ͦ͋͋͒͊ͭ͘ ͍ͨͦͤͯ͒ͯ͊;͙ ͫͦ 

͙ͣͦ͗ͤͦͫͭ ͒͊ ͔ͫ ͪ͊͊ͫͤ͊ͭ͘͞ ͙͔ͫͭ  

͔͙͒ͭ͊͡ ͙ͦ͟ ͔ͣͦ͗ ͒͊ ͙͋͒͊ͭ ͔ͤͦͨͻ͙ͦ͒ͤ 

͊͘ ͨͪͦͼ͔ͤ͊͟ ͤ͊ ͔͔͙͔ͭͤ͒ͪͭ  

x   x x x x x  x 

1.15 ensure data protection is 
ƳŀƛƴǘŀƛƴŜŘ ŦƻǊ ŎƻƴǘǊŀŎǘƻǊǎΩ ƻǊ 
ǎǳǇǇƭƛŜǊǎΩ ƛƴŦƻǊƳŀǘƛƻƴ 

мΦмр ͒͊ ͔ͫ ͙͎͙ͦͫͯͪ ͔͒͊͟ ͊͘΄͙ͭͭ͊ͭ͊ ͤ͊ 

ͨͦ͒͊ͭͦͼ͙ ͔ͫ ͍ͦ͒ͪ͗ͯ͊ ͊͘  

͙͍͔͍͒ͯ͊͘;͙͔ͭ ͙͙͡ ͍͍͙͔͒ͦ͋͊ͯ͊ͭ͡ ͤ͊ 

͙ͤͺͦͪͣ͊ͼ͙͙  

x   x x x x x  x 



 

   

 

1.16 ensure there is a methodology 
applied to evaluate bids against 
selection criteria 

мΦмс ͒͊ ͔ͫ ͙͎͙ͦͫͯͪ ͔͒͊͟ ͙ͣ͊ 

͔͙͎͙ͣͭͦ͒ͦ͊͡͞ ͦ͊͟͞ ͔ͫ ͙͙ͦͪͫͭ͟ ͊͘ 

ͨͪͦͼ͔ͤ͊͟ ͤ͊ ͙͔ͨͦͤͯ͒ͭ ͍ͦ ͦ͒ͤͦͫ ͤ͊ 

͙͔͙͙͔ͪͭͪͯͣͭ͟ ͊͘ ͔͔ͫ͟͡ͼ͙͊͞ 

x   x x x x x  x 

1.17 consult, and confirm, with senior 
colleagues to ensure the chosen bid 
meets the specification 

мΦмт ͙͔ͦͤͫͯͭͪ͊ͥ͟͡ ͙ ͙ͨͪͺ͔͊͊ͥ͠Σ ͫͦ 

͔͍͔͙͔ͨͪͭͨͦͫͭ͊ͤͭ ͔͎͙ͦ͟͡ ͊͘ ͒͊ ͔ͫ 

͙͎͙ͦͫͯͪ ͒ ͔͊͟ ͙͋ͪ͊ͤ͊ͭ͊͘ ͨͦͤͯ͒͊ ͊͞ 

͍͍͊͒ͦͦͯ͊͘͡ ͔ͫͨͼ͙ͺ͙͊͟ͼ͙͊ͭ͊͞ 

x   x x x x x  x 

1.18 prepare a report detailing the 
tender offers and provide advice and 
reasons for choosing the selected 
contractor or supplier 

мΦму ͎͍ͨͦ͒ͦͭͦ͊͟ ͤ͊ ͙͍͔͘΄ͭ͊͞ ͊͘ 

͔͙͔͒ͭ͊ͭ͡ ͤ͊ ͙͔ͨͦͤͯ͒ͭ ͙ ͒͊ ͔ͫ 

͔͔ͦͨͪ͒͊ͭ͡ ͙ͨͪ;͙͙͔ͤͭ ͙ͨͦͪ͊͒ ͙ͦ͟ ͔ 

͙͋ͪ͊ͤ͘ ͙͍͔͍͒ͯ͊͘;ͦͭ ͙͙͡ ͍͍͒ͦ͋͊ͯ͊;ͦͭ  

x   x x x x x  x 

1.19 describe the legislative and 
organisational requirements for 
tender processes  
1.19 ǴǵǮǷ ǳǦ ǭǦǰǴǳǴǪǦǨǷǸǨǴǸǴ Ǯ 
ǧǦǶǦȏǦǸǦ ǳǦ ǴǶǩǦǳǮǭǦǼǮȍǦǸǦ ǭǦ 
ǸǫǳǪǫǶ ǵǶǴǼǫǷǴǸ  

 x  x   x    

1.20 describe how to draw up 
documentation to invite tenders 

мΦнл ͙ͦͨͫ ͊ͦ͟͟ ͔ͫ ͎͍͍ͨͦ͒ͦͭͯ͊ 

͔͒ͦͯͣͤͭ͊͟ͼ͙͊͞ ͊͘ ͨͦ͊ͤ͊͟ ͊͘ ͔͔ͭͤ͒ͪ  

 x  x   x    

1.21 describe the people in the 
contracting organization with the 
correct level of authority to authorise 
the contract and the organisational 
procedures for the authorisation of 
contracts 

1.21  

 x  x   x    

1.22 describe the principles and 
importance of handling information 
confidentiality 

мΦнн ͙ͦͨͫ ͤ͊ ͙ͨͪͤͼ͙͙͔ͨͭ ͙ ͍͊͗ͤͦͫͭ͊ 

ͤ͊ ͍͔͙͍͒ͦͪͦ͡ ͙͔͔ͦͪͫͭͥ͟ ͤ͊ 

͙ͤͺͦͪͣ͊ͼ͙͙͔ͭ  

 x  x   x    



 

   

 

1.23 describe ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ 
objectives and priorities for the 
provision of services 

мΦно ͙ͦͨͫ ͤ͊ ͼ͔͙͔ͭ͡ ͙ ͙͙͔͙͔ͨͪͦͪͭͭͭ  

ͤ͊ ͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ ͊͘ ͔͔͍͔ͦ͋͋͒ͯ͊ͥ͘ 

ͤ͊ ͎͙ͯͫͯ͡  

 x  x   x    

1.24 describe the current operating 
costs within the organisation for the 
services requested 

мΦнп ͙ͦͨͫ ͤ͊ ͔͍͙͔ͭͦͤͭ͟ ͭͪͦ΄ͦͼ͙ ͍ͦ 

͙͔ͪ͊ͣͭ͟ ͤ͊ ͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ ͊͘ 

͙͔͋͊ͪ͊ͤͭ ͎͙ͯͫͯ͡  

 x  x   x    

1.25 describe the records required by 
legislation and by organisational 
procedures in relation to the services 
provided 

мΦнр ͙ͦͨͫ ͤ͊ ͔͍͙͔͒ͤͼ͙͊ͭ͊͞ ͨͦ͋͊ͪ͊ͤ͊ 

ͦ͒ ͍͍͊ͦͤͦ͒͊ͫͭͦͭͦ͘͟ ͙ ͨͪͦͼ͔͙͔͒ͯͪͭ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ ͍ͦ ͍ͪͫ͊͟ ͫͦ ͎͙͔ͯͫͯͭ͡ 

͙ͦ͟ ͎͙ ͙ͤͯ͒  

 x  x   x    

1.26 describe how to complete all 
relevant paperwork 

мΦнс ͙ͦͨͫ ͊ͦ͒͊͟͟ ͔ͫ ͔͙ͦͣͨͭͪ͊͟͡  

͔ͨͦͭͪ͋ͤ͊ͭ͊ ͔͒ͦͯͣͤͭ͊͟ͼ͙͊͞ 

 x  x   x    

1.27 describe the technical skills 
needed for the services requested 

мΦнт ͙ͦͨͫ ͤ͊ ͔ͭͻ͙ͤ;͙͔ͭ͟ ͍͔΄͙͙ͭͤ 

͔͙ͨͦͭͪ͋ͤ ͊͘ ͋͊ͪ͊ͥ͊ͭ͊  

 x  x   x    

1.28 describe the specific legislative 
requirements and guidance applicable 
to services requested 

мΦну ͙ͦͨͫ ͤ͊ ͔ͫͨͼ͙ͺ͙;͙͔ͤͭ ͋͊ͪ͊ͥ͊ ͤ͊ 

͍͍͊ͦͤͦ͒͊ͫͭͦͭͦ͘͟ ͙ ͍ͯͨ͊ͭͫͭ͊ ͙ͦ͟ ͔ͫ 

͔͍ͦ͒ͤͫͯ͊͊ͭ ͤ͊ ͙͔͋͊ͪ͊ͤͭ ͎͙ͯͫͯ͡  

 x  x   x    

1.29 describe the records required by 
legislation and by company procedures 
in relation to the activities carried out 
to provide the service 

мΦнф ͙ͦͨͫ ͤ͊ ͔͍͙͔͒ͤͼ͙͙͔ͭ ͔͙ͨͦͭͪ͋ͤ 

ͦ͒ ͍͍͊ͦͤͦ͒͊ͭͫͦͭͦ͘͟ ͙ ͨͪͦͼ͔͙͔͒ͯͪͭ ͤ͊ 

͙ͦͣͨ͊ͤ͊ͭ͊͟͞  

 x  x   x    



 

   

 

1.30 describe how to communicate 
operational instructions orally and in 
writing 

мΦол ͙ͦͨͫ ͊ͦ͟͟ ͒͊ ͔ͫ ͙ͦͣͯͤ͟ͼ͙ͪ͊ ͍ͦ 

ͯͫͤ͊ ͙͙͡ ͙͔ͨͫͣͤ͊ ͺͦͪͣ͊ ͊͘ 

͔͙͍͙͔ͦͨͪ͊ͭͤͭ ͙ͤͫͭͪͯ͟ͼ͙͙  

 x  x   x    

1.31 describe the importance of 
ŜƴǎǳǊƛƴƎ ǇŜƻǇƭŜΩǎ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ 
information and advice given and of 
operational instructions and how to do 
this 

1.31  

 x  x   x    

1.32 describe why it is important to 
follow supplier selection processes  

мΦон ͒͊ ͔ͫ ͙ͦͨ΄͔ ͦ͘΄ͭͦ ͔ ͍͊͗ͤͦ ͒͊ ͔ͫ 

͔͙ͫ͒͡ ͨͪͦͼ͔ͫͦͭ ͤ͊ ͙͋ͦͪ͘ ͤ͊ 

͍ͫͤ͊͋͒ͯ͊;ͦͭ  

 x  x   x    

1.33 describe how to analyse sources 
of information on potential contractors 

мΦоо ͙ͦͨͫ ͊ͦ͟͟ ͒͊ ͔ͫ ͙͙͊ͤ͊ͪ͊͊ͭ͘͡ 

͙͍͙͔ͦͪͭ͘ ͤ͊ ͙ͤͺͦͪͣ͊ͼ͙͙ ͊͘ 

͔ͨͦͭͤͼ͙͙͊ͤ͞͡ ͍ͫͤ͊͋͒ͯ͊;͙   

 x  x   x    

1.34 describe the methodology 
applied to evaluate bids against 
selection criteria 

мΦоп ͙ͦͨͫ ͤ͊ ͔͎͙ͣͭͦ͒ͦͦ͊ͭ͊͡͞ ͊͘ 

ͨͪͦͼ͔ͤ͊͟ ͤ͊ ͙͔ͨͦͤͯ͒ͭ ͍ͦ ͦ͒ͤͦͫ ͤ͊ 

͙͔͙͙͔ͪͭͪͯͣͭ͟ ͊͘ ͙͋ͦͪ͘  

 x  x   x    

1.35 describe how to assess the types 
of criteria that could be used for 
selecting contractors 

мΦор ͙ͦͨ ͊ͦ͟͟ ͒͊ ͔ͫ ͔͒ͦ͒͞ ͒ͦ ͙ͨͪͫͭ͊ͨ 

͒ͦ ͍͙͍͙͔͒ͦͭ ͤ͊ ͙͔͙͙ͪͭͪͯͣ͟ ͙ͦ͟ ͔ͣͦ͗ 

͒͊ ͔ͫ ͙͙ͫͦͪͫͭ͊ͭ͟ ͙ͨͪ ͙͋ͦͪ͘ ͤ͊ 

͍͍͒ͦ͋͊ͯ͊;͙  

 x  x   x    

1.36 describe how to assess 
contracting risks 

мΦос ͙ͦͨͫ ͊ͦ͟͟ ͒͊ ͔ͫ ͨͪͦͼ͔͙ͤ ͙͙ͪ͘͟  

 x  x   x    



 

   

 

1.37 describe the importance of 
ensuring additional information is 
made available equally to all tenderers, 
and how to do so  

мΦот ͙ͦͨͫ ͤ͊ ͤ͊͘;͔͔ͥͭͦ ͦ͒ 

͔͔͍͔ͦ͋͋͒ͯ͊ͥ͘ ͤ͊ ͙͔͙͒ͦͨͦͤͭͤ͡͡ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͙͔ͦ͟ ͔ͫ ͔͔͍ͨͦ͒ͤ͊ͦ͟ 

͙͒ͦͫͭ͊ͨͤ ͒ͦ ͙͔ͫͭ ͍͍͒ͦ͋͊ͯ͊;͙Σ  

 x  x   x    

1.38 describe the importance of 
developing clear criteria for evaluation, 
and how to do so  

