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Complying with Waste Management Legislation
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1.2 Usea
methodology to
identify and
have access to
waste
management
legislative
requirements
related to the
organisation's
waste
management
activities
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1.3 Determine
how waste
management
legislative
requirements
apply to the
waste
management
activities of the
organization
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1.4 Determine
any new waste
management
legislation
relating to the
waste
management
activities of the
organization
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1.5 Determine
the relevant
waste
management
legislation
applicable to
the
organization
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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
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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
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1.9 Determine
the waste
Management
issues
associated with
abnormal and
emergency
situations
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1.10 Identify
the reasons for
maintaining an
awareness of
waste
management
legislative
requirements
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2. Manage
compliance

21 Usea
methodology to
evaluate
compliance
with the waste
management
legislative
requirements
of the
organization
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2.2 Evaluate
the
organisation's
compliance
with the
applicable
waste
management
legislative
requirements
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2.3 Establish
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ensure
compliance
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2.4 Propose
options for the
management of
wastes to
ensure ongoing
compliance
with waste
management
legislation
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2.5 Identify
support
requirements
for those
working for or
on behalf of the
organisation to
ensure
compliance
with waste
management
legislation
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2.6 Identify
the
consequences
associated with
breaching
waste
management
legislation
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2.7 Determine
the reasons for
evaluating
compliance
with waste
management
legislative
requirements
of the
organization
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2.8 Determine
the different
methods
available for
evaluating
compliance
with waste
management
legislative
requirements
of the
organization
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control
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2.10 Describe
the process for
identification
and
implementatio
n of corrective,
preventative or

improvement
actions
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2.11 Describe
the different
methods
available for
ensuring
ongoing
compliance
with the waste
management
legislative
requirements
of the
organization
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3. Communicat
e, use and
record data
and info
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3.1 Engage
interested
parties in the
evaluation of
compliance
with waste

legislation of
the
organization
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3.2 Record
the results of
the evaluation
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3.3 Communi
cate the
outcome of the
evaluation to
the people
responsible in
the
organization
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3.4 Engage
interested
parties in the
process of
ensuring
ongoing
compliance
with waste
management
legislation
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3.6 Communi
cate any new
waste
management
legislation to
the person/s
responsible for
ensuring legal
compliance
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3.7 Determine
the key internal
and external
interested
parties relevant
to the
organization
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3.8 Identify
how to access
sources of
additional
information
and expertise
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3.9 Describe
how to identify
and engage
interested
parties in the
process of
identifying and
evaluating
compliance
with waste
management
legislative
requirements

oddp ¢

e ” - e ot
T %

o " h T X

0o




3.10 Describe
methods for
communicating
the outcome of
evaluation of
compliance
with waste
management
requirements
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3.11 Determine
how to record
your findings in

a suitable
format
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Contribute to the Development of an Environmental Management System
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5. Contribu
te to the
Developmen
t of an
Environmen
tal
Managemen
t Systentor
the HCWM
function at a
healthcare
facility
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review of the
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management
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healthcare
facility
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1.3 Evaluate
the
environmental
aspects and
impacts arising
from the
management
of healthcare
waste
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1.4 Assign
responsibilitie
s for the
protection of
the
environment
relating to the

management
of healthcare
waste
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1.5 Regularly
review
environmental
performance
of the HCWM
function, in
line with an
EMS
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targets to
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continual
improvement
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1.7 Describe
the types of
environmental
management
systems (e.g.
formal,

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

1.9
n s e t

-~

i e

A
*

c
h m x h m
h

o
|
m
<
?

.o h -~ —

HCWM
. X e C

JR— *

1.10 Determi
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difference
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aspects and
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1.11 Identify
the gandards

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

function
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2.2 Develop
and/or
regularly
review the
relevant EMS
documentatio
n for
operational
control of the
HCWM
function
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2.3 Develop
and/or
regularly
review an
environmenta
| audit for
monitoring
healthcare
waste
management
in line with
the EMS
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2.4 Identify
and
document the
environmenta
I
improvement
s which can
be made in
relation to
healthcare
waste
management
activities
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2.5 Ensure
all plans and
procedures
you produce
are in line
with the
overarching
environmenta
| management
aeaitsSyg
objectives and
targets
2.5

DIE
*

* <

- -

3
[}

* -

-~ -~

m h e

2.6 Conduct
a training

needs analysis
2.6 ¢ h o

-~ -~




2.7 Impleme
nt a training
and
awareness
raising
programme
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of the
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training and
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raising
programme
HOY

c ho ¢ . €
h TX

J

N

c o e X

e

-

m m t

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

2.9
Se he

m X




2.10 Identify
the
environmenta
| impacts of
healthcare
waste
management
activities
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2.11 Describe
the potential
benefits of
implementing
an EMS

H®PMM C
c ot e(.;

t * o
c h

*

—~

a C a

T EMS

2.12 Describe
the criteria for
setting
SMART
targets
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3.2 Ensure

| any resources
which may be
required by
the EMS
Management
Team are in
place and
available
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3.3 Maintain
all records
required for
the EMS

3.4 Attend
meetings
relating to the
EMS
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3.5 Before
conducting
your
environmenta
| review, let
employees
know what is
happening
and
encourage
them to start
thinking
about the part
they can play
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3.6 Commun
icate with
employees
(e.g. using an
environmenta
| notice board,
internal
memos,
meetings,
intranet, team
briefings and
letters)
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3.7 Ask
employees for
their ideas
and ensure
that these
ideas are
acknowledged
and are not
ignored
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3.8 Be open,
let employees
know that
some
decisions are
not set in
stone
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3.9 Provide
feedback both
good and bad
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3.10 Make
sure staff
understand
and support
any
procedures
introduced as
part of the
EMS through
suitable
training
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3.12 Determi
ne how to
effectively
communicate
information
relating to the
EMS to other
staff
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top-level
commitment

odmo {1~

X t h *
Ce

4 <
com t
o ~* e ~ —
e )

* e

3.14 Describe
the benefits
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3.15 Identify

methods to
secure top
level
commitment
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Work in
a
manner
which
underpin
S
effective
performa
nce

4.1 You
recognise
changes in
legislation
promptly and
adjust plans
andactivities
accordingly
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them improve
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4.4You
identify and
raise legal
compliance
concerns
4.4

4.5 You show
sensitivity to
aidl 1 SKs
needs and
manage these
effectively
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4.6You
encourage
others to
share
information
and
knowledge
within the
constraints of
confidentiality
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4.7 You are
vigilant for
potential risks
4.7
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4.8 You make
appropriate
information
and
knowledge
available
promptly to
those who
need it and
have a right to
it
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1.3 Sugges
t
person
nel
require
ments
which
meet
organis
ational
needs
and
legal
require
ments.
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contributions to
relevant people
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1.5 Consult with
relevant people
on personnel
requirements in
a timely and
confidential
manner
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2.3Make
suggestions for
the selection of
personnel
which are
based on
objective
assessments off
the information
against agreed
selection
criteria.
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2.4 Make
suggestions for
selection which
are clear and
accurate
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2.6Handle your
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EQF . . °

“

EQF Credit Value:
EQrh =  te~” h

-

Assessment

Criteria

. h t h
m c 5 . < 4

a B

Learning
Outcome

A~

g S o e e X
<

-

4.8 Specify
why conflicts
of interest
can arise
between
external
contacts and
the business
ney

m C C

<

1

c

@

.
e

~

Q&A
Q&A
Simulation

~

~

Observation

h x

-~

t

Witness Testimony
Product Evidence
Reflective Account
Practical Exercise

(o]

Assessor Statement
PhotografyEvidence

J

Professional Discussion

-~

4.9 Define
what is the
scope and
limit of own
authority for
dealing with
external
relationships
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<
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e
<
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EQF Level:

c
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= : &, B8 5|28 |2, |3
EQF Credit Value: S o0 § 2 S| 8 E.er|®e
EQrh ° te~ h| -2 ( s (|7 2 B2 S 2
-~ 18 g B =o' |5 |¥|p.]OQ |
. Assessment | £, | 8 B 3 o = - .| 2 = 2 9 3
Learning o L*1C0Q g & 7 3} 5 | 9 x| & O
Criteria Q¢ s | = % S5, © . o> =
oweome | T w0 @ 1B JEIIE2. B2 E 8
"mec 9 o < h "é = D-onisgqi.o'
X i t o I 3
g < o e . e X . " ,
4.10 Outline
what
methods of
communicati
on are
available to
suit
individual
needs
némn _ . X X
e ” 0
a o_° '
0O a X e '
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" om ; ~ Cc €
" omt €
L.
n<1 ocmt
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4.11 Present
what the
relevant legal
and
regulatory
requirements
are.
4.11 X X
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EQF Level:
EQF 0

* -

EQR h |

EQF Credit Value:

t e

> h

-

Learning

Outcome
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Assessment

Criteria
h t h
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0€<ex
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Observation

Q&A
Q&A
Simulation

Professional Discussion

Witness Testimony

Product Evidence

(o]

Reflective Account

-~

-~

Assessor Statement

e

X

h

t

o

PhotografyEvidence

Practical Exercise

4.12 Outline
what
methods of
motivating
people to
use

n ®mvH

1

e ” X &

<

4.13 Define
what the
2NHBIF YA
S reporting
procedures
are.

4.13

Conducting a healthcare waste management audit anépceptance auditinfpr
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EQF Level:
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1. Plan an Audit & 1.1 Plan to conduct
Undertake a Pre | an audit within a
acceptance timely manner and
Desktop Audit with those
1.  ~Te er” responsible for the
h 7 77 twaste management
otc ™ .ex 7 function X | x X | x| x| x| x
m t oc —~
Tom_ . M®PM €
. cchh ~° .
< % < e h a e o
mc h o "X
h — 0t
1.2 Inform relevant
stakeholders and
users of the purpose
of the audit
M®PH "e oh
- ,,‘ X X X X X X X
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1.3 Prepare audit
activities to meet
the specified
schedule, applying
suitable
methodology for
type of audit to be

conducted
Mmdo _°o° o
h< *.*_m
- ;*”eomt
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0 cC <*<"‘<e
h”’mcoh<*z
¢ ™ ¢ h~—
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a<to°o"o'
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1.4 1dentify all waste
management
policies, procedures
(SOPs) and training
programmes to be
reviewed during the
audit process
1514

” e t

?
™M
o
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<
m t
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1.6 Create an audit
plan which
identifies;

TWho will be
responsible for
the various tasks

9 The different
audit types

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

9 The stages in the
environmental
audit process

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

1 Those aspects o
the organisation
to be audited
and sources of

information
1.6. h h ™ i
c ~ (*a -
h —
S
.o~ ~
o -
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how o~
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1.7 Identify the
principles of good
auditor practice
1.7

” e t

e ~ c h e ¢
"o *h "™ h

c h ~ m

1.8 Determineyour
own level of
competence,
authority and
specialist knowledgg
base related to audi
and waste disposal
management within
your work area
M®Py Tho 7

m o c m t e o

0
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1.9 Describehe
types of waste to
whichindividuals
and the
environment may be
exposed to and the
acceptable limits for
exposure to

hazardous

substances
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1.10Describethe
range of methods of
waste management
their limitations and
appropriateness for
different waste
types within your
work practice
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1.11Describghe
risks associated with
the range of
hazardous and/or
special waste types
within yourarea of
work and their
associated risk
assessments
M®PMM c . m
h .
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1.12Describehe

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
M®PMH
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1.13Describghe
aims and objectives
of the audit trail and
how to elicit
appropriate
information from
relevant others,
reports, records and
other relevant

documentation
mMdmo ¢ m
I
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moo"< ;e:“

t'ﬂ
* - < *z
co ™ ™" to
C*
mo o * t e ™
- <
o X et ~

JR— <

1.14Describe he
scope of the pre
acceptance audit
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2. Conduct an Audit

~

2. ¢ ho X

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
HOM .,
co® " to g t
Xx ¢ h X

ot c

~

3

(0] me o0 m

1
.

O e m t

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

H®H _ot h
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2.3 Confirm that the
systems of reporting
are operational and
effective

HdPoO ot h
® - m m t

T

mt x -

* - < -
X C 0 -

t e
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2.4 Confirm that
individuals' roles
and responsibilities
are documented ang
current, that all
users are aware of
their responsibilities
for waste
management, safety
andcontrol

Hdn ot h
X 7o ) t

o

0 0 o h e on

c O € ¢ M
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2.5Check all
documentation
relevant to the audit
is valid and meets
current legislation,
policies, protocols
and guidelines
H q)p _ h o .
e” ¢
"o X a et~

~ ~~ <~ ~

. ~ ol ~~~

2.6 Audit
compliance with the
appropriate
methodologies and
riskassessments

H®C
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_ < - *
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A
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2.7 Assess the level
and depth of waste
management user
monitoring and
determine whether
it is appropriate for
the situation

HPT _ho e,
m t c e ot
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T
mA’-‘ I e;
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o h m e 0
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X ¢ h ~ X o
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2.8Where
applicable, confirm
that personnel
monitoring systems
and environmental
monitoring are fully
operational
HPYy Jo_o
s m c ot
m m t a t

a o e t o h e




2.9 Confirm that
rules, procedures
and systems of worlk
are current, fully
operational and fully
compliant with
legislative and
organisational
requirements
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2.10Ensure a
compositional audit
is conducted

HdMnN 17
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2.11Ensure that
observation and
questioning of
healthcare staff is
undertaken during
the pre-acceptance
auditing process
H®PMM {7 m

e X

m C t X

. R ~

c h ¢~

h . —_— t
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2.12Ensure a pre
acceptance audit is

conducted
H®MH =M™
® * _c h
cr;_““""‘";
R
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2.13How to access
and record audit
findings accurately