мΦоу ͙ͦͨͫ ͤ͊ ͤ͊͘;͔͔ͥͭͦ ͤ͊ ͍ͪ͊ͦ͊͘͞ ͤ͊ 

͙͊ͫͤ͞ ͙͔͙͙ͪͭͪͯͣ͟ ͊͘ ͦͼ͔͍͔ͤͯ͊ͥ  

 x  x   x    

1.39 describe how to evaluate fairly 
against specified criteria  

мΦоф ͙ͦͨͫ ͊ͦ͟͟ ͔ͫ ͍ͪ΄͙ ͦͼ͔͍͔ͤͯ͊ͥ 

͙͍ͨͪͦͭ ͔͔͙ͦ͒ͪ͒ͤ ͙͔͙͙ͪͭͪͯͣ͟  

 x  x   x    

1.40 describe what service 
specifications, tender documents and 
contracts should contain 

1.40  ͦ ͙ͨͫ ΄ͭͦ ͔ͫͨͼ͙ͺ͙͊͟ͼ͙͊ͭ͊͞ ͊͘ 

͎͙ͯͫͯ͡Σ ͔͒ͦͯͣͤͭ͊͟ͼ͙͊ͭ͊͞ ͊͘ ͔͔ͭͤ͒ͪ 

͔ͭͪ͋͊ ͒͊ ͙ͫͦ͒ͪ͗  

 x  x   x    

1.41 describe procurement 
procedures 
1.41 ǴǵǮǷ ǳǦ ǵǴǷǸǦǵǰǮǸǫ ǭǦ ȍǦǨǳǦ 
ǳǦǧǦǨǰǦ  

 x  x   x    

2. Select and 
Implement 
Contracted 
Services 

2.ˮ ͙͔͋ͪ͊ͥ͘ ͙ 

͍͔͍͔ͫͨͪͦ͒ͯ͊ͥ ͤ͊ 

͎͍͔͙͔͒ͦͦͦͪͤͭ 

͎͙ͯͫͯ͡  

2.1 confirm, with your team and the 
contractor, the methods agreed for 
assessing contract performance 

нΦм ͍͍͔ͨͦͭͪ͒ͯ͊ͥΣ ͫͦ ͍͊΄͙ͦͭ ͙ͭͣ  ͙ ͫͦ 

͙͍͔͍͒ͯ͊͘;ͦͭ Σ ͊͘ ͔͙͔ͣͭͦ͒ͭ ͙ͦ͟ ͔ͫ ͍ͦ 

͎ͫͦ͊ͫͤͦͫͭ͡ ͊͘ ͦͼ͔͍͔ͤͯ͊ͥ ͤ͊ 

͎͍͔͒ͦͦͦͪͤ͊ͭ͊ ͙͍͔͒͋͊͘  

x   x x x x x  x 

2.2 inform your team and the 
contractor of the results of monitoring 
contract performance 

нΦн ͙ͤͺ͙͔ͦͪͣͪ͊ͥ ͤ͊ ͍͊΄͙ͦͭ ͙ͭͣ ͙ ͙ 

ͤ͊ ͙͍͔͍͒ͯ͊͘;ͦͭ ͊͘ ͔͙͔ͪͯͭ͊ͭͭ͘͡ 

x   x x x x x  x 



 

   

 

2.3 make arrangements for payment 
based on the assessment of 
performance against the contract 

нΦо ͒͊ ͔ͫ ͍ͤ͊ͨͪ͊͊ͭ ͙͊ͪ͊ͤ͗ͣ͊ͤ ͊͘ 

͔ͨ͊͊ͥ͡͠ ͍ͪ͘ ͍ͦͫͤͦ͊ ͤ͊ ͨͪͦͼ͔ͤ͊ͭ͊͟ ͤ͊ 

͙͍͔͒͋͊ͭ͊͘  

x   x x x x x  x 

2.4 maintain records showing 
reasons for variations if payment 
differs from the contract terms 

нΦп ͍͔ͦ͒ͪ͗ͯ͊ͥ ͤ͊ ͙͍͔͘΄͙ͭ͊ ͙ͦ͟  ͎͙ 

͍ͨͦ͊͗ͯ͊͊ͭ͟ ͙ͨͪ;͙͙͔ͤͭ ͊͘ ͙͙ͪ͊͘͟͡Σ 

͒ͦͦͯ͟͟͡ ͔ͨ͊͊ͥͭͦ͡͠ ͔ͤ ͔ͫ ͎͍ͫͦ͊ͫͯ͊͡ ͫͦ 

͎͍͔͒ͦͦͦͪͤͦͭͦ 

x   x x x x x  x 

2.5 develop and agree on a contract 
management plan with the relevant 
people 

нΦр ͍ͪ͊ͦ͘͞ ͙ ͎͍͒ͦͦͦͪ ͊͘ ͨ͊ͤͦͭ͡ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ ͍͔͙ͫͦͦ͒ͭͤ ͯ͡͏͔  

x   x x x x x  x 

2.6 offer contracts for the 
provision of services to those 
providers whose tenders best meet 
the specified criteria  
2.6  ǵǴǳǹǪǦ ǭǦ ǭǦǪǴǨǴǱǹǨǦȏǫ ǳǦ 
ǹǷǱǹǩǮ ǭǦ ǴǳǮǫ ǷǳǦǧǪǹǨǦǽǮ ǽǮǮ 
ǸǫǳǪǫǶǮ ǳǦȍǪǴǧǶǴ ǩǮ ǭǦǪǴǨǴǱǹǨǦǦǸ 
ǰǶǮǸǫǶǮǹǲǮǸǫ  

x   x x x x x  x 

2.7 ensure the contracts you offer 
clearly state the aims and objectives of 
services and the level of service 
required  

нΦт ͒͊ ͔ͫ ͔͔͙ͦ͋͋͒͘ ͎͍͍͙͒ͦͦͦͪ ͙ͦ͟ 

͊ͫͤͦ͞ ͔͠ ͍͙ ͎͙ ͍͔ͤ͊͒͊ͭ ͼ͔͙͔ͭ͡ ͙ 

͊͒͊͘;͙͔ͭ ͤ͊ ͎͙͔ͯͫͯͭ͡ 

x   x x x x x  x 

2.8 ensure the contracts you offer 
clearly state how the objectives and the 
level of services will be monitored and 
evaluated  

нΦу ͒͊ ͔ͫ ͔͔ͦ͋͋͒͊ͭ͘ ͎͍͙͒ͦͦͦͪ ͙ͦ͟ 

͊ͫͤͦ͞ ͔͠ ͍͔ͤ͊͒͊ͭ ͊ͦ͟͟ ͼ͔͙͔ͭ͡ ͙ 

͙͍ͤͦͭͦ ͤ͊ ͔͙͔ͨͦͤͯ͒ͤͭ ͎͙ͯͫͯ͡ ͔͠ ͙͋͒͊ͭ 

͍͍͙ͯͨͪ͊ͯ͊ͤ ͙ ͨͪͦͼ͔͔͙ͤͭ  

x   x x x x x  x 



 

   

 

2.9 ensure the contracts you offer 
clearly state the roles and obligations 
of each party  

нΦф ͒͊ ͔ͫ ͔͔ͦ͋͋͒͊ͭ͘ ͎͍͙͒ͦͦͦͪ ͙ͦ͟ 

͊ͫͤͦ͞ ͔͠ ͊͞ ͍͔ͤ͊͒͊ͭ ͎ͯͦ͊ͭ͊͡ ͙ 

͍ͦ͋ͪͫ͊ͭ͊͟ ͤ͊ ͔ͫͦ͟͞ ͔͒͡  

x   x x x x x  x 

2.10 ensure the contracts you offer 
clearly state the action to be taken if 
the provider fails to deliver services to 
specifications  

нΦмл ͒͊ ͔ͫ ͔͔ͦ͋͋͒͊ͭ͘ ͎͍͙͒ͦͦͦͪ ͍ͦ ͙ͦ͟ 

͊ͫͤͦ͞ ͔͠ ͙͋͒͊ͭ ͍͔͔͙ͤ͊͒ͤ ͙͍͙͔͊ͭͤͦͫͭͭ͟ 

͙ͦ͟ ͔͠ ͙͋͒͊ͭ ͔͍͔͔͙ͨͪͣͤ͘ ͒ͦͦͯ͟͟͡ 

͎͍͔͒ͦͦͦͪͤͦͭͦ ͔ͤ ͙͔͋͒ ͙͍ͪ͘΄͔ͤͦ  

x   x x x x x  x 

2.11 ensure the contracts you offer 
meet work setting and legal 
requirements  

нΦмм ͒͊ ͔ͫ ͔͔͙ͦ͋͋͒͘ ͎͍͒ͦͦͦͪ  ͦ͟͞ 

͍ͨͦͤͯ͒ͯ͊ ͔ͪ͊͋ͦͭͤ ͙͔͊ͣ͋ͤͭ ͙ 

͙͊ͦͤͫ͘͟͟ ͋͊ͪ͊ͥ͊  

x   x x x x x  x 

2.12 inform unsuccessful tenderers 
promptly of the outcome of the 
tendering process 

нΦмн ͋ͪͦ͘ ͙ͤͺ͙͔ͦͪͣͪ͊ͥ ͤ͊ 

͔͔ͤͯͫͨ΄͙͔ͤͭ ͔͔͙ͭͤ͒ͪ ͊͘ ͔ͪͯͭ͊ͭͦͭ͡ 

͙͔͒ͦ͋ͤ ͍ͦ ͨͪͦͼ͔ͫͦͭ  

x   x x x x x  x 

2.13 identify and select the 
appropriate contract or agreement for 
the procurement of goods, services or 
works  

нΦмо ͒͊ ͔ͫ ͙͔͙͒ͤͭͺ͙͍ͯ͊͟ ͙ ͙͔͔͋ͪ͘ 

͍͔͙ͫͦͦ͒ͭͤͦͭ ͎͍͒ͦͦͦͪ ͙͙͡ ͎ͫͨͦͦ͒͋͊  

͊͘ ͍͔ͫͤ͊͋͒ͯ͊ͥ ͤ͊ ͙͍͙ͨͪͦͦ͒͘Σ ͎͙ͯͯ͡ 

͙͙͡ ͙ͪ͊͋ͦͭ  

x   x x x x x  x 

2.14 agree the contract/agreement 
specification with internal stakeholders  

нΦмп ͒͊ ͔ͫ ͍͙ͨͦͭͪ͒ 

͎͍͒ͦͦͦͪͦͭκ͎ͫͨͦͦ͒͋͊ ͊͘ 

͔ͫͨͼ͙ͺ͙͊͟ͼ͙͊͞ ͤ͊ ͍͔ͤ͊ͭͪ΄͙͔ͤͭ 

;͙͙͔͙ͤͭ͡  

x   x x x x x  x 



 

   

 

2.15 identify and select appropriate 
terms and conditions including 
commercial clauses, for the supply of 
goods, services or works  

нΦмр ͙͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ ͙ ͙͙͔͋ͪ͊ͥ͘ ͤ͊ 

͍͔͙ͫͦͦ͒ͭͤ ͔͙ͤ͊͒͗ͤͦͫͭ͡ ͙ ͍͙ͯͫͦ͡ 

͍ͯ͟;͍͙ͯ͊͞͠ ͙ ͔ͦͣͪ͟ͼ͙͙͊ͤ͞͡ ͙͊ͯ͘͟͡ ͊͘ 

ͤ͊΄͍͊͊͟ ͤ͊ ͙͍͙ͨͪͦͦ͒͘Σ ͎͙ͯͫͯ͡ ͙͙͡ 

͙ͪ͊͋ͦͭ   

x   x x x x x  x 

2.16 agree the draft contract with 
internal stakeholders, following 
organisational procedures  

нΦмс  ͍͍͔ͨͦͭͪ͒ͯ͊ͥ ͤ͊ ͔͎ͨͪ͒ͦ͡ 

͎͍͒ͦͦͦͪͦͭ ͫͦ ͍͔ͤ͊ͭͪ΄͙͔ͤͭ ;͙͙͔͙ͤͭ͡Σ 

͔͔͙ͫ͒͡͞͠ ͎͙ ͨͪͦͼ͔͙͔͒ͯͪͭ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  

x   x x x x x  x 

2.17 negotiate and agree with the 
chosen supplier(s), the final terms and 
conditions of the contract  

нΦмт ͔͎͍͔ͨͪͦ͊ͪ͊ͥ ͙ ͎͍͔͒ͦͦ͊ͪ͊ͥ ͫͦ 

͙͙͋ͪ͊ͤ͘ͼ͙͔ͭ ͊͘ ͔ͦͤ͟;͙͔ͤͭ ͍͙ͪͦͦ͟ ͙ 

͍͙ͯͫͦ͡ ͤ͊ ͎͍͒ͦͦͦͪͦͭ  

x   x x x x x  x 

2.18 award the contract to the 
approved supplier 

нΦму ͔͍͔͒ͦ͒ͯ͊ͥ͡ ͤ͊ ͎͍͙͒ͦͦͦͪ ͤ͊ 

͙͋ͪ͊ͤ͘ͼ͙͔ͭ  

x   x x x x x  x 

2.19 describe how to analyse the risks 
involved in commissioning, 
procurement and contracting for your 
area of responsibility  

нΦмф ͒͊ ͔ͫ ͔͒͊͒ ͙ͦͨͫ ͤ͊ ͙͊ͤ͊͊ͭ͊͘͡ ͤ͊ 

͙͙ͪ͘ͼ͙ ͍ͦ ͍ͪͫ͊͟ ͫͦ ͨͯ΄͔ͭ͊ͥͭͦ ͍ͦ 

ͪ͊͋ͦͭ͊Σ ͔͍͍͔͒ͫͭͯ͊ͥ͞ ͙ ͫͯ͟;͍͔ͯ͊ͥ ͤ͊ 

͎͍͙͒ͦͦͦͪ ͍ͦ ͍͊΄͊ͭ͊ ͦ͋͊ͫͭ͡ ͤ͊ 

ͦ͒ ͎͍ͦͦͪͤͦͫͭ  

 x  x   x    



 

   

 

2.20 describe methods of managing 
and mitigating the risks involved in 
commissioning, procurement and 
contracting for your area of 
responsibility 

нΦнл ͙ͦͨͫ ͤ͊ ͔͙͔ͣͭͦ͒ͭ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ 

͙ ͍͔ͤ͊ͣ͊ͯ͊ͥ͡ ͤ͊ ͙͙ͪ͘ͼ͙͔͙ͭͦ͟ ͔ͫ 

͔͍ͦ͒ͤͫͯ͊͊ͭ ͤ͊ ͨͯ΄͔ͭ͊ͥͭͦ ͍ͦ ͪ͊͋ͦͭ͊ ͙ 

ͫͯ͟͡;͍͔ͯ͊ͥͭͦ ͤ͊ ͎͍͙͒ͦͦͦͪ ͍ͦ ͍͊΄͊ͭ͊ 

ͦ͋͊ͫͭ͡  

 x  x   x    

2.21 describe the main types of 
contracts and agreements including:  

нΦнм ͙ͦͨͫ ͤ͊ ͎͍͙͔͊ͤͭ͡ ͍͙͍͙͒ͦ ͤ͊ 

͎͍͙͒ͦͦͦͪ ͙ ͎͙ͫͨͦͦ͒͋ ͍ͯ͟͡;͍͙ͯ͊͞͠  

¶ Supply 

¶ ˽ͦͤͯ͒͊  

¶ Works 

¶ Service  

¶ ͎̂ͫͯ͊͡  

 x  x   x    

2.22 describe how to select the 
appropriate contract or agreement for 
the procurement of goods, services or 
works  

нΦнн ͙ͦͨͫ ͤ͊ ͤ͊;͙ͤͦͭ ͤ͊ ͙͙͔͋ͪ͊ͥ͘ ͤ͊ 

͍͔͙ͫͦͦ͒ͭͤͦͭ ͎͍͒ͦͦͦͪ ͙͙͡ ͎ͫͨͦͦ͒͋͊ ͊͘ 

͍ͤ͊͋͊͊͟ ͤ͊ ͙ͫͭͦ͟Σ ͎͙ͯͫͯ͡ ͙͙͡ ͙ͪ͊͋ͦͭ  

 x  x   x    



 

   

 

2.23 describe terms and conditions 
for commercial contracts including:  

˻͙ͨ΄͍͔ͯ͊ͥ ͤ͊ ͍͙͔ͯͫͦͭ͡ ͊͘ 

ͫͯ͟͡;͍͔ͯ͊ͥ ͤ͊ ͎͍͙͒ͦͦͦͪ  

¶ indemnities and liabilities   

¶ ͔ͤ͊͒ͦͣͫͭͦͼ͙ ͙ ͍͙ͦ͋ͪͫ͟  

¶ insurances  

¶ ͙͎͍͔ͦͫͯͪͯ͊ͥ  

¶ guarantees  

¶ ͎͊ͪ͊ͤͼ͙͊͞  

¶ liquidated damages  

¶ ͙͙͍͙͙͙͒ͪ͊ͤ͟͡ ΄͔͙ͭͭ  

¶ payment  

¶ ͨ͊ͭ͊͡  

¶ delivery and completion  

¶ ͙ͫͨͦͪ͊͊͟ ͙ ͍͊ͪ͘΄͍͔ͯ͊ͥ  

¶ the specification  

¶ ͔ͫͨͼ͙ͺ͙͊͟ͼ͙͊ͭ͊͞ 

¶ Key Performance Indicators 
(KPIs)  

¶ ˴ͯ͡;͙ͤ ͙͙͙ͤ͒͊ͭͦͪ͟  

¶ contract terms  

¶ ͍͙ͯͫͦ͡ ͊͘ ͎͍͒ͦͦͦͪ 

¶ pricing schedule  

¶ ͔ͪ͊ͫͨͦͪ͒ ͤ͊ ͼ͔͙͔ͤͭ  

¶ other schedules e.g. health and 
safety, use of sub-contractors  

¶ ͎͙͒ͪͯ ͔͙ͪ͊ͫͨͦͪ͒ ͤ͊ ͙͔ͨͪͣͪ 
͍͔͒ͪ͊͘͞ ͙ ͔͔͋͋͒ͤͦͫͭ͘Σ 
͔ͯͨͦͭͪ͋͊ ͤ͊ ͙͍͔͍ͨͦ͒͒ͯ͊͘;͙  

¶ non-disclosure/confidentiality 
agreements  

¶ ͔͍͍͔ͤͦ͋͊ͯ͊ͥ͞κ ͍͔͙͍͒ͦͪͦͫͭ͡  

 x  x   x    

2.24 describe why it is important to 
complete the relevant documentation 
accurately  

нΦнп ͒͊ ͔ͫ ͙ͦ͋͊ͫͤ͞ ͦ͘΄ͭͦ ͔ ͍͊͗ͤͦ ͒͊ 

͔ͫ ͔͔͙ͦ͋͋͒͘ ͔ͦͣͨͭͤ͊͟͡ ͙͍ͫͨͪ͊ͤ͊ 

͔͒ͦͯͣͤͭ͊͟ͼ͙͊͞  

 x  x   x    

2.25 describe why it is important to 
comply with legal and ethical 
requirements for contracts/agreements  

нΦнр ͒͊ ͔ͫ ͙ͦͨ΄͔ ͦ͘΄ͭͦ ͔ ͍͊͗ͤͦ ͒͊ ͔ͫ 

͎ͯͫͦ͊ͫ͊ͭ͡ ͫͦ ͙͔͊ͦͤͫͭ͘͟͟ ͙ ͔͙ͭ;͙͔ͭ͟ 

͋͊ͪ͊ͥ͊ ͊͘ ͎͍͙͒ͦͦͦͪκ͎͙ͫͨͦͦ͒͋  

 x  x   x    



 

   

 

2.26 describe legal issues and 
legislation relating to the creation of 
commercial contracts including:  

нΦнс ͙ͦͨͫ ͤ͊ ͍͙ͨͪ͊ͤ ͨͪ͊΄͊ͥ͊ ͙ 

͙͊ͦͤ͘͟ ͙ͦ͟ ͔ͫ ͔͍ͦ͒ͤͫͯ͊͊ͭ ͤ͊ 

͍͔ͫͦ͒͊͊ͥ͘ ͤ͊ ͔ͦͣͪ͟ͼ͙͙͊ͤ͞͡ 

͎͍͙͒ͦͦͦͪ  

¶ offers, counter offers, 
acceptance  

¶ ͙ͨͦͤͯ͒Σ ͦͤͭͪ͊͟ ͙ͨͦͤͯ͒Σ 
͙ͨͪͺ͔͊͊ͥ͠ 

¶ legislation relating to quality, 
delivery and payment  

¶ ͍͍͊ͦͤͦ͒͊ͫͭͦ͘͟ ͍ͦ ͍ͪͫ͊͟ ͫͦ 
͍͙͔͊ͭͭ͟͡Σ ͙ͫͨͦͪ͊͊͟ ͙ ͔ͨ͊͊ͥ͡͠ 

¶ passing of property  

¶ ͔͍͔ͨͪ͒͊͊ͥ ͤ͊ ͙ͣͦͭ  

¶ compensation  

¶ ͔ͤ͊͒ͦͣͫͭ  

 x  x   x    

2.27 describe why it is important to 
agree the draft contract/agreement 
with internal stakeholders and 
organisational procedures for doing 
this  

нΦнт ͒͊ ͔ͫ ͙ͦͨ΄͔ ͦ͘΄ͭͦ ͔ ͍͊͗ͤͦ 

͎ͫͦ͊ͫͤͦͫͭ͊͡ ͊͘ ͔͎ͨͪ͒ͦ͡ 

͎͍͙͒ͦͦͦͪκ͎͙ͫͨͦͦ͒͋ ͫͦ ͍͔ͤ͊ͭͪ΄͙͔ͤͭ 

;͙͙͔͙ͤͭ͡ ͙ ͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞Σ͊͘ ͒͊ ͔ͫ 

͍͙ͤ͊ͨͪ͊ ͭͦ͊  

 x  x   x    

2.28 describe why and how to agree 
the contract/agreement terms with the 
approved supplier  

нΦну ͒͊ ͔ͫ ͙ͦͨ΄͔ ͦ͘΄ͭͦ ͙ ͊ͦ͟͟ ͔ͫ 

͎͍ͫͦ͊ͫͯ͊͊ͭ͡ ͍͙͔ͯͫͦͭ͡ ͊͘ 

͎͍͒ͦͦͦͪκ͎ͫͨͦͦ͒͋͊ ͫͦ ͙͙͋ͪ͊ͤͦͭ͘͟  

 x  x   x    

2.29 describe organisational 
procedures for awarding contracts/ 
agreements 

нΦнф ͙ͦͨͫ ͤ͊ ͨͪͦͼ͔͙͔͒ͯͪͭ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ ͊͘ ͙͍͔͒ͦ͋͊ͥ ͤ͊ 

͎͍͒ͦͦͦͪκ͎ͫͨͦͦ͒͋͊  

 x  x   x    



 

   

 

3. Manage, 
evaluate and 
review contract 
performance and 
use data to 
enhance future 
contracts 

оΦ ˸͔ͤ͊ͽ͙͔ͪ͊ͥΣ 

ͨͪͦͼ͔ͤ͊͟ ͙ 

͔͎͔ͨͪ͒͡ ͤ͊ 

͙͍͔͒͋͊ͭ͊͘ ͤ͊ 

͎͍͒ͦͦͦͪͦͭ ͙ 

͙͔͔ͦͪͫͭͥ͟ ͤ͊ 

ͨͦ͒͊ͭͦͼ͙ ͊͘ 

͍͔ͨͦ͒ͦ͋ͪͯ͊ͥ  

3.1 appraise contractor performance 
for supply of contracted services and 
circulate the results to the appropriate 
people 

оΦм ͦͼ͔͍͔ͤͯ͊ͥ ͤ͊ ͔ͺ͙͊ͫͤͦͫͭ͊͟ ͤ͊ 

͙͍͔͍͒ͯ͊͘;ͦͭ ͊͘ ͍ͤ͊͋͊͊͟ ͤ͊ 

͎͍͔͙͔͒ͦͦͦͪͤͭ ͎͙ͯͫͯ͡ ͙ ͍͍͔͒ͦͫͭ͊ͯ͊ͥ 

ͤ͊ ͔͙ͪͯͭ͊ͭ͘͡ ͒ͦ ͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔  

x   x x x x x  x 

3.2 allocate and agree 
responsibilities for the effective 
management of contracts with 
stakeholders  

оΦн ͒͊ ͔ͫ ͍͙ͤ͊ͨͪ͊ ͎͍͒ͦͦͦͪ ͊͘ 

͎͍͙͔ͦ͒ͦͦͪͤͦͫͭͭ ͊͘ ͔ͺ͔͙͍ͭͤͦ͟ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͤ͊ ͎͍͙͔͒ͦͦͦͪͭ ͤ͊  

;͙͙͔͙͔ͤͭͭ͡  

x   x x x x x  x 

3.3 forecast and plan requirements 
with internal stakeholders and 
suppliers to match delivery and supply 
of goods, services or works with actual 
demand  
оΦо ͎ͨͪͦͤͦ͊͘ ͙ ͙͔ͨ͊ͤͪ͊ͥ͡ ͤ͊ 

͔͙͔ͨͦͭͪ͋ͭ ͤ͊ ͍͔ͤ͊ͭͪ΄͙͔ͤͭ ;͙͙͔͙ͤͭ͡ 

͙ ͍ͫͤ͊͋͒ͯ͊;͙ ͊͘ ͍͍͔͒ͦͫͭ͊ͯ͊ͥͭͦ ͤ͊ 

͙ͫͭͦ͟Σ͎͙ͯͫͯ͡ ͙ ͙͡ ͙ͪ͊͋ͦͭ ͫͦ 

͍ͨͦ͋͊ͪͯ͊;͊ͭ͊͟  

x   x x x x x  x 

3.4 develop and agree SMART 
(specific, measurable, achievable, 
relevant and timely) targets for 
assessing the performance of suppliers  
оΦп ͒͊ ͔ͫ ͍͙ͪ͊͊ͭ͘͞ ͙ ͒͊ ͔ͫ ͎͍͒ͦͦͦͪ͊ͭ 