~

HPMO 7 _ 0
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2.14Determine low
to evaluate
environmental
processes and
performance agains
the audit objectives

HoOMN ©h
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choge m t
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te ™t~

~

* -

o
o
®
o
3

2.15Describe bw
to evaluate audit
findings against the
audit objectives

cm m
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0 ¢ e X S |
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0o " eom e ~

2.16Describe bw
to evaluate
environmental
processes and
performance agains
the audit objectives
216 ¢ m 7

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

21717 m x t

e ™ - i t o

ﬁ
o
]
A

com e
< *

“ h ® e ’ a e t
<

h & t e ~
* <

h* 0 te™ 0 ]

3. Determinehow
to conduct the audit
trail to monitor the
critical factors in
waste management
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4. Describehe
importance of
assessing
compliance with
waste management
policy and
procedures and the
consequences and
implications of non
compliance
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5. Describe bw
waste streams
available to the
organisation apply
to your area of work
andhow to audit

their effectiveness
p C m e




6. ldentify who is
responsible for
conducting pre
acceptance audits

y et
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c h c°h “ i
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7. Describe bw
to undertake
guestioning of staff
in a manner which
does not lead the
individual to the
answer
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3.Use, record and
communicate data
and information
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3.1 Summarise the
data in the
appropriate manner,
highlighting
significant
information and any
recommendations
odm X a X h 1
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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
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3.3 Identify critical
groups who may be
exposed as a result
of non-compliance
with waste
management and
take appropriate
action

3.3
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A
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3.4 Agree a plan for
the implementation
of recommended
changes, based on
the riskassessment
of non-compliance
issues
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3.5 Discuss the
findings of the audit
with the relevant
stakeholders

odp 4, m__xT1
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mo o ° t e
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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
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3.7 Ensure an
introduction to the
pre-acceptance
audit report is
produced and meets
the Environment
1 3Sy O0eQa
requirements and
contain the
following
information;
a. 47 m
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M Name and
address of the

healthare
facility
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1 Name and job
title of the
auditor
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c o - c ]
* x ° t 6 h
1 Date the audit
started and

finished
q .o Tt o ¢
c O - e X
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*. ~ h r t
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1 Relevant
information
about the
facility
q o0 1 e
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e o ha™
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1 For each type
of healthcare
waste
generated, the
associated
hazards and
the quantity

generated
over a stated
period.
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h h
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0OCcC ®“meom
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t ot g
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1 Alist of

departments




and if they

were audited.
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3.8 Ensure gre-
acceptance
summary report is
produced which
provides an
overview of how the
healthcare
institution is
performing.
oy |7 m




3.9 Devise an action
plan stating how
each of the
recommendations
will be addressed,
ensuring that;
odgp 17 m
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~ 0 e e
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I actions are

clearly defined
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1 persons
responsible
for the actions
are identifies

<
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c o

N deadlines for
completion
are outlined
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3.10Ensure a pre
acceptanceudit

report is produced
which comprises the
following elements:
odmn 17 m
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c h a e
mo © h
m — e t
1 Report
introduction

ﬂ"emthx_c
. Itdl—

i *Summary report
of findings
1 ~om
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9 Action plan
where
appropriate
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moom "~ t

1 Completed
departmental
inspection
records and
consignment
paperwork
review records.
These may form
appendices to
the main report.
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9 Any other

)l

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.
t " h x
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3.11Ensure copies
of the final pre
acceptance audit
report is made
available to the
relevant
stakeholders
odmm |7 m
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3.12Determine he
contents of an
environmentalaudit

report
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3.13 Determine
how to identify
recipients/interested
parties for the
report.
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~ 0 .o m

> >
*
A
*




3.14Describehe
range of
stakeholders and
end users involved,
their information
needs, roles,
responsibilities and
capabilities
odmn c . m

L

o Ccm ot e
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o h m e C
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0 0 o h e o7
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3.15 Describehe
importance of
auditing at regular
intervals and
whenever an
adverse and/or
unexpected event
occurs within your
areaof responsibility,
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3.16 Describethe
importance of
retaining
documentation
pertaining to the
audit of waste

management
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h —~
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3.17 Describehe
current national
legislation,
guidelines, local
policies and
protocols which
affect your work
practice

obPmMT c m
a o0 a e t




3.18 Describehe
policies and
guidance that clarify
your scope of

practice,
accountabilities and
the working
relationship
betweenyourself
and others

omdpy ¢ m
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3.19 Determine he
information required
for the pre
acceptance audit
odmdg ~t _h
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3.20 Identify the
information required
to conduct the pre
acceptance audit

odPHAN "t b
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3.21 Determine
how to specify and
obtain any
additional audit
expertise required

oPHM "t b
- 0 o m
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3.22 Determine low
to define a suitable
level of liaison and
consultation with
interested parties
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- o 5 m
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3.23 Describe the
methods of liaising
with interested
parties
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3.24Determine fow
to access and recor
audit findings
accurately
0 PH N

A~
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3.25 Describe e
guidance and
relevant legislation
available for
conducting pre
acceptance audits
O@PHp {17 m
o - 0

m o]

-

h

-
~

e

-~

c
c

h

- *

4. Implement &
Review
Recommended
Changes to
Healthcare Waste
Management
System
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4.1 Monitor the
implementation of
recommended
changes against the
agreed timeline
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4.2 Managethose

| responsible for the

implementation of
recommended
changes
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4.3Ensure measure
are in place to
implement the pre
acceptance audit
findings action plan
and make the
necessary
improvements in
time for your next
audit.
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4.4Assign
responsibilitiesand
timescales to the
identified actions
and to ensure that
the action plan is
regularly reviewed
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4.5Ensure that the
relevant person is
informed when
improvements have
been implemented,
in line with the

action plan
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4.6 Ensure that the
next preacceptance
is planned for after
one has been
completed

4.6




4.7 Determine low
often your
organisation must
be audited and
whenthe audit is
due for renewal
nét |7 m
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4.8 ldentify who is
responsible for
developing an actior
plan for the pre
acceptance audit

findings

4.8
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4.9 Determine o

to access and recort

audit findings

accurately
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4.10Determine low
to access and recor
audit findings
accurately

naemn h

L <

“ 0 t o - e
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Work in a

manner which

underpins
effective

performance

~ t

m ™ a o0 X h q

5.1 Be assertive in
making decisions

pom x Tt
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5.2 Pursue
accountability of
staff for delegated
responsibilities

pdH 47 0m

<
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5.3 Reflect critically
on personal
achievements to
inform future
actions.
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9. Establish a 1.1 Ensure that the
strategy for the | organisational waste
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a waste line with National Waste
management Management Plans
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1.2 Identify the internal
and resource barriers to
change, and the
techniques that deal with
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1.3 Identify the
resources required for
the development of the
waste management plan
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1.4 Establish a time
estimate for developing &
waste management plan

meén _hoege e
h a t o o h

1.5 Identify theinternal
and resource barriers to
change, and the
techniques that deal with
these

Mbp . h o a . ®
. e th  “resource
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1.6 Determine where to
find information on
recycling and waste
disposal serviceis your
location
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1.7 Determine the
relationship with other
plans and policies
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1.8 Identify the
requirements for an
environmental permit or
registered exemption for
the storage or transport
of waste
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1.9 Describe he
structure and content of
a waste management
plan
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mo ° h > e ™~ t 1
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1.10 Determine te
importance of a waste
management plan
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X ¢ h ™ X | n