˽ˢ˸˩́˹ˮ ό͔ͫͨͼ͙ͺ͙;͙ͤΣ ͔͙͍͙ͣͪ͡Σ 

͍͙͍͙ͦͫͭ͊ͪ͡Σ ͔͔͍͎͙ͪ͊ͤͤ͡ ͙ ͍͔͔͙ͤ͊ͪͣͤύ 

͎͔͙ͭ͊ͪͭ ͊͘ ͨͪͦͼ͔ͤ͊͟ ͤ͊ ͔ͺ͙͊ͤͦͫͭ͊͟ ͤ͊ 

͍͍͒ͦͫͭ͊ͯ͊;͙͔ͭ  

x   x x x x x  x 

3.5 monitor the supply/delivery of 
goods, services or works to ensure that 
agreed targets and Key Performance 
Indicators (KPIs) have been met 
оΦр ͔͔͔ͫ͒ͥ͡ ͤ͊ ͨͦͤͯ͒͊ͭ͊κ͙ͫͨͦͪ͊͊ͭ͊͟ 

ͤ͊ ͙ͫͭͦ͟Σ ͎͙ͯͯ͡ ͙͙͡ ͙ͪ͊͋ͦͭ ͫͦ ͼ͔͡ ͒͊ 

͔ͫ ͙͎͙ͦͫͯͪ ͔͒͊͟ ͎͍͔͙͔͒ͦͦͦͪͤͭ ͼ͔͙͡ ͙ 

͙͟͡;͙͔ͤͭ ͙͙͙ͤ͒͊ͭͦͪ͟ ͔ͫ ͙͔͙ͫͨͦͤͭ͡  

x   x x x x x  x 



 

   

 

3.6 examine and assess requests for 
variation to the contract to confirm 
they are justified 
оΦс ͙͙͊ͤ͊͊͘͘͡ ͙ ͦͼ͔ͤ͊͟ ͤ͊ ͋͊ͪ͊ͥ͊ͭ͊ 

͊͘ ͙͔͙ͣͤ͘ ͊͘ ͒͊ ͔ͫ ͍͙ͨͦͭͪ͒ ͔͒͊͟ ͔ͫ 

͍͙ͦͨͪ͊͒͊ͤ 

x   x x x x x  x 

3.7 provide an evaluation of the 
effects of variation requests on 
contract finances, timescales, and 
services 

оΦт ͨͪͦͼ͔ͤ͊͟ ͤ͊ ͔ͺ͔͙͔ͭͭ͟ ͦ͒ 

͔ͨͪͦͣͤ͊ͭ͊ ͤ͊ ͋͊ͪ͊ͥ͊ͭ͊ ͙ͦ͟ ͔ͫ 

͔͍ͦ͒ͤͫͯ͊͊ͭ ͤ͊ ͎͍͙͔͒ͦͦͦͪͭ ͊͘ 

ͺ͙͙͙ͤ͊ͤͫΣ ͍͔͔͙ͪͣͤͫ͟ ͍͙ͪͦͦ͟ ͙ ͎͙ͯͫͯ͡  

x   x x x x x  x 

3.8 agree any alteration to terms 
and payments with the contractor and 
record them in accordance with 
organisational procedures 

оΦу ͎͍͔ͫͦ͊ͫͯ͊ͥ͡ ͫͦ ͙͋ͦ͡ ͍͊͊͟͟ 

͔ͨͪͦͣͤ͊ ͤ͊ ͤ͊;͙͙͔ͤͭ ͊͘ ͔ͨ͊͊ͥ͡͠ ͫͦ 

͙͍͔͍͒ͯ͊͘;ͦͭ ͙ ͙͍ͤͤͦ ͔͍͙͔͙͔͒ͤͭͪ͊ͥ 

͍ͦ ͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ ͨͪͦͼ͔͙͔͒ͯͪͭ 

x   x x x x x  x 

3.9 inform promptly the contractor 
and your team about approved 
variations and their implications 

оΦф ͋ͪͦ͘ ͙͍͔͍͔ͫͭͯ͊ͥ͘ ͤ͊ ͙ͭͣͦͭ ͊͘ 

͍͔͙͔ͤ͊ͨͪ͊ͤͭ ͔͙ͨͪͦͣͤ ͙ ͔͙ͨͦͫ͒͡ͼ͙͔ͭ 

ͦ͒ ͙͍ͤ  

x   x x x x x  x 

3.10 collate and assess data from the 
ŎƻƴǘǊŀŎǘƻǊΩǎ ǇŜǊŦƻǊƳŀƴŎŜ ŀƴŘ ǳǎŜ ƛǘ ŦƻǊ 
helping the preparation of future 
contracts 

оΦмл ͔͍͔ͫͪ͒ͯ͊ͥ ͙ ͨͪͦͼ͔ͤ͊͟ ͤ͊ 

ͨͦ͒ͭͦͼ͙͔ͭ ͤ͊ ͪ͊͋ͦͭ͊ͭ͊ ͤ͊ 

͙͍͔͍͒ͯ͊͘;ͦͭ ͙ ͒͊ ͔ͫ ͙͙ͫͦͪͫͭ͊ͭ͟  

͙͙͙͔ͫͭͭ ͊͘ ͨͦͣͦ΄ ͍ͦ ͙͙͒ͤͤ͊  

x   x x x x x  x 

3.11 summarise and cost suggested 
changes and circulate the information 
for comment 

оΦмм ͔͙͔ͪͣ͘ ͙ ;͙͙͔ͤͥ ͤ͊ 

͔͔͙͔ͨͪ͒ͦ͗ͤͭ͡ ͔͙ͨͪͦͣͤ ͙ 

͍͍͔͒ͦͫͭ͊ͯ͊ͥ ͤ͊ ͙ͤͺͦͪͣ͊ͼ͙͙ ͊͘ 

͔͙͔ͦͣͤͭͪ͊ͥ͟  

x   x x x x x  x 



 

   

 

3.12 incorporate approved changes 
into the contract specification process 
for future tenders 

оΦмн ͍͔͍͔ͣͭͤͯ͊ͥ ͤ͊ ͔͙͔ͦ͒ͦ͋ͪͤͭ 

͔͙ͨͪͦͣͤ ͍ͦ ͨͪͦͼ͔ͫͦͭ ͤ͊ 

͔ͫͨͼ͙ͺ͙͊͟ͼ͙͊͞ ͤ͊ ͙͙͔͒ͤͭ ͔͔͙ͭͤ͒ͪ  

x   x x x x x  x 

3.13 agree on a contract performance 
management plan with the relevant 
people  

оΦмо ͎͍͔͒ͦͦ͊ͪ͊ͥ ͫͦ ͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔ 

͊͘ ͔ͺ͙͔͊ͫͤ͟ ͨ͊ͤ͡ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ  

x   x x x x x  x 

3.14 ensure that contract 
performance management plans 
include a clear explanation of actions 
for non-compliance 

оΦмп ͒͊ ͔ͫ ͙͎͙ͦͫͯͪ ͔͒͊͟ ͎͍͔͙͒ͦͦͦͪͤͦͭ 

ͨ͊ͤ͡ ͊͘ ͔ͺ͙͊ͫͤͦ͟ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͙ͫͦ͒ͪ͗  

͊ͫͤͦ͞ ͍͔ͦ͋͊ͫͤͯ͊ͥ͞ ͤ͊  ͊ ͙͍͙͔ͭͤͦͫͭͭ͟ ͊͘ 

͔͎͔ͤͯͫͦ͊ͫͤͦͫͭ͡ 

x   x x x x x  x 

3.15 analyse information collected 
through the contract monitoring plan  

оΦмр ͙͊ͤ͊͊͘͡ ͤ͊ ͙ͤͺͦͪͣ͊ͼ͙͙͔ͭ 

͔͔͙ͫͦ͋ͪͤ ͙ͨͪ ͍͍͔ͯͨͪ͊ͯ͊ͥͭͦ ͤ͊ 

͎͍͔͙͒ͦͦͦͪͤͦͭ ͨ͊ͤ͡  

x   x x x x x  x 

3.16 evaluate whether the provider is 
meeting the requirements of the 
contract  

оΦмс ͒͊ ͔ͫ ͦͼ͔͙ͤ ͙͒͊͡ ͍͔͒͊͊ͭͦͭ͡ ͤ͊ 

͎͙ͯͫͯ͡ ͎͙ ͍͍͊͒ͦͦͯ͊͘͡ ͋͊ͪ͊΄͊ͭ͊ ͤ͊ 

͎͍͒ͦͦͦͪͦͭ  

x   x x x x x  x 

3.17 provide information to relevant 
people about the contract including 
risks, progress towards outcomes and 
any planned further actions 

оΦмт ͔͔͍͔ͦ͋͋͒ͯ͊ͥ͘ ͙ͤͺͦͪͣ͊ͼ͙͙ ͤ͊ 

͍͔͙͔ͫͦͦ͒ͭͤͭ ͙͡ͼ͊ ͍ͦ ͙ͦ͟ ͔ͫ ͍ͯ͟͡;͔͙ͤ 

͙ͣͦ͗ͤ ͙͙ͪ͘ͼ͙Σ ͔ͤ͊ͨͪ͒ͦ͟ ͤ͊ 

͔ͪͯͭ͊ͭͦͭ͘͡ ͙ ͊͘ ͔ͫͦ͊͟͞ ͙ͨ͊ͤͪ͊ͤ͊͡ 

͙͒ͤ͊ ͙͍͊ͭͤͦͫͭ͟  

x   x x x x x  x 



 

   

 

3.18 maintain contractual records in 
accordance with legal and 
organisational requirements 

3.18  ͦ ͍͔͒ͪ͗ͯ͊ͥ ͤ͊ ͎͍͙͒ͦͦͦͪ ͊͘ 

͔͍͙͔͒ͤͼ͙͊͞ ͍ͦ ͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ ͙͔͊ͦͤͭ͘͟ 

͙ ͋͊ͪ͊ͥ͊ͭ͊ ͤ͊ ͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  

x   x x x x x  x 

3.19 regularly analyse contract data 
against planned budgets to identify any 
financial risks, variances and trends  

оΦмф ͔͎ͪͯ͊ͪͤ͊͡ ͙͊ͤ͊͊͘͡ ͤ͊ 

ͨͦ͒͊ͭͦͼ͙͔ͭ ͊͘ ͎͍͒ͦͦͦͪͦͭ ͍ͦ 

͙͍ͫͨͪͦͭͤͦͫͭ ͫͦ ͙͙ͨ͊ͤͪ͊ͤͦͭ͡ ͋ͯͽ͔ͭ ͊͘ 

͙͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ ͤ͊ ͺ͙͙͙ͤ͊ͤͫͫ͟ 

͙͙ͪ͘͟Σ ͔͙ͨͪͦͣͤ ͙ ͔͍͙ͭͪͤ͒ͦ  

x   x x x x x  x 

3.20 promptly advise budget holders 
of any potential risks or variance in 
costs, in accordance with legal and 
organisational requirements  

оΦнл ͋ͪͦ͘ ͍͔͍͔ͫͦͭͯ͊ͥ ͤ͊ ͙͙ͦͪͫͤ͟ͼ͙͔ͭ 

ͤ͊ ͋ͯͽ͔ͭͦͭ ͊͘ ͔ͫͦ͟͞ ͔ͨͦͭͤͼ͙͔͊ͤ͞͡ 

͙͙ͪ͘͟ ͙͙͡ ͔͙ͨͪͦͣͤ ͍ͦ ͭͪͦ΄ͦͼ͙͔ͭΣ ͍ͦ 

͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ ͊ͦͤͦͭ͘͟ ͙ ͋͊ͪ͊ͥ͊ͭ͊ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  

x   x x x x x  x 

3.21 evaluate opportunities for saving 
costs, including the amounts that could 
be saved 

оΦнм ͨͪͦͼ͔ͤ͊͟ ͤ͊ ͙͔ͣͦ͗ͤͦͫͭͭ ͊͘ 

͊͘΄͔ͭ͒͊Σ ͍ͯ͟͡;͍͙ͯ͊͞͠ ͙ ͙͙ͤͦͫ͘ ͙ͦ͟ 

͔ͣͦ͗ ͒͊ ͙͋͒͊ͭ ͊͘;͍͙ͯ͊ͤ  

x   x x x x x  x 

3.22 describe your work setting 
requirements, procedures and 
practices for contract management and 
those of partner commissioning 
organisations 

оΦнн ͙ͦͨͫ ͤ͊ ͍͊΄͙͔ͭ ͋͊ͪ͊ͥ͊Σ 

ͨͪͦͼ͔͙͒ͯͪ ͙ ͙͙ͨͪ͊ͭ͟͟ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͤ͊ ͎͍͒ͦͦͦͪͦͭ 

 x  x   x    



 

   

 

3.23 describe the potential hazards to 
safety, health and the environment 
arising from the activities carried out to 
provide the service 

оΦно ͙ͦͨͫ ͤ͊ ͔ͨͦͭͼ͙͊ͤ͊ͭ͊͞͡ ͙͊͊ͤ͘͟  ͊͘ 

͔͔͋͋͒ͤͦͫͭ͘Σ ͍͔͊͒ͪ͘͞ ͙ ͙͍͗ͦͭͤ͊ͭ͊ 

͔͙ͫͪ͒ͤ͊ ͙ͦ͟ ͔͍ͨͦͭͤͯ͊͊ͭ͟ ͦ͒ 

͙͍͙͔͊ͭͤͦͫͭͭ͟ ͙ͦ͟ ͔ͫ ͍ͪ΄͊ͭ ͊͘ 

͍͍͔ͦͫͭ͊ͪͯ͊ͥ ͤ͊ ͎ͯͫͯ͊ͭ͊͡  

 x  x   x    

3.24 describe methods of managing 
and mitigating the risks involved in 
commissioning, procurement and 
contracting for your area of 
responsibility 

оΦнп ͙ͦͨͫ ͤ͊ ͔͙͔ͣͭͦ͒ͭ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ 

͙ ͍͔ͤ͊ͣ͊ͯ͊ͥ͡ ͤ͊ ͙͙ͪ͘ͼ͙ ͍ͦ ͍ͪͫ͊͟ ͫͦ 

ͨͯ΄͔ͭ͊ͥͭͦ ͍ͦ ͔ͯͨͦͭͪ͋͊Σ ͍ͤ͊͋͊͊͟ ͙ 

ͫͯ͟͡;͍͔ͯ͊ͥͭͦ ͎͍͙͒ͦͦͦͪ  

 x  x   x    

3.25 describe how to manage budgets 
and resources 

оΦнр ͙ͦͨͫ ͊ͦ͟͟ ͎ͦ ͍͍͔ͯͨͪ͊ͯ͊ͭ ͋ͯͽ͔ͭͦͭ 

͙ ͔͙͔ͪͫͯͪͫͭ  

 x  x   x    

3.26 describe how to identify, collect, 
analyse, measure and assess data 

оΦнс ͙ͦͨͫ ͊ͦ͟͟ ͔ͫ ͙͔͙͒ͤͭͺ͙͍ͯ͊͊ͭ͟Σ 

͙ͫͦ͋ͪ͊͊ͭΣ ͙͙͊ͤ͊ͪ͊ͭ͘͡Σ ͔ͣͪ͊ͭ ͙ 

͙͙͍ͫͨͭͯ͊͊ͭ ͨͦ͒͊ͭͦͼ͙͔ͭ  

 x  x   x    

3.27 identify who should be 
responsible for the effective 
management of contracts for 
purchased goods and services  

оΦнт ͒͊ ͔ͫ ͙͔͙͒ͤͭͺ͙͍ͯ͊͟ ͦ͟͞ ͔ͭͪ͋͊ ͒͊ 

͙͔͋͒ ͎͍͔ͦͦͦͪͤ ͊͘ ͔ͺ͔͙͍ͭͤͦͭͦ͟ 

͍͍͔ͯͨͪ͊ͯ͊ͥ  ͤ͊ ͎͍͒ͦͦͦͪͦͭ ͊͘ 

͔͙͔ͯͨͤͭ͟ ͙ͫͭͦ͟ ͙ ͎͙ͯͫͯ͡  

 x  x   x    



 

   

 

3.28 describe the concept of demand 
management for contracts and how to 
forecast and plan requirements with 
stakeholders and suppliers for the 
supply of goods, services or works to 
match demand  

оΦну ͙ͦͨͫ ͤ͊ ͦͤ͟ͼ͔ͨͭͦͭ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͤ͊ ͍ͨͦ͋͊ͪͯ͊;͊ͭ͊͟ ͤ͋͊ ͎͍͙͒ͦͦͦͪ ͙  

͊ͦ͟͟ ͔ͫ ͔͍͙͍ͨͪ͒͒ͯ͊͊ͭ ͙ ͙ͨ͊ͤͪ͊͊ͭ͡ 

͋͊ͪ͊ͥ͊ͭ͊ ͫͦ ͔͎͙͔͊ͫͤ͊ͭͭ͘ ͙ͫͭͪ͊ͤΣ ͙ 

͍͍͒ͦ͋͊ͯ͊;͙͔ͭ ͊͘ ͍ͤ͊͋͊͊͟ ͤ͊ ͙ͫͭͦ͟Σ 

͎͙ͯͫͯ͡ ͙ ͙ͪ͊͋ͦͭ 

 x  x   x    

3.29 describe how to develop SMART 
targets for assessing the performance 
of suppliers and why it is important to 
develop and agree them  

оΦнф ͙ͦͨͫ ͊ͦ͟͟ ͔ͫ ͍͙͍ͪ͊͊͊ͭ͘ ˽ˢ˸˩́˹ˮ 

͎͔͙ͭ͊ͪͭ ͊͘ ͨͪͦͼ͔ͤ͊͟ ͤ͊ ͙͍͔͒͋͊ͭ͊͘ ͤ͊ 

͍͍͒ͦͫͭ͊ͯ͊;͙͔ͭ ͙ ͦ͘΄ͭͦ ͔ ͍͊͗ͤͦ ͒͊ ͔ͫ 

͍͙ͪ͊͊ͭ͘͞ ͙ ͙ͦͪͫͭ͊ͭ͟  

 x  x   x    

3.30 describe how to monitor the 
supply of goods, services or works 
against agreed targets 

оΦол ͙ͦͨͫ ͊ͦ͟͟ ͔ͫ ͍͍ͯͨͪ͊ͯ͊ ͫͦ 

ͤ͊ͪ͊;͊ͭ͊͟ ͤ͊ ͙ͫͭͦ͟Σ ͎͙ͯͫͯ͡ ͙͙͡ ͙ͪ͊͋ͦͭ 

͙ͦ͟ ͔ͤ ͔ͫ ͍ͦ ͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ 

͎͍͔͙͔͒ͦͦͦͪͤͭ ͔͙ͣͪ͟  

 x  x   x    

4. Use and 
Communicate Data 
and Information 

пΦ˴͙͔͔ͦͪͫͭͥ ͙ 

͔͔͍͔ͨͪͤͫͯ͊ͥ ͤ͊ 

ͨͦ͒͊ͭͦͼ͙ ͙ 

͙ͤͺͦͪͣ͊ͼ͙͙  

4.1 follow operational and 
organisational procedures for 
communicating information to other 
people 

пΦм ͔͔͔ͫ͒ͥ͡ ͤ͊ ͔͙͍͙͔ͦͨͪ͊ͭͤͭ ͙ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͙͔ͫͭ͟ ͨͪͦͼ͔͙͒ͯͪ ͊͘ 

͔͔͍͔ͨͪͤͫͯ͊ͥ ͤ͊ ͙ͤͺͦͪͣ͊ͼ͙͙ ͤ͊ 

͎͙͒ͪͯ ͯ͡͏͔  

x   x x x x x  x 

4.2 confirm communication channels 
between your organisation and the 
contractor are understood by all 
concerned 

пΦн ͍͍͔ͨͦͭͪ͒ͯ͊ͥ ͤ͊ ͙͔͊ͤ͊ͭ͟͡ ͊͘ 

͙ͦͣͯͤ͊͟͟ͼ͙͊͞ ͔ͨͦͣ͏ͯ ͍͊΄͊ͭ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞ ͙ ͙͍͔͍͒ͯ͊͘;ͦͭΣ ͙ͦ͟ ͔ͫ 

͙͙͍͙ͪ͊͋ͪ͘͡ ͙ ͊͘ ͍͔͔͒ͭ ͙ͫͭͪ͊ͤ  

x   x x x x x  x 



 

   

 

4.3 check with appropriate personnel 
any circumstance where information 
appears to be incorrect 

пΦо ͍͔ͨͪͦͪ͊͟ ͫͦ ͍͔͔ͫͦͦ͒ͭͤ ͊͒͊ͪ͟ ͤ͊ 

͙͔ͫͭ ͙ͦͦͤͦͫͭ͟͡ ͔͊͒͟ ͔ͣͦ͗ ͒͊ ͔ͫ 

͍͙ͨͦ͊͞ ͔ͤͭͦ;ͤ͊ ͙ͤͺͦͪͣ͊ͼ͙͙͊͞  

x   x x x x x  x 

4.4 maintain records of the selection 
procedure to show objectivity of the 
decision-making process 

пΦп ͍͔ͦ͒ͪ͗ͯ͊ͥ ͤ͊ ͔͍͙͔͒ͤͼ͙͊ͭ͊͞ ͊͘ 

ͨͦͫͭ͊ͨ͊ͭ͊͟ ͊͘ ͙͋ͦͪ͘Σ ͒͊ ͔ͫ ͙͔ͨͪ͊͗͟ 

͔͙͍ͦ͋ͭͤͦͫͭ͊͟͞ ͤ͊ ͨͪͦͼ͔ͫͦͭ ͙ͨͪ 

͔͍͔͒ͦͤͫͯ͊ͥ ͤ͊ ͙ͦ͒ͯ͟͡  

x   x x x x x  x 

4.5 ensure the programme of work 
and operational instructions relating to 
the tender process contain all the 
information needed for personnel 
engaged in the process to carry out 
their functions in accordance with 
organisational procedures 

пΦр ͙͎͍͔ͦͫͯͪͯ͊ͥ ͤ͊ ͎ͨͪͦͪ͊ͣ͊ͭ͊ ͊͘ 

ͪ͊͋ͦͭ͊ ͙ ͔͙͍͙͔ͦͨͪ͊ͭͤͭ ͙ͤͫͭͪͯ͟ͼ͙͙Σ 

͙ͦ͟ ͔ͫ ͔͍ͦ͒ͤͫͯ͊͊ͭ ͤ͊ ͨͪͦͼ͔ͫͦͭ ͊͘ 

͔͔ͭͤ͒ͪΣ ͍͙ͫͦ͒ͪ͗ͯ͊͟͞ ͎͙ ͙͔ͫͭ 

͙ͤͺͦͪͣ͊ͼ͙͙ ͨ ͔͙ͦͭͪ͋ͤ ͊͘ ͙͡ͼ͊ͭ͊ ͙ͦ͟ 

ͯ;͔͍͍ͫͭͯ͊͊ͭ ͍ͦ ͨͪͦͼ͔ͫͦͭ  ͙ ͎͙ 

͙͍ͪ͘΄͍ͯ͊͊ͭ ͍͙͔ͫͦͭ ͙͍͙͊ͭͤͦͫͭ͟ ͍ͦ 

͎ͫͦ͊ͫͤͦͫͭ͡ ͫͦ ͋͊ͪ͊ͥ͊ͭ͊ ͤ͊ 

͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞    

x   x x x x x  x 

4.6 advise colleagues and managers 
about conflicts and circumstances that 
interrupt the tender process or any 
situations that require their attention 

пΦс ͙͍͔͍͔ͫͭͯ͊ͥ͘ ͤ͊ ͔͎͙͔ͦͭ͟͡ ͙ 

͔ͣͤ͊ͽ͔͙͔ͪͭ ͊͘ ͦͤ͟ͺ͙͙͔ͭͭ͟͡ ͙ 

͙͎͙͔ͨͪͦ͒ͭ ͙ͦ͟ ͔ͣͦ͗ ͒͊ ͎ͦ ͔͙ͨͪͤ͊ͭ͟ 

ͨͪͦͼ͔ͫͦͭ ͙͙͡ ͊͘ ͔ͫͦ͊͟͞ ͙ͫͭͯ͊ͼ͙͊͞ ͤ͊ 

ͦ͊͟͞ ͔ͭͪ͋͊ ͒͊ ͙ ͔ͫ ͍͔͙ͨͦͫͭ ͍͙͙͔ͤͣ͊ͤ 

x   x x x x x  x 



 

   

 

4.7 describe how to manage and 
promote effective communication with 
colleagues, individuals and other 
stakeholders Handling information  

пΦт ͙ͦͨͫ ͤ͊ ͭͦ͊ ͊ͦ͟͟ ͒͊ ͔ͫ ͔ͣͤ͊ͽ͙ͪ͊ ͙ 

͙͍͙ͨͪͦͣͪ͊ ͔ͺ͔͙͍ͭͤ͊͟ ͙ͦͣͯͤ͊͟͟ͼ͙͊͞ 

ͫͦ ͔͎͙͔ͦͭ͟͡Σ ͙͙͍͙͙͔ͤ͒͒ͯͭ ͙ ͎͙͔͒ͪͯͭ 

͙͔͔͙͙͊ͤͭͪͫͪ͊ͤ͘ ͙ͫͭͪ͊ͤ  

 x  x   x    

4.8 describe the legal requirements, 
policies, procedures and protocols for 
the security and confidentiality of 
information, taking account of 
commercial sensitivity and 
procurement practice  

пΦу ͙ͦͨͫ ͤ͊ ͙͔͊ͦͤͫͭ͘͟͟ ͋͊ͪ͊ͥ͊Σ 

͙͙͙ͨͦͭ͟͡Σ ͨͪͦͼ͔͙͒ͯͪ ͙ ͙ͨͪͦͭͦ͟͡ ͊͘ 

͙͎ͫͯͪͤͦͫͭ ͙ ͍͔͙͍͒ͦͪͦͫͭ͡ ͤ͊ 

͙ͤͺͦͪͣ͊ͼ͙͙͔ͭΣ ͍͔͙ͦ͒͟͞ ͔ͫͣͭ͊͟ ͊͘ 

͔ͦͣͪ͟ͼ͙͊ͤ͊ͭ͊͞͡ ;͍͍͙͔ͯͫͭͭͤͦͫͭ͡ ͙ 

ͨͪ͊ͫ͊͟  

 x  x   x    

4.9 describe the legal and work setting 
requirements for recording information 
and producing reports within 
timescales  
пΦф ͙ͦͨͫ ͤ͊ ͙͔͊ͦͤͫͭ͘͟͟ ͙ ͙͔ͪ͊͋ͦͭͤͭ 