- - <

1.11 Describe in detalil
the elevant legislation
applicable to the
organization
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1.120utline the gneral
considerations when
drafting a waste
management plan
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10. Develop a
healthcare waste
management

policy
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2.1 ldentify sources of
information relevant to
healthcarewaste
management policy
development

Hdm " h 7 ox
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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

practlces
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2.3 monitor the way the
policy is put into practice
and provide support
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2.4 encourage a climate
of openness about
meeting and not meeting
the requirements of the
policy

2.4

2.5 identify and correct
any failures to meet the
requirements
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2.6 ldentify sources of

information and guidance

on how to reduce, reuse,

recycle and recover

waste
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*
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2.7 identify reasons for
not meeting
requirements and adjust
the policy to reduce the
likelihood of failures in
the future
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2.8 Describe the
purpose of a waste
management policy
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2.9 Determine the
information to include in
a waste management

policy
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Develop a
healthcare waste
management
plan
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3.1 carryouta
resource efficiency
assessment in yowarea
of responsibility

(0]

3.2 Conduct an
assessment of current
waste management
practices
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c ho ¢
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3.3 develop plans for
the effective utilisation or
disposal of waste in
accordance with relevant
legislation and codes of
practice
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3.4 identify and

implement ways to
reduce, reuse and recycl
waste in your area of
responsibility
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3.5 identify and
investigate opportunities
for dealing with
biodegradable waste in
your area of
responsibility
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3.6 identify and
investigate opportunities
to recover energy and
produce fuel from waste
in your area of
responsibility
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3.7 ldentify any wastes
which have special

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

disposed of
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3.9 Identify the correct
methods of disposdbr
different types of waste
and the requirements for
pre-treatment
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3.10 implement plans
for the storage and
disposal of waste

odmn _ 7 o
. o~ m ~w hml
X e t x o €

3.11 monitor the
storage and disposal of
inorganic waste in
accordance with plans
and take appropriate
action if problems are
highlighted
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3.12 identify and
complete any necessary
records or
documentation relating
to the storage, transport
or disposal of waste
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3.13 Ensure the plan
includes measures to;
support its
implementation, raise
awareness, identify
economic incentives,
comply with all current
National and EU

regulations
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3.14 ensure that
environmental and health
and safety policies and
risk assessment

requirements are put intg
practice across your areg
of responsibility
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3.15 Ensure the plan
includes measures to;
support its
implementation, raise
awareness, identify
economic incentives,
comply withall current
National and EU

regulations
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3.16 Exercise authority
by identifyingand
assiging, where
necessary,
responsibilities

3.16

3.17 Assume
responsibility for
ensuiing thatthe waste
management plan meets
the current political
objectives for; waste
prevention/minimisation,
recycling/energy recoverny
and safe disposal optiong
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3.18 Assume
responsibility for
ensuring thatthe current
waste management
system addresses the
environmental, health
and safety issues in the
relevant area of the
waste management plan
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3.19 Set clear objectives
and quantitative targets
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3.20 Identify a
monitoring programme
to ensure objectives are
fulfilled
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3.21 Set measurable
indicators for monitoring
purposes
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3.22 Includean action
plan for meeting

objectives
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3.23 Describe nethods
of collecting data and
information
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3.24 Critically evaluate
the economic
consequences of
implementing the waste
management plan
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3.25 Describe vat
information is needed to
complete the waste
management plan
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3.26 Describe in detall
the relevant legislation o
regulations to be
considered when
developing the waste
management plan
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12. Effectively
engage and
communicate with
relevant
stakeholders
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4.4 Determinehow to
communicate effectively
with a variety of
audiences
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4.5 Describeghe
communication channels
used to inform, both
formal and informal
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4.6 Determine he
participants in the
planning process
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4.7 Provide full reports
about any failures to
meet the requirements of
the policy to the relevant
stakeholders
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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
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4.9 Exercise autonomy
by identifyingand
consuling withrelevant
stakeholders and get
agreement on the policy
prior to publication
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4.10Assume
responsibility for
ensuiing that the working
methods for the
management of waste
are established and
clearly communicated
ner _h Coa
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4.11Effectively
communicate the waste
managemenplan to the
relevant stakeholders
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4.12Engage all relevant
stakeholders
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13. Work in a
manner which
underpins
effective
performance
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5.4 Be assertive in
making decisions
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5.5 Pursue

accountability of staff for
delegated responsibilities
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5.6 Reflect critically on
personal achievements t(
inform future actions.

p(DO . h t p e

h ™~ " a m X i




Climate Change Adaptation
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14. Conduct 1.1 Identify the
Energy energy
Management | requirements of
of HCWM the organisation
Facilities and ensure that
MO _cho your energy
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cho o~ activities are
Ceh e based on an
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ot assessment of
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1.2 Identify the
full range of
energy and/or
water usage
control measures
and relevant
energy efficiency
measures which
will help meet
organisational
needsfor energy
management

1.2
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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
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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
mMmbdn {47 m
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1.5 Review
buildings and
facilities to
identify where
improvements
can be made to
energy efficiency
M dp h
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1.6 Identify
sources of energy
wastage at their
site and making
recommendation
to prevent
wastage
identified
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1.7 Define your
personal
responsibilities
and liabilities
under energy
management
standards and
policies
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1.8 Describe
the organisation's
policies for
energy
management
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1.9 Describe
best practice in
energy
management
M P d c.,m
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1.10 Describe
the importance of
implementing
sustainable
strategies for
energy
management

mMdmn ¢ 1
“ 2 e omt

a

*

<

mt h ™ t

X ¢ h

- -

e h -

1.11 Identify
sources of
renewable and
alternative
energy and the
importance of
making use of
these
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1.12 Describe
the factors to
take into
consideration
when reviewing
the energy
efficiency of
buildings and
facilities
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1.13 Determine
who is
responsible for
making decisions
regarding energy
management and
procurement
Md®mo {7
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1.14 Describe
why energy
management in
the workplace is
important
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1.15 Determine
how to keep up
with legislative
and other
developments
relating to energy

management
1.15
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1.16 Identify the
requirement for
organisations to
have a written
energy
management
policystatement
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e
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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
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1.18 Determine
how and when to
review the
applicationof the
written energy
management
policy statement
in your area of
responsibility and
produce/provide
findings to inform
development
1.18