͋͊ͪ͊ͥ͊ ͊͘ ͙͔ͫͤͣ͊ͥ ͤ͊ ͙ͤͺͦͪͣ͊ͼ͙͙ ͙ 

͍͔͔ͨͪ͊ͥ ͤ͊ ͙͍͔͘΄͙ͭ͊ ͊͘ 

͔͍͙͔ͨͪ͒͒ͤͦͭͦ ͍͔͔ͪͣ  

 x  x   x    

4.10 describe how to identify, collect, 
analyse, measure and assess data  
пΦмл ͙ͦͨͫ ͤ͊ ͤ͊;͙ͤͦͭ ͊ͦ͟͟ ͒͊ ͔ͫ 

͙͔͙͒ͤͭͺ͙͍ͯ͊͊ͭ͟Σ ͔ͫͦ͋ͪ͊ͭΣ 

͙͙͊ͤ͊ͪ͊͊ͭ͘͡Σ ͙͔ͣͪ͊ͭ͘ ͙ ͙͙ͫͨͭ͊͊ͭ 

ͨͦ͒͊ͭͦͼ͙ 

 x  x   x    

4.11 describe how and where 
electronic communications can and 
should be used 
пΦмм ͙ͦͨͫ ͤ͊ ͭͦ͊ ͊ͦ͟͟ ͙ ͔͊͒͟ 

͔͔ͭͦͤͫ͊ͭ͊͟͟͡ ͙ͦͣͯͤ͊͟͟ͼ͙͊͞ ͔ͣͦ͗ ͙ 

͔ͭͪ͋͊ ͒͊ ͔ͫ ͙͙ͦͪͫͭ͟  

 x  x   x    

5. Resolve 
problems arising 
from the 
implementation of 

5.1 resolve day-to-day problems 
within the responsibility of the job role 
рΦн ͔͔͍ͫͦ͒ͤͤͦ͟͞ ͔ͪ΄͍͔͊͊ͥ ͤ͊ 

͔͙͔ͨͪͦ͋ͣͭ͡ ͍ͦ ͙͔ͪ͊ͣͭ͟ ͤ͊ 

͎͍͙͔ͦ͒ͦͦͪͤͦͫͭͭ ͊͘ ͪ͊͋ͦͭ͊ 

x   x x x x x  x 



 

   

 

contracted 
services 

рΦ˾͔΄͍͔͊͊ͥ ͤ͊ 

͔͙ͨͪͦ͋ͣ͡ ͙ͦ͟ 

͙͔͎͍ͨͪͦͯ͊͊ͭ͘͡ ͦ͒ 

͍͔͍͔ͫͨͪͦ͒ͯ͊ͥͭͦ 

ͤ͊ ͎͍͔͙͔͒ͦͦͦͪͤͭ 

͎͙ͯͫͯ͡  

5.2 refer problems and conditions 
outside the responsibility of the job 
role to the appropriate personnel using 
organisational procedures 
рΦн ͙ͤͺ͙͔ͦͪͣͪ͊ͥ ͊͘ ͔͙͔ͨͪͦ͋ͣͭ͡ ͙ 

͍͙͔ͯͫͦͭ͡ ͊͘ ͎͍͙͔ͦ͒ͦͦͪͤͦͫͭͭ ͤ͊ ͪ͊͋ͦͭ͊ 

ͤ͊ ͍͔͙ͫͦͦ͒ͭͤͦͭ ͔ͨͪͫͦͤ͊͡Σ͒͊ ͔ͫ 

͍͙ͤ͊ͨͪ͊  ͙͔͙ͦͪͫͭ͟͞͠ ͎͙ ͨͪͦͼ͔͙͔͒ͯͪͭ 

ͤ͊ ͎͙ͦͪͤ͊ͤ͊͘ͼ͙͊ͭ͊͞  

x   x x x x x  x 

5.3 report to the appropriate 
personnel any situations that require 
additional intervention 

рΦо ͙͍͔͍͔ͫͭͯ͊ͥ͘ ͤ͊ ͍͔͙ͫͦͦ͒ͭͤͦͭ 

͔ͨͪͫͦͤ͊͡ ͊͘ ͔ͫͦ͊͟͞ ͙ͫͭͯ͊ͼ͙͊͞ ͊͘ ͦ͊͟͞ 

ͣͦͪ͊ ͒͊ ͔ͫ ͔͍͔͔ͨͪͣ͘ ͙͔͒ͦͨͤͭͤ͊͡͡ 

͙͔͍͔ͤͭͪͤͼ͙͊͞  

x   x x x x x  x 

5.4 identify potential risks in the 
performance of contracts that can 
impact on the delivery of purchased 
goods, services or works 

рΦп ͙͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ ͤ͊ ͔ͨͦͭͤͼ͙͙͊ͤ͞͡ 

͙͙ͪ͘ͼ͙ ͙ͨͪ ͙͍͔͒͋͊ͭ͊͘ ͤ͊ ͎͍͒ͦͦͦͪͦͭ 

͙ͦ͟ ͔ͣͦ͗ ͒͊ ͍͙͊͊ͭ͡͞ ͤ͊ ͍ͫͤ͊͋͒ͯ͊;͙͔ͭ 

ͤ͊ ͔ͯͨͤ͊ͭ͊͟ ͫͭͦ͊͟Σ ͎͙ͯͫͯ͡ ͙͙͡ ͙ͪ͊͋ͦͭ   

x   x x x x x  x 

5.5 liaise and agree with 
stakeholders and suppliers plans to 
mitigate identified risks  

рΦр ͒͊ ͔ͫ ͍ͨͦͪ͊ͭ͘ ͙ ͎͍͒ͦͦͦͪ͊ͭ 

͔͎͙͔͊ͫͤ͊ͭͭ͘ ͙ͫͭͪ͊ͤ ͙ ͍͍͒ͦ͋͊ͯ͊;͙ ͊͘ 

͍͔ͯ͋͊͗ͯ͊ͥ͡ ͤ͊ ͙͙ͪ͘ͼ͙͔ͭ  

x   x x x x x  x 



 

   

 

5.6 describe the main types of risks 
in the performance of contracts 
including:  

рΦс ͒͊ ͔ͫ ͙ͦͨ΄͊ͭ ͎͍͙͔͊ͤͭ͡ ͍͙͍͙͒ͦ ͤ͊ 

͙͙ͪ͘ͼ͙  

¶ internal risks  

¶ ͍͔ͤ͊ͭͪ΄͙ͤ ͙͙ͪ͘ͼ͙  

¶ market risks  

¶ ͙͙ͪ͘ͼ͙ ͤ͊ ͨ͊͊ͪͦͭ͘ 

¶ economic risks 

¶ ͔͙ͦͤͦͣͫ͟͟  

¶ legal risks  

¶ ͙͊ͦͤͫ͘͟͟  

¶ ethical sourcing 

¶  ͔ ͙ͭ;͙͟ ͙͍͙ͦͪ͘ 

¶ lapses in performance 

¶ ͙ͨͪͦͨͯͫͭ   

 x  x   x    

5.7 describe ways of mitigating risks 
in the performance of contracts  
рΦт ͙ͦͨͫ ͤ͊ ͤ͊;͙͙͔ͤͭ ͊͘ ͍͔ͯ͋͊͗ͯ͊ͥ͡ 

ͤ͊ ͙͙ͪ͘ͼ͙͔ͭ  

          

5.8 work with the relevant people to 
identify reasons where contract 
requirements are not being met 

рΦу ͫͦͪ͊͋ͭͦ͊͟ ͫͦ ͍͔͙͔ͫͦͦ͒ͭͤͭ ͯ͡͏͔ ͊͘ 

͙͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ ͤ͊ ͙ͨͪ;͙͙͔ͤͭ ͔͊͒͟ 

͋͊ͪ͊ͥ͊ͭ͊ ͦ͒ ͎͍͒ͦͦͦͪͦͭ ͔ͤ ͔ͫ 

͙͔͙ͫͨͦͤͭ͡  

x   x x x x x  x 

5.9 deal with circumstances that fail 
to comply with legislative or 
organisational requirements  
рΦф ͎ͫͨͦͦ͒͋͊ ͊͘ ͙ͦͦͤͦͫͭ͟͡ ͙ͦ͟ ͔ͤ 

ͣͦ͗͊ͭ ͒͊ ͔ͫ ͎ͯͫͦ͊ͫ͊ͭ͡ ͫͦ ͙͔͊ͦͤͫͭ͘͟͟ ͙ 

͋͊ͪ͊ͥ͊ͭ͊ ͤ͊ ͎͙ͦͪ͊ͤ͊͘ͼ͙͊ͭ͊͞  

 

x   x x x x x  x 

5.10 deal with failures to comply with 
details of the contract or order for 
supply  
рΦмл ͎ͫͨͦͦ͒͋͊ ͒͊ ͔͔͙͔ͤͯͫͨͫͭ ͎͙ 

͙ͫͨͦͤ͊ͭ͡ ͔͙͔͒ͭ͊ͭ͡ ͦ͒ ͎͍͒ͦͦͦͪͦͭ ͙͙͡ 

͎͙͒ͪͯ ͙ͨͦͤͯ͒  

 

x   x x x x x  x 

5.11 refer issues not in the remit or 
responsibility of the job role to the staff 
with the required decision-making 
authority 
5.11  

x   x x x x x  x 



 

   

 

5.12 manage investigations where 
contract requirements have not been 
met 
рΦмн ͍͔͍ͫͨͪͦ͒ͯ͊ͥ͊ ͤ͊ ͙͍ͫͭͪ͊͗ͯ͊ͥ͊ 

͒͊ ͔ͫ ͍͙͙ͯ͒ ͔͊͒͟ ͋͊ͪ͊ͥ͊ͭ͊ ͤ͊ 

͎͍͒ͦͦͦͪͦͭ ͔ͤ ͔ͫ ͙͍ͫͨͦͤͯ͊͊ͭ͡  

x   x x x x x  x 

5.13 initiate discussions with the 
contractor to find ways of resolving 
disputes 
рΦмо ͍͔͍͔ͫͨͪͦ͒ͯ͊ͥ ͤ͊ ͙͙ͤͼ͙͙͍͊ͭ͊͞ ͊͘ 

͙͙͒ͫͯͫ͊͟͞ ͫͦ ͙͍͔͍͒ͯ͊͘;ͦͭ ͊͘ ͒͊ ͔ͫ 

ͨͪͦͤ͊͒͊ͭ͞ ͤ͊;͙͙ͤ ͊͘ ͔ͪ΄͍͔͊͊ͥ ͤ͊ 

͍͙ͫͨͦͪͦ  

x   x x x x x  x 

5.14 refer details of failures for legal 
advice and initiate action to obtain 
redress if necessary 

рΦмп ͙ͤͺ͙͔ͦͪͣͪ͊ͥ ͊͘ ͔͙͔͒ͭ͊ͭ͡ ͊͘ 

͔͔͙͔ͤͯͫͨͫͭ ͊͘ ͍͙ͨͪ͊ͤ ͍͔͙ͫͦͭ ͙ 

͙͙ͤͼ͙͔ͪ͊ͥ ͤ͊ ͊͟ͼ͙͙ ͊͘ ͙͍͔͒ͦ͋͊ͥ 

͔ͤ͊͒ͦͣͫͭ ͦ͟ ͔ ͔ͨͦͭͪ͋ͤͦ  

x   x x x x x  x 

5.15 seek alternative services when 
the contractor fails to meet the 
contract 

рΦмр ͔͋͊ͪ͊ͥ ͤ͊ ͔͙͍͙͊ͭͪͤ͊ͭͤ͡ ͎͙ͯͫͯ͡ 

͎ͦ͊͟ ͍ͤ͊͋͊͊ͭ͊͟ ͔ͤ ͎ͦ ͙͍ͫͨͦͤͯ͊͡ 

͎͍͒ͦͦͦͪͦͭ  

x   x x x x x  x 

5.16 develop and agree with suppliers 
an improvement plan to improve 
performance where it falls below 
agreed standards  

рΦмс ͎͍͔͒ͦͦ͊ͪ͊ͥ ͫͦ ͍͍͒ͦ͋͊ͯ͊;͙͔ͭ ͊͘ 

ͨ͊ͤ͡ ͊͘ ͍͔ͨͦ͒ͦ͋ͪͯ͊ͥ ͤ͊ 

͔ͨͪͺ͙͔ͦͪͣ͊ͤͫͭ ͔͊͒͟ ͙ͣ͊ 

͔͎͔ͤͫͦ͊ͫͤͦͫͭ͡ ͫͦ ͎͍͔͙͔͒ͦͦͦͪͤͭ 

͙ͫͭ͊ͤ͒͊ͪ͒  

x   x x x x x  x 

5.17 monitor the implementation of 
the improvement plan by suppliers 

рΦмт ͔͔͔ͫ͒ͥ͡ ͤ͊ ͍͔͍͔ͫͨͪͦ͒ͯ͊ͥͭͦ ͤ͊ 

ͨ͊ͤͦͭ͡ ͊͘ ͍͔ͨͦ͒ͦ͋ͪͯ͊ͥ  

x   x x x x x  x 

5.18 describe how to ensure that 
relevant contractor has the required 
skills to provide a service and what to 
do in response to a perceived skills 
deficit 

 x  x   x    



 

   

 

5.19 describe how to develop an 
improvement plan to improve supplier 
performance  
рΦмф ͙ͦͨͫ ͤ͊ ͭͦ͊ ͊ͦ͟͟ ͔ͫ ͍͙͍ͪ͊͊͘  ͨ͊ͤ͡ 

͊͘ ͍͔ͨͦ͒ͦ͋ͪͯ͊ͥ  

 x  x   x    

5.20 describe why it is important to 
monitor the implementation of the 
improvement plan by suppliers 
рΦнл ͒͊ ͔ͫ ͙ͦͨ΄͔ ͦ͘΄ͭͦ ͔ ͍͊͗ͤͦ  ͒͊ ͔ͫ 

͔͙ͫ͒͡ ͍͔ͨͦ͒ͦ͋ͪͯ͊ͥͭͦ ͤ͊ ͨ͊ͤͦͭ͡  

 x  x   x    

6. Work in a 
manner which 
underpins effective 
performance 

сΦ˾͊͋ͦͭ͊ ͤ͊ ͤ͊;͙ͤ 

ͦ͟͞ ͔ͫ ͍͊ͫͤͦ͊͘ ͤ͊ 

͔ͺ͔͙͍ͭͤ͊͟ 

͙͍͔͒͋͊͘  

6.1 reflect critically on personal 
achievements to inform future actions. 

сΦм ͙͙ͪͭ͟;ͤͦ ͔͎͙͔ͪ͊ͪ͊ͥ  ͊͘ ͙͡;͙͔ͤͭ 

͙͎͍͒ͦͫͭͤͯ͊ͥ͊  

x   x x x x x  x 

6.2 be assertive in making decisions 
сΦн ͙͔͔͋͒ͭ ͍͔͔͙ͫ͊ͣͦͯͪͤ 

͙͔͍͔ͨͪ͒ͦͤͫͯ͊ͥ ͤ͊ ͙ͦ͒ͯ͟͡  

x   x x x x x  x 

6.3 pursue accountability of staff for 
delegated responsibilities 
сΦо  ͍͔ͨͦ͊͗ͯ͊ͥ͟ ͎͍ͦ͒ͦͦͪͤͦͫͭ ͤ͊ 

͔ͨͪͫͦͤ͊ͦͭ͡ ͙ͨͪ ͙͍ͪ͘΄͍͔ͯ͊ͥͭͦ ͤ͊ 

͔͔͔͙͔ͨͪͤͫͤͭ ͔͙ͤ͊͒͗ͤͦͫͭ͡  

x   x x x x x  x 

  

Preparing for and Delivering In-house Healthcare Waste Management Training 

˽͎͍ͦ͒ͦͭͦ͊͟ ͊͘ ͙ ͍͔͍͔ͫͨͪͦ͒ͯ͊ͥ ͤ͊ ͦ͋ͯ͊͟ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͤ͊ ͔͙ͣ͒ͼ͙͙ͤͫ͟ ͦͭͨ͊͒ ͍ͦ 

͍͙͔͒ͦͣͦͭ  
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EQF Credit Value:  

˴͔͙ͪ͒ͭͤ͊ ͍͔ͪ͒ͤͦͫͭ  

Learning 

Outcome 

ˮͫͻͦ͒ ͦ͒ 

ͯ;͔͔ͥͭͦ 

Assessment Criteria 

˴͙͔͙͙ͪͭͪͯͣ ͊͘ 

ͦͼ͔͍͔ͤͯ͊ͥ 



 

   

 

1. Defin
e an 
appro
priate 
traini
ng 
proce
dure 
and 
assess
ment 
proce
ss 

1.˨ ͔ͺ͙͙ͤͪ͊

͔ͥ ͤ͊ 

͍͔ͫͦͦ͒ͭͤ͊ 

ͨͦͫͭ͊ͨ͊͟ ͊͘ 

ͦ͋ͯ͊͟ ͙ 

ͨͪͦͼ͔ͤ͊͟ ͤ͊ 

ͨͪͦͼ͔ͫͦͭ  

1.1 Define waste 

related competences 

at different levels and 

in different areas of 

the site 

мΦм ˨͔ͺ͙͙͔ͤͪ͊ͥ ͤ͊ 

͔͙͔ͤ͊͒͗ͤͦͫͭͭ͡ ͊͘ 

ͦͭͨ͊͒ ͍ͦ ͙ͪ͊͘͡;͙ͤ 

͙͍ͤͦ͊ ͙ ͍ͦ ͙ͪ͊͘͡;͙ͤ 

͙ͦ͋͊ͫͭ͡  

 X  X  X X   X 

1.2 Identify 
training 
needs 

мΦн ˮ͔͙͒ͤͭͺ͙͊͟ͼ͙͊͞ 

ͤ͊ ͔͙͔ͨͦͭͪ͋ͭ ͊͘ ͦ͋ͯ͊͟  

 X  X  X X    

1.3 Define a 
training 
programme 
1.3˨ ͔͙ͅ ͙ͤͪ͊

͔ͥ ͤ͊ 

͎ͨͪͦͪ͊ͣ͊ͭ͊ ͊͘ 

ͦ͋ͯ͊͟  

 X  X  X X    

1.4 Develop 
training 
contents 

мΦп ˾͍͊ͦ͘͞ ͤ͊ 

͙ͫͦ͒ͪ͗ͤ͊ͭ͊ ͊͘ 

ͦ͋ͯ͊͟  

 X  X  X X    

1.5 Implement the 

training programme 

мΦр ˮ͍ͪ͘΄͍͔ͯ͊ͥ ͤ͊ 

͎ͨͪͦͪ͊ͣ͊ͭ͊ ͊͘ ͦ͋ͯ͊͟  

 X  X  X     

1.6 Assess the results 

of the training 

programme 

мΦс ˽ͪͦͼ͔ͤ͊͟ ͤ͊ 

͔͙͔ͪͯͭ͊ͭͭ͘͡ ͦ͒ 

͎ͨͪͦͪ͊ͣ͊ͭ͊ ͊͘ ͦ͋ͯ͊͟ 

 X  X  X X   X 



 

   

 

1.7 Maintain records 

of training for all staff 

employed on the site 

or external staff 

operating on the site 

мΦт ˻͍͔͒ͪ͗ͯ͊ͥ ͤ͊ 

͔͍͙͔͒ͤͼ͙͊͞ ͊͘ 

ͦ͋ͯ͊ͭ͊͟ ͊͘ ͼ͔͙ͦͭ͡ 

͍͔ͪ͊͋ͦͭͤ ͔ͨͪͫͦͤ͊͡ 

ͤ͊ ͫ͊ͭͦͭ͞ ͙͙͡ 

͍͔ͤ͊͒ͦͪ΄͔ͤ 

͔ͨͪͫͦͤ͊͡  ͙ͦ͟ 

͙ͪ͊͋ͦͭ ͤ͊ ͫ͊ͭͦͭ͞  

 X  X  X     

1.8 Continual 

improvement of 

training actions. 

мΦу ˴͙͙ͦͤͭͤͯͪ͊ͤͦ 

͍͔ͨͦ͒ͦ͋ͪͯ͊ͥ ͤ͊ 

͙͍͙͔͊ͭͤͦͫͭͭ͟ ͊͘ 

ͦ͋ͯ͊͟  

 X  X   X    

2. Incent
ive 
partici
patio
n 
amon
g the 
staff 
and 
use 
aware
ness 

2.1 Create awareness 

tools in order to 

support training 

process 

нΦм ˴͔͙͔ͪͪ͊ͥ ͤ͊ 

͍͔͙ͫͫͤ ͙͊͊ͭ͟͡ ͫͦ 

ͼ͔͡ ͒͊ ͎ͦ ͨͦ͒͒ͪ͗͊ͭ 

ͨͪͦͼ͔ͫͦͭ ͊͘ 

͍͙͍͔ͦ͒͊ͥ ͤ͊ 

ͦ͋ͯ͊ͭ͊͟  

 X  X  X X    



 

   

 

tools 
to 
suppo
rt 
traini
ng 
action
s 

2. 

˽͙͍ͦͭͭͤͯ͊ͥ͟

͔ ͤ͊ 

ͯ;͔͙ͫͤͼ͙͔ͭ 

͔ͨͪͯ͟ 

͔ͨͪͫͦͤ͊ͦͭ͡ ͙ 

͙͔͔ͦͪͫͭͥ͟ 

ͤ͊ ͍͔͙ͫͫͤ 

͙͊͊ͭ͟͡ ͊͘ 

ͨͦ͒͒ͪ΄͊͟ ͤ͊ 

͙͍͙͔͊ͭͤͦͫͭͭ͟ 

͍ͦ ͦ͋ͯ͊ͭ͊͟  

2.2 Involve other 

areas/units in order 

to develop a 

participative 

approach to waste 

management 

нΦн ˤͯ͟͡;͍͔ͯ͊ͥ ͤ͊ 

͎͙͒ͪͯ 

͔͙ͫͭͦͪ͟κ͔͔͙ͦ͒͒ͤ͊͡͞ 

ͫͦ ͼ͔͡ ͒͊ ͔ͫ ͍͙͔ͪ͊͘ 

͙ͨ͊ͪͭͼ͙͙͍͔ͨ͊ͭͤ 

͙ͨͪͫͭ͊ͨ ͊͘ 

͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ͦͭ  

 X  X       

2.3 Describe how to 

identify other 

areas/units that may 

contribute to the 

implementation of 

awareness actions 

нΦо ˻͙ͨͫ ͊ͦ͟͟ ͔͠ ͔ͫ 

͔ͦ͒ͪ͒͊ͭ ͎͙͔͒ͪͯͭ 

͔͙ͫͭͦͪ͟κ͔͔͙ͦ͒͒ͤ͊͡͞ 

͙ͦ͟ ͔ͣͦ͗ ͒͊ 

͙͔ͨͪ͒ͦͤͫ͊ͭ ͊͘ 

͍͔͍͔ͤͫͯ͊ͥ ͤ͊ 

͙͍͙͊ͭͤͦͫͭ͟ ͊͘ 

͙͎͔ͨͦ͒͊ͥ ͤ͊ ͍͔ͫͫͭ͊  

 X  X       



 

   

 

2.4 Describe how to 

promote the 

participation of other 

areas/units in order 

to develop a 

participative 

approach to waste 

management. 

нΦп ˻͙ͨͫ ͤ͊ ͭͦ͊ ͊ͦ͟͟ 

͔͠ ͔ͫ ͍͙ͨͪͦͣͦͪ͊ 

ͯ;͔͍ͫͭͦͭͦ ͤ͊ 

͎͙͔͒ͪͯͭ 

͔͙ͫͭͦͪ͟κ͔͔͙ͦ͒͒ͤ͊͡͞ 

ͫͦ ͼ͔͡ ͒͊ ͔ͫ ͍͙͔ͪ͊͘ 

͙ͨ͊ͪͭͼ͙͙͍͔ͨ͊ͭͤ 

͙ͨͪͫͭ͊ͨ ͍ͦ 

͍͍͔ͯͨͪ͊ͯ͊ͥͭͦ ͫͦ 

ͦͭͨ͊͒ͦͭ  

 X  X       



 

   

 

2.5 Define how to 

manage the 

consolidation of 

different needs 

related to waste 

management (health 

& safety, infections 

prevention, 

environmental 

protection, economic 

and financial issues). 