1.19 Identify
sources of
specialist
expertise in
relation to energy
management
1.19
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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
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1.21 Describe
the sector
specific
legislation,
regulations,
guidelines and
codes of practice
relating to energy
management
M®PH M c
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1.22 Describe
why energy
management in
the workplace is

important
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15. Manage GHG
Emissions
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2.1 Specify the
potential benefits
to the

| organisation of

reducing
greenhouse gas
emissions
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2.2 Identify
opportunities for
reducing
greenhouse gas
emissions for the
organisation
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2.3 Develop
reduction
programmes that
aim to achieve
emission
reduction targets
in support of
organisational
sustainability

objectives
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2.4 Identify

which activities
under your area
of responsibility

release GHG
emissions
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2.5 Identify the
main types of
emission sources
under each scope
2.5
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2.6 Map out
activities
connected with
the operations of
your organization
that you do not
own or control,
under your area
of responsibility
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2.7 Outline and
implement a
method for
managing activity
data
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2.8 Identify
potential
emission
reduction
activities under
your area of
responsibility
2.8
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2.9 Identify and
report on a base
year

2.9
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2.10 Seta
reductiontarget
and choose the
approach to use
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2.11 Describe
the principles of
greenhouse gas

reduction
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2.12 Describe
why greenhouse
gas reduction is
important to the
environment
H®OMH ¢
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2.13 Define the
legislation,
industry
standards, and
voluntary codes
that support
greenhouse gas
reduction
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2.14 Describe
how the
economic, social
and
environmental
principles of
sustainable
development
supports the
need for
greenhouse gas
reduction
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2.15 Describe
how greenhouse
gas emission
reduction

supports climate
change mitigation
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2.16 Determine
climate change
projections linked
to greenhouse
gas emissions
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2.17 Define the
sources of
greenhouse gas
emission data
including carbon
footprinting and
life cycle
assessment
2.16

x
x
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2.18 Determine
where to source
greenhouse gas
reduction advice
and support
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2.19 Describe
the opportunities
that are available
to support
greenhouse gas
reduction
H®Mmd c
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2.20 Describe
the importance of
integrating
reduction
programmes into
routine
organisational
activities
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16. Measure &
Report GHG
Emissions
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| GHG emission

3.1 Identify
which parts of the
organization neeg
to collect

information for

reporting

3.1
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3.2 Determine
the approach for
calculating GHG
emissions
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3.3 Collect

activity/emissions
data
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3.4 Analyse data
to determine
greenhouse gas
emission levels
for the
organisation
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3.5 Measureand
calculate indirect

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

3.6

c ho X
€« -
e ~ ~ ~—

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

odT _omt

e ~ h ~ t
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3.8 Describe the
existing measures
and reporting
schemes for GHGC
emissions

0 (D y c m

[ *

comto




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

reporting

3.9

noT e t
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3.10ldentify the
scopes for

categorizing

activities which
release emissiong
3.10
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3.11ldentify the
approaches for
measuring GHG

emissions

3.11

n - e t
L *o R
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3.12Describe the
importance of
implementing a
quality
management
system for
emissions data
measuring and
reporting

0 PMH ¢

e ™ ~ > a o |

1
1

<
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m t x
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3.13Determine
emission
reduction
activities
3.10
) " h . "X 3 i

- t e om
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3.14ldentify non
Kyoto GHG
Emissions

3.14

n s et

e "non-Kyoto

~
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3.15Describe
why you should
choose and
report on abase
year

odmMp ¢

0o t o




3.16Describe the
benefits of having
emissions data

verified
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e "~ ch*°0‘
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cotﬁh*xh
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<a:m*_~ ‘
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3.17Determine
when you may
need to consider
recalculating your|

base year
emissions
odmT ~t
o "to a o
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3.18Describe th
GHG Accounting
and Reporting
principles
odmMy c T
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e
m t -
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3.19Describe the
recommended
approach for
setting and
achieving a
reduction target
obPmd c
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3.20Determine
the
recommended
supporting
explanations for
GHG emissions

reporting
odHAN _© |
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D
'a“r; -t
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17. Manage

Adaptation to

Climate
Change

nos”® ~ct
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o e
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c h o a e
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*
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4.1 Investigate
the likely impacts
of environmental
change on
organisational

| activities
ném "mec |
e ” ~(h0
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;hoa<e*t
’ note"t
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- t e om
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4.2 Quantify the
risk posed by
climate change
projections to

determine
organisational
vulnerability
nouw - "
h . ot
~ a~tm
c_h ; a e B
X t h - )
o h . e ' -




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

ndo = N
c ot ee

+ *

4.4 |dentify
potential
adaptation
opportunities for
the organization

non " h
e ~ a o’ e o
s c ot e

+ *

4.5 Evaluate and
prioritise
potential
adaptation
opportunities

nop ho ¢

- <

c h o he ™t
ao’eomt
c ot e




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

noc _~
mt h ™ t 7

O ~

a o’ e omt
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4.7 Maintain a
risk register in
support of
adaptation, under
your area of
responsibility

notr " h”
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4.8 Describe the
principles of
adaptation
naoy c. . m

c h e ¢ ¢

m’-‘mctm -




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

n cp(p o¢coom
o o e o0 °

~ RN

co " " h >’ x
~ a ™ tm

c h o a e
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4.10 Describe
how the
economic, social
and
environmental
principles of
sustainable
development
supports the
need for
adaptation to
climate change
nomn c

~

mh(" e ~
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- co*;h
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4.11 Describe
environmental
change
projections linked
to climate change
ndémm ¢
c h o a e t

ote™ t
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m h ® e ~

c o h =™ e
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4.12 Determine
how to quantify
the risks
associated with
climate change to
determine
organisational
vulnerability
4.12
e

~

*

o h ~ e
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4.13 Describe
how
organisational
adaptation can
limit the impact
of climate change
ndmo ¢ 1

0o
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4.14 |dentify the
drivers and
barriers for
organisational
adaptation

4.14

” e t
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4.15 Determine

the sources of

climate change

advice and

support

4.15
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4.16 Identify the
adaptation
opportunities
that are available
to the
organization

4.16
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4.17 Determine
how to evaluate
and prioritise

adaptation
opportunities
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18. Use, record
and
communicate
data and
information

p .0 h m t

A
T
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7""[06

5.7 Communicat
e to others,
including end
users, the
benefits of
supporting
energy efficiency
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m o ® h x
s
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5.8 Communicat
e to decision
makers the long
term benefits of
making
improvements to
energy efficiency
of buildings and
facilities

r
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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
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5.10Gain

approval and
support for the
reduction
programmes
from decision
makers
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5.11Monitor and
report on the
implementation
and achievement
of the reduction

programmes
pep .7
. P —
r;ct:(; " ox
om;<”‘h.
;”’ ch(; h
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5.12Communicat
e achieved
emission
reduction to
stakeholders

.0 ax e c
m o ~ T
C<
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5.13Communicat
e the benefits of

adaptation
strategy to
stakeholders
5.7
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5.14Prepare
reports within the
required
timescale and
present them in a
format which is
suited to the
needs of the

reader
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c h : e t
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5.15Ensure that
the arrangements
for the
dissemination of
the reports meet
organisational
requirements

pep 47 M
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5.16 Encourage
feedback from
interested parties
on thereport
contents and its
value
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5.17 Ensure that
systems are in
place for effective
monitoring,
measuring,
implementation,
andtesting and
reporting of
energy
management
performance in
your area of
responsibility

podmm 17 1

om X h
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X
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mrw&tmmnmt
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5.18 Communic
ate to others,
including end
users, the
benefits of
supporting
energy efficiency

5.12
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N
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5.19 Describe
how to

communicate the
need for

adaptation
p&dmo 17 1
- 0 o T
_o a_x e c |
c_o t h 5 ;
c h ~~ (; ®
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5.20 Describe
the process for
measuring and
reporting GHG
emissions

pdmn ¢
c ho ¢ mo t
a h i

< <

a m t
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5.21 Determine
the organisational
systems for
reporting and
communicating
environmental
information
5.15
A

L < -
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5.22 Describe
where to find the
relevant emission
factors for
activities under
your area of

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

podmT c
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~
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mt e ™ ™h




5.24 Describe
how to establish
systems for
monitoring,
measuring and
reporting on
energy
management
performance in
your area of
responsibility
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5.25 Describe
convincing
methods of ~
communicating
to decision
makers the
benefits of
making
improvements to
energyefficiency
poemdp ]
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19. Work in a

6.1 Be assertive il

manner | making decisions
which
underpins
effective c oM x ° X X x | x
performa | ~. _ h
nce - -
co - "o "0 e mx "
e o e . To = —x
“me o > f -
- | 6.2 Pursue
- %« | accountability of
T staff for
delegated
responsibilities
c OH . h m | X X X X
o c hu o "o
m o o * 0 |
R
e ~ ° "‘< : e (; T
6.3 Reflect
critically on
personal
achievements to
inform future
actions.
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Learning Outcome

Assessment Criteria

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

*

3
Tt o o o.

2 T O =T

Jo * o oheomt

1.1 Evaluate available
information and consult with
others to prepare a realistic
budget for the respective
area or activity of work
mdm _hoeg¢ e
e . oha®g

oemx ~t h * i n

J— %

- q

*

c o oto ~ e

* -

P oA “ h
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1.2 Obtain and evaluate the
available information in order
to be able to prepare a
realisticbudget

M®bH Jo 7 TP

*omt"ce*t( e
'h”‘e*e"' .o (O
c o ot h T g

+ o x < <

1.3 Consult with others in
preparing a budget

M Do .0 emx "t h 1
" h x t s c o
éxg t

<

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

mbdn | m_xm

c h o] o h [«
*x g9 tot m o X §
oetho ™ h=™™t

J— %

—x - e - t oh
— 1 * . —
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1.5 Actively monitor and
control performance for a
defined area or activity of
work

Mcbp s t e o X
0o et




1.6 ldentify any variances to
the agreed budget

mMmdc 7 t X
m o~ ~ “ h ¢
co”® " h” Fx g9 ot

* <

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 therelevant people if

required
n ~
M®T S8t
c h . e t o n
* 1k *
e m o c "ER T c
< - = <
T x 9 t h * e o
m m x o o3
o h h =~ “ o ¥
— 2
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.
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1.8 Agreeany revisions to
the budget and communicate
the changes

—~

Moy . ° mx,
h . —_— e—, +
mooc "t x i e 1
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1.9 Provide regular
information on performance
against the budget to other

people

MCDCb l_('x""heo
e ” e oha®™g
;xugtoz e"“°h

1.10 Ensure systems and
procedures for identifying
and managing fraud are in

place
M DM m X h x -
cho g " xh © 1
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1.11 Evaluate current
budget performance and use
the data to enhance and
inform future budget
development

Mdmm _hoe, e __

<

~

aoa(et”'"“e”’t"‘ Y
* X 9 tot . o h
co*”‘toe* -

*e‘oha*h*i( ©
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1.12 Submit the proposed
budget to the relevant people
in the organisation for
approval and to assist the
overall financial planning

process

MPMH Jomt ™ x
c h " "o Fx g9 ot
mo;)"‘ <;e t<("
o h "'; "'*e ~ot
o’(')':“h;( ”'i:

c "otN e‘ém

1.13 Discuss and, if
appropriate, negotiate the
proposed budget with the
relevantpeople in the
organisation and agree the
final budget.
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1.14 Use the agreed budget
to actively monitor and
control performance for the
respective area or activity of
work.
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1.15 Propose revisions to
the budget, ifnecessary, in
response to variances and/or
significant or unforeseen
developments and discuss
and agree the revisions with
the relevant people in the
organisation

h D SN ~
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1.16 Provide ongoing
information on performance
against the budget to
relevant people in your
organisation
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1.17 Advise the relevant
people as soon as possible if
you have identified evidence
of potentially fraudulent
activities

1.1740 _o 7 x a
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1.18 Identify the relevant
factors, processes and trends
that are likely to affect the
setting of budgets iyour

industry/sector.

Momy "o et
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1.19 Describe the purposes
of budgetary systems.

~

mMmdgp ¢, m e c

Tx 59 t™*he ot m
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1.20 Explain where to get
and how to evaluate the
available information in order
to be able to prepare a
realistic budget.

 —-

MPHAN me x
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1.21 Explain the importance
of spending time on and
consulting with others in
preparing a budget.

A ——

MOHM me x
> eomt ™ o * t
h a 0 e m X
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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.

M®PHH ¢ m 7
® m X t h s "o
c ot h * ¥ x 9
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1.23 Explain how to use a
budget to actively monitor
and control performance for
a defined area oactivity of
work.
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L * —_ J—

A




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

M®PHN 7 T mex
— e t ¢ h .
* - * < x*
e m o " m x S B
< . -

kol et o

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

F —
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1.26 Explain how
unforeseen developments
can affect a budget and how
to deal with them.

A ——

M®OHC | me x
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< < - x e

e "mt¢t ™~ e t a o’
. <

*x g9 tot -

m o t o~

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

MOHT 7T "mex
> eomt ™ o "

e choa(e o]
c h e m X | e 1
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1.28 Explain the importance
of providing regular
information on performance
against the budget to other
people.