 

нΦр ˻͙ͨͫ ͤ͊ ͭͦ͊ ͊ͦ͟͟ 

͔͠ ͔ͫ ͔ͣͤ͊ͽ͙ͪ͊ 

͙ͦͤͫͦ͒͊͟͡ͼ͙͊ͭ͊͞ ͤ͊ 

͙ͪ͊͘͡;͙͔ͤͭ ͔͙ͨͦͭͪ͋ 

͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ ͫͦ 

ͦͭͨ͊͒ ό͍͔͒ͪ͊͘͞ ͙ 

͔͔͋͋͒ͤͦͫͭ͘Σ ͊͘΄͙ͭͭ͊ 

ͦ͒ ͙ͤͺ͔͟ͼ͙͙, 

͊͘΄͙ͭͭ͊ ͤ͊ 

͙͍͗ͦͭͤ͊ͭ͊ ͔͙ͫͪ͒ͤ͊Σ 

͔͙ͦͤͦͣͫ͟͟ ͙  

ͺ͙͙͙ͤ͊ͤͫͫ͟ 

͔͙ͨͪͦ͋ͣ͡ύ 

 X  X       

3. Work in a 

manner which 

underpins 

effective 

performance 

оΦ˾͊͋ͦͭ͊ ͤ͊ 

ͤ͊;͙ͤ ͦ͟͞ ͔ͫ 

͍͊ͫͤͦ͊͘ ͤ͊ 

͔ͺ͔͙͍ͭͤ͊͟ 

͙͍͔͒͋͊͘  

3.1 Be assertive in 

making decisions 

оΦм ˣ͙͔͔͒ͭ 

͍͔͔͙ͫ͊ͣͦͯͪͤ ͙ͨͪ 

͔͍͔͒ͦͤͫͯ͊ͥͭͦ ͤ͊ 

͙ͦ͒ͯ͟͡  

x x  x x  x x   

3.2 Involves other 

competent/intereste

d units/staff 

оΦн ˮ͍͍͙͔ͤͦͪ͊ͥ͡ ͤ͊ 

͎͙͒ͪͯ 

͔͔͙ͦͣͨͭͤͭͤ͟κ͙͔͊ͤͭ͘

͔͙͙ͪͫͪ͊ͤ 

͙ͫͭͪ͊ͤκ͔ͨͪͫͦͤ͊͡  

x x  x x  x x   



 

   

 

3.3 Promotes 

participation 

оΦо ˽͍͙͔ͪͦͣͦͪ͊ͥ ͤ͊ 

ͯ;͔͍ͫͭ͊  

x x  x x  x x   

3.4 Assess training 

results objectively 

оΦп ˻͔͙͍͋ͭͤ͊͟͞ 

ͨͪͦͼ͔ͤ͊͟ ͤ͊ 

͔͙͔ͪͯͭ͊ͭͭ͘͡ ͦ͒ 

ͦ͋ͯ͊ͭ͊͟  

x x  x x  x x   

3.5 Innovates training 

and awareness 

methods, contents 

and tools 

оΦр ˤ͍͔͍͔ͦ͒ͯ͊ͥ ͤ͊ 

͍͙͙ͤͦͤ ͍ͤͦ ͦ͋ͯ͊ͭ͊͟ 

͙ ͔͙͔ͣͭͦ͒ͭ ͊͘ 

͙͎͔ͨͦ͒͊ͤͥ ͤ͊ ͍͔ͫͫͭΣ 

͙ͫͦ͒ͪ͗ͤ͊ͭ͊ ͙ 

͙͔͊͊ͭͭ͟͡  

x x  x x  x x   
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1. 
Implementing 
a Healthcare 

Waste 
Management 

Plan 

1.˾ ͍͊ͦ͘͞ ͤ͊ 
ͨ͊ͤͦͭ͡ ͊͘ 
͍͍͔ͯͨͪ͊ͯ͊ͥ 

ͫͦ 
͔͙ͣ͒ͼ͙͙ͤͫ͟ 
ͦͭͨ͊͒  

1.1 Ensure the proper 
communication channels 

to communicate the 
Healthcare Waste 
Management Plan 

(HCWMP) to all involved 
personnel 

мΦм ˢ͔͍͙͔͒͊ͭͤͭ͟ ͙͊ͤ͊͟͡ 
͊͘ ͙ͦͣͯͤ͊͟͟ͼ͙͊͞ ͒͊ ͣͯ  
ͫͦͦͨ΄ͭ͊ͭ ͤ͊ ͼ͔͙ͦͭ͡ 
͍ͯ͟͡;͔ͤ  ͔ͨͪͫͦͤ͊͡ ͊͘ 
˽͊ͤͦͭ͡ ͊͘ ͍͍͔ͯͨͪ͊ͯ͊ͥ 
ͫͦ ͔͙ͣ͒ͼ͙͙ͤͫ͟ ͦͭͨ͊͒  

  X   X X     X     

1.2 Ensure the 
dissemination of the 
HCWMP Policy to all 
interested parties: 

authorities, contractors, 
institutions, 

collaborators, suppliers 
and the local community 
мΦн ͙͔͔̊ͪͥ ͤ͊ HCWMP 
͙͙ͨͦͭ͊ͭ͊͟͡ ͤ͊ ͙͔ͫͭ 

͙͔͔͙͙͊ͤͭͪͫͪ͊ͤ͘ ͙ͫͭͪ͊ͤ: 
͎͙ͦͪ͊ͤΣ ͙͍͔͍͒ͯ͊͘;͙Σ 
͙͙ͤͫͭͭͯͼ͙͙Σ 
͙ͫͦͪ͊͋ͦͭͤͼ͙Σ 
͍͍͒ͦ͋͊ͯ͊;͙ ͙ 

ͦ͊ͤ͊ͭ͊͟͡͡ ͔͙͊͒ͤ͘ͼ͊  

  X   X X           

1.3 Determine the 
communication strategy, 

means and objectives 
мΦо ˻͔͍͔͒ͪ͒ͯ͊ͥ ͤ͊ 
͔͎͙ͫͭͪ͊ͭ͊ͭ͊͞ ͊͘ 

͙ͦͣͯͤ͊͟͟ͼ͙͊͞Σ ͔͍ͫͪ͒ͫͭ͊ 
͙ ͼ͔͙͡  

X X   X X X   X     

1.4 Gather and evaluate 
all the suggestions and 

recommendations in the 
plan to and from all the 
involved personnel and 

stakeholders 
мΦп ˨͊ ͔ͫ ͔ͫͦ͋ͪ͊ͭ ͙ ͒͊ 
͔ͫ ͨͪͦͼ͔ͤ͊ͭ ͙͔ͫͭ 

͔͙ͨͪͨͦͪ͊͟  ͙ ͔͙ͨͪ͒ͦ͘͡ 
͊͘ ͨ͊ͤͦͭ͡Σ ͒ͦ ͙ ͦ͒ ͙͔ͫͭ 
͙͔͔͙͙͊ͤͭͪͫͪ͊ͤ͘ ͙ͫͭͪ͊ͤ 

X X   X X           

1.5 Identify the target 
personnel and conduct a 

Training Needs 
Assessment (TNA) 

мΦр ˮ͔͙͒ͤͭͺ͙͍͔ͯ͊ͥ͟ ͤ͊ 
͍͔͙͔ͫͦͦ͒ͭͤͭ ͙͡ͼ͊ ͙ 
͍͔͍͔ͫͨͪͦ͒ͯ͊ͥ ͤ͊ 

  X   X   X X     X 



 

   

 

ͨͪͦͼ͔ͤ͊͟ ͊͘ ͔͙͔ͨͦͭͪ͋ͭ 
ͤ͊ ͦ͋ͯ͊ͭ͊͟  

1.6 Define the training 
modules that derive 

from the TNA procedure 
мΦс ˨͔ͺ͙͙͔ͤͪ͊ͥ ͤ͊ 
͙ͣͦ͒ͯ͡ ͊͘ ͦ͋ͯ͊͟ ͙ͦ͟ 
͙͔͎͍ͨͪͦͯ͊͊ͭ͘͡ ͦ͒ 
ͨͪͦͼ͔͒ͯͪ͊ͭ͊ ͊͘ 

ͨͪͦͼ͔ͤ͊͟ ͤ͊ ͔͙͔ͨͦͭͪ͋ͭ 
ͤ͊ ͦ͋ͯ͊ͭ͊͟  

  X   X   X         

1.7 Define a training 
team, the appropriate 
means and if necessary 

the partnering 
organizations for the 
elaboration of the 

training programmes 
мΦт ˨͔ͺ͙͙͔ͤͪ͊ͥ ͤ͊ 
͙ͭͣΣ ͍͔͙ͫͦͦ͒ͭͤ 

͔͍ͫͪ͒ͫͭ͊ ͙ ͒ͦͦͯ͟͟͡ ͔ 
͔ͨͦͭͪ͋ͤͦ ͔͙ͨ͊ͪͭͤͪͫ͟ 
͎͙ͦͪ͊ͤ͊͘ͼ͙͙ ͊͘ 
͙ͪ͊͋ͦͭ͊͘͟ ͤ͊ 

͎͙͔ͨͪͦͪ͊ͣͭ ͊͘ ͦ͋ͯ͊͟  

  X   X X           

1.8 Prepare the training 
programme in 

consultation with the 
respective 

working/steering groups 
and selected personnel 
мΦу ˽͎͍ͦ͒ͦͭͦ͊͟  ͤ͊ 

͎ͨͪͦͪ͊ͣ͊ͭ͊ ͊͘ ͦ͋ͯ͊͟ ͍ͦ 
ͦͤͫͯͭ͊͟͡ͼ͙͊͞ ͫͦ 
͍͔͙͔ͫͦͦ͒ͭͤͭ 

͙ͪ͊͋ͦͭͤͼ͙κ͍͍ͯͨͪ͊ͯ͊;͙͟ 
͎͙ͪͯͨ ͙ ͙͙͋ͪ͊ͤͦͭ͘ 
͔ͨͪͫͦͤ͊͡  

  X   X X X X       

1.9 Implement ways to 
reduce, reuse and 

recycle waste in your 
area of responsibility 
мΦф ˾͍͊ͦ͘͞ ͤ͊ ͤ͊;͙͙ͤ ͊͘ 

͍͔ͤ͊ͣ͊ͯ͊ͥ͡Σ 
͔͔ͪͯͨͦͭͪ͋͊ ͙ 
͔ͪͼ͙͙͔ͪ͊ͥ͟͡ ͤ͊ 
ͦͭͨ͊͒ͦͭ ͍ͦ ͍͊΄͊ͭ͊ 

ͦ͋͊ͫͭ͡  

X X   X     X   X   

1.10 Implement 
appropriate ways of 

dealing with healthcare 
waste that needs to be 

disposed of 
мΦмл ˾͍͊ͦ͘͞ ͤ͊ 

͍͔͙ͫͦͦ͒ͭͤ ͤ͊;͙͙ͤ ͊͘ 

X X   X     X   X   



 

   

 

͍͍͔ͫͨͪ͊ͯ͊ͥ ͫͦ 
͔͙ͣ͒ͼ͙͙ͤͫͦͭ͟ ͦͭͨ͊͒ 
ͦ͟͞ ͔ͭͪ͋͊ ͒͊ ͙͔͋͒ 
͙ͯͤ΄͔ͭͤ   

2. Record 
Keeping and 
Reporting 

нΦˤ͔͔ͦ͒ͥ 
͔͍͙͔͒ͤͼ͙͊͞ ͙ 
͙͍͔͍ͫͭͯ͊ͥ͊͘  

 

 

 

 

 

 

2.1 Ensure that the 
documentation relating 
to the storage, transport 
or disposal of waste are 

properly filled in and 
kept in records available 

for audit  
нΦм ˨͊ ͔ͫ ͙͎͙ͦͫͯͪ ͔͒͊͟ 
ͼ͔͊ͭ͊͡ ͔͒ͦͯͣͤͭ͊͟ͼ͙͊͞ 
ͦ͊͟͞ ͔ͫ ͔͍ͦ͒ͤͫͯ͊ ͤ͊ 
͙͔ͫ͊͒ͪ͊ͥ͟͡Σ ͭͪ͊ͤͫͨͦͪͭ 
͙͙͡ ͙ͯͤ΄͍͔ͭͯ͊ͥ ͤ͊ 
ͦͭͨ͊͒ͦͭ ͔  ͼ͔ͦͫͤ͊͡ ͙ ͔ͫ 
;͍ͯ͊ ͍ͦ ͔͍͙͔͒ͤͼ͙͊ͭ͊͞ 
͒ͦͫͭ͊ͨͤ͊ ͊͘ ͔͍͙͙ͪ͊͘͞  

  X   X   X         

2.2 Approve documents 
for adequacy prior to 

issue  
нΦн ˻͍͔͒ͦ͋ͪͯ͊ͥ ͤ͊ 
͔͙͔͒ͦͯͣͤͭͭ͟ ͊͘  
͔͍͊͒͊ͭͤͦͫͭ͟  

  X   X   X X       

2.3 Review and update 
as necessary and re-
approve documents 
нΦо ͔͎͔ͨͪ͒͡ ͙ 

͙͔͊͗ͯͪͪ͊ͥ ͦͯ͟͟͡ ͔ 
͔ͨͦͭͪ͋ͤͦΣ ͙ ͍ͨͦͭͦͪͤͦ 
͍͔ͦ͒ͦ͋ͪͯ͊ͥ ͤ͊ 
͒ͦͯͣͤͭ͊͟ͼ͙͊ͭ͊͞  

  X   X   X         

2.4 Ensure that changes 
and the current revision 
status of documents are 

identified 
нΦп ˻͙͎͍͔ͫͯͪͯ͊ͥ ͔͒͊͟ 
͔͙͔ͨͪͦͣͤͭ ͙ ͔͍͙ͭͦͤͦͭ͟ 

ͫͭ͊ͭͯͫ ͤ͊ 
͔͙͒ͦͯͣͤͭ͟ͼ͙͊͊ͭ͊͞ ͔ͫ 
͙͔͙͒ͤͭͺ͙͍͙ͯ͊ͤ͟  

  X   X   X X       

2.5 Ensure that relevant 
versions of applicable 

documents are available 
at points of use 

нΦр ˨͊ ͔ͫ ͙͎ͦͫͯͪ͊ ͔͒͊͟ 
͔͔͍͙͔ͪ͊ͤͭͤͭ͡ ͍͔͙͙ͪ͘ 
ͤ͊ ͔͒ͦͯͣͤͭ͊͟ͼ͙͊ͭ͊͞ ͔ͫ 
͙͒ͦͫͭ͊ͨͤ ͤ͊ ͔ͣͫͭ͊ͭ͊ ͤ͊ 

͔ͯͨͦͭͪ͋͊ 

  X   X X X         

2.6 Ensure that 
documents remain 
legible and readily 

identifiable 

  X   X   X         