MOHY T T " mex
o “ 2 eomt ™ o]
0'5' .oE '.*X wi g

* * %

e o h a c
c h o h

< . * <

Fx g9 tot

1.29 Explain types of
fraudulent activities and how
to identify them.
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- o % <
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1.30 Explain the importance
of using the implementation
of the budget to identify
information and lessons for
the preparation of future

budgets.
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1.31 Explain how to
evaluate available
information and consult with
others to prepare a realistic
budget for the respective
areaor activity of work.
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1.32 Explain how to submit
the proposed budget to the
relevantpeople in the
organisation for approval and
to assist the overall financial
planning process.
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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.
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1.34 Explain how taise
the agreed budget to actively
monitor andcontrol
performance for the
respective area or activity of
work.
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1.35 Explain how to identify
the cause®f any significant
variances between what was
budgeted and what actually
happened and take prompt
corrective action, obtaining
agreement from the relevant
people if required.
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1.36 Explain how to propose
revisions to the budget, if
necessary, in response to
variances and/osignificant

or unforeseen developments
and discuss and agree the
revisions with the relevant
people in the organisation.

mdoc {7 m  ch
T a e "o c T
: X 3( t :) t *Z o 0
c ot ;1 *eo ¥ -
he o~ —
~ e c¢h -
m’“x DX . i - o
mo o * ’ t e t T~
(0] h - e < - *G : - t
. o ' X *3< t o ;
1.37 Explain how to provide

ongoing information on
performance against the
budget to relevant people in
your organisation.
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1.38 Explain how to advise
the relevant people as soon
as possible if you have
identified evidence of
potentially fraudulent

activities.
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1.39 Describe actors,
processes and trends that are
likely to affect the setting of
budgets in your

industry/sector.

mMmdodp ¢, m e~
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1.40 Describe the area or
activity that the budget is for.
mdénn ¢ m e~
- t eomt ™ o
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1.41 Explain the vision,
objectives and operational
plans for your area of
responsibility.
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1.42 Explain the budgeting
period(s) used in your
organisation.

MdnH 7T "mex
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1.43 Describe organisationa
guidelines and procedures fo
the preparation and approval
of budgets andor

monitoring and reporting of
performance against budgets
and revising budgets.
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1.44 Describe the agreed
budget, how it can be used
and how much it can be

changed without approval.
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1.45 Describe the limits of
your authority.
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1.46 Explain how to gather
information from
implementation of the
budget to assist in the
preparation of future
budgets.
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2. Make
recommendations
for the use of
resources
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2.1 Give relevant people the
opportunity to provide
information on the resources
needed
HDM o m o o . X

A

*

e o h a c
o] a m c ot |

J— % %

2.2 Ensure that your
recommendations for using
resources takeaccount of
relevant past experience X
H ®H i m o x h . t .

c h c o h ™

<

P
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h m x h m t
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2.3 Identify team objectives
and agency policies regardin
the use of resources

"

H®o "7 et

G(’“*t< e ™ t‘*ac
co"*t* i e ~
o h m t i e ™ f
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2.4 Identify agency
procedures for making
recommendations on the use
of resources

Hépn 7 et
choe‘°xh t(l e_”
o c h ™ <;< c h
o h mt"i e ™

2.5 Renegotiate the
allocation of resources
where necessary

H ch _ h .. 0 . h

h 0 " oe e

A
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2.6 Ensure that your
recommendations take
account of trends and
developments which are likel
to affect the use of resources

Hdc 4 m _ om
~or t c h c o
m a t - o t h :
m X X i t Z_
o " e m x ot e ~
h m x h m t

2.7 Ensure that your
recommendations are
consistent with team
objectives and agency

policies.

HDT m X h t

c h c oh ™ m

m o c — ot e ™

c o 7T ot i S e ™

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

Hch ,,.“<.<t(
ch<coh’“ o]
e cot(ee ™ T4
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0;( X oot m o
X ¢c ot h o e "~ h
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2.9 Present your
recommendations in an
appropriate and timely
manner to the relevant

people
H (D(*) h ’ e t h 1

c h c oh ™ e n
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2.10 Explain how to give
relevant people the
opportunity to provide
information on theresources
the worker's team needs.
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2.11 Explain how to make
sure that their
recommendations for using
resources takeaccount of
relevant past experience.

2.12 Describe team
objectives and agency policie
regarding the use of

resources.

HPMH ¢ m e~

t aot co 7 ot
. e ¢ *”'t”' ' o}
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2.13 Describe agency
procedures for making
recommendations on the use
of resources.

HdM™MO c m e

2.14 Explain the importance
of effective management of
resources to agency

performance.
HdmMnOD ¢ m e~
“me o x ¢ h "~
h m x h m t

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

HcDMp Lc*m e
t e o

< v — % .
~

X ¢ h ~ X i m o

2.16 Describe possible
corrective /altering activities.

~

H®dPmMcC ¢ m e g
o h t e KC¢ h
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- t e omt

-

2.17 Describe bw to modify
the use of resources

H®MT ¢ m™ 7
o h m t i t o e
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2.18 Describe bw to
renegotiate theallocation of
existingresources
HPMY c m

[

c h o] “ h "~ o [

< ot -

comto - t h
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2.19 Explain how to make
sure that their
recommendations take
account of trends and
developments which are likel
to affect the use of resources
HPMg 7~ " mex ]

L -

2.20 Explain how to make
sure that their
recommendations are
consistent with team
objectives and agency
policies.
H®dmMn
om x h ~ t - 1

x 1 < < —

" me Xx
c h c o h ™ m

c
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2.21 Explain how to indicate
clearly in their
recommendations the
potential benefits they expect
from the planned use of
resources.
HO®OHM
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c ot e ¢ e
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2.22 Explain how to present
their recommendations in an
appropriate and timely
manner to therelevant

people.
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e ” mo o * t e




3. Contribute to
the control of

resources

od h "o e
0 t:t h o ™
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<
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3.1 Give relevant people
opportunities to take
individual responsibility for
the efficient use of

resources

odbm 17 & m
e ” mo o * t e t
c h : a’:’:t r;o
o"'j;H(;heomt

o h m t i e

3.2 Encourage others to take
responsibility for the control
of resources in their own areg

of work

o®dH _oh % hx ~
o ch<“'<a”'i<
C oetho ™~ e 1
e e_"t”' o ™™ m

3.3 Ersure that your team
uses resources efficiently
and in a way which takes
into account thepotential

impact on the environment
odo .mox h » —

- ot t a
“ « . .
t e o h
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3.4 Continuously monitor
the quality of resources an
ensureconsistency in
product and service

delivery
odn .0 et e X
e ” R t o




3.5 ldentify problems with
resources promptly and
recommend corrective
action to the relevant
peopleas soon as possible

o®p xh S
e ™ cho*"(a* i
e ” h(a(eo
Ch(C;h"’;Xﬂ"’l
ch<coh”"_ ~
- t*“eomt*

3.6 Make

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

o®dc _h7

B CO"‘O'E‘hX -~
m o h m t x “
h m x h m t m
< * <z
e ” h a e o
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3.7 BEnsure that records
relating to the use of
resources are complete,
accurate and available to
authorised people only

odT 47 m om
c.. et
oh*mt(i(to
m oac’“(te*
°omt”’ce* m ~ a
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3.8 Explain how tayive
relevant people

opportunities to take
individual responsibility for
the efficient use of

resources.

od)y i "mexH"
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3.9 Explain how to
encourage others to take
responsibility for the control
of resources in theiown area
of work.

odgp T TTmex

o gh ™ *h ™"t Thox
ch<“'<a”'t o”'
oetho ™~ e ™ h
e L h % ot ¢

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

odmn 47 m 0o 77
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oet ™ t*h”' )
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mo a e “ ot -~
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3.11 Explain how tanake
sure that their team uses
resources efficiently and in
a way which takes into
account the potential
impact on the
environment.
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odbmMm
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3.12 Explain how to
monitor continuously the
quality of resourceand
ensure consistency in
product and service

delivery.

odmMH T T mex
oet*ex*h”’eo
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3.13 List the potential
environmental impact of the
resources being used.

odbmo ~ mt T e~
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mh<**e" o c
c h X coth S

3.14 List the problems which
may occur with resources an
how the worker can deal with
these.

odmn =~ mt e

a o’ .o m c 0 7
< p
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3.15 Explain how tadentify
problems with resources
promptly and recommend
corrective action to the
relevant people as soon as

possible.

odmMp 7T T mex
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3.16 Explain how tanake
recommendations for
improving the use of
resources in an appropriats
and timelymanner to the
relevant people.
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3.17 Explain how teensure
that their records relating
to the use ofresources are
complete, accurate and
available to authorised
people only.
oPMmMT
om

L <

h

-~ ~

h
t

m

< * <

4 *

m

*

0 t

<

4., Communication,
Involvement and
motivation
ne_oh~
’H“x - X o i

- — 1T e
a ot G
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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.

nom se
h m x h m t
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4.2 Communicate effectively
with team members,
colleagues and line manager

n®dH | _t _eo
m o ,"eo t :
o t a :

e < <

4.3 Develop and argue an
effective case for changes in
the management of
resources.
noo

~

~

e

@

L
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4.4 Provide current and

correct information about
performance against the
budgetto the relevant people

non . ) X
- tx<"‘e* . t o
*e o ha™ o -
c(h‘ o} a ™ em t<
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4.5 Enable people to identify,
and communicate the
resources they need

noép 1° a m X

4.6 ldentify trends and

developments which may
influence the future use of
resources and how to plan fo

these. X
noc "7 et

t h e T o m

ao) D o P T T |

X ¢c ot h
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4.7 Present information
clearly, concisely, accurately
and in ways that promote
understanding.

noT “meo ¥ 0 ¢
ch<'<°et h”’i<_e
e oha"'*c t
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4.8 Use communication
styles that are appropriate to
different people and

situations.

n cpy ~coth o §
o axe . e X - |
mo o © t e -
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4.9 Maintain accurate

records on the use of

resources

I_I CDCb ) L4 . .o . X ) L
. F o .

h m x h m t

4.10 Monitor and controlthe
use of resources to maximiseg
efficiency, whilst maintaining
the quality of products and
services

némn ~ch ™ x
e ~ h m x h m t n




4.11 Explain how to analyse
the use of resources in the
past, andutilise the results to
make recommendations on
more effective use of
resources in the future.
ndémm 4~ m 0

~ o~ . h ~
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h m x h m t

4.12 Explainhow to
communicate effectively with
team members, colleagues
and line managers.

noému 4~ m o ¥

1
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4.13 Explain how to develop
and argue an effective case
for changesn the
management of resources.

ndmo {1° m o077
h o~ - ” -
c h o a e o] X C
h m x h m t
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4.14 Explain who needs
information in your
organisation about
performance against your
budget, what information
they needwhen they need it
and in what format.

ndmn {4 m o
A S o h e
c ot h * e c o




4.15 Explain how to enable
peopleto identify and
communicate the resources

they need.

némp 4 m o F7
0 o "ao’ X - e
ct: co'e":t h n
a<m coth ':":9
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4.16 Describe the trends anc
developments which may
influence the future use of
resources andhow to plan for
these.

ndémc {1~ m
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m Tx - X S o]
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e h m x h m t
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4.17 Describe how to
present information clearly,
concisely, accurately and in
ways that promote
understanding.
ndémrt ¢ m e
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4.18 Describe how to use
communication styles that are
appropriate to different
people and situations.
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4.19 Explain the importance
of keeping accurate records
on the use of resources.
nomao c. . m e
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4.20 Explain how to monitor
and control the use of
resources to maximise
efficiency, whilst maintaining
the quality of products and
services.
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5. Work in a manner
which underpins

5.1 Show integrity, fairness
and consistency idecision
making.
p®m
me omt
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"o e m x i t
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effective

performance
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5.2 Say no to unreasonable
requests
p ®H t
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e h ™ " x a e
<
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5.3 Act within the limits of
your authority.
p®o |

e ~

< -

0 t
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5.4 Make and implement
difficult and/or unpopular
decisions, if necessary

~ m e ¥ c
pon | .
mc h o ® t
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e cocx 7" he™ o]
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5.5 Respond quicklto crises
and problems with a
proposed course of action
p (Dp xh "o o *

h :

0o

c hoT™

5.6 Describe how to show
integrity, fairness and
consistency in decisien
making.
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c o X - e t

; me omt _0 e
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5.7 Describe how t@ay no

to unreasonable requests.
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5.8 Describe how to act
within the limits of your

authority. ' | X X
poy ¢, .t

0 h * a t e

~" mt X i

5.9 Describe how to take ang

implement difficult and/or

unpopular decisions, if

necessary. ' | X X
pPdp ¢, "t
c h : a a
t < 1 —* * K * A* §
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5.10 Describe how to

respond quickly to crises and

problems with a proposed

course of action. X X
peémn ¢ "t
o ° 0 “ h ™ *h "o
cho® ™ a 0 n

5.11 Describe information

management.
p dPM M c m e ™ : X X
Xx ¢ h ™ X i e

e o ha®g t

5.12 Describe contingeney

planning. X X
podmH ¢t
e c h ® s

5.13 Describe problem

solving techmquesI. X X
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Contribute toContract Procurement & Management at a HCWM Facility
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EQF Level:

EQF Credit Value:

Learning Outcome | Assessment Criteria

Observation

Q&A

Simulation

Professional Discussion

Witness Testimony

Product Evidence

Reflective Account

Assessor Statement

Photographic Evidence

Practical Exercise




1. Prepare tenderg
and evaluate
tender bids in
compliance with
legislative and
organisational

requirements

1. o ° oto

._.e?.h -
cF}oC‘e*”‘
coex; t_

t e ” h (0
(; ";me;m
""oem t
oh_”'e ;C
. p oo

1.1 select atendering process
appropriate to the size and level of ris
of the contract in accordance with
organisational values, policy and lega
requirements

” ~
MCDM (h(t( t(e
mo o © t e ™ e ~ o T
o < . <
e ™ h s 0 m o -
o h ~ e * G h
. . c, .o
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1.2 prepare invitations to tender anc
circulate to potential contractors or
suppliers

co” oto e
M D H i o
e ™ t e * h “omt ~
c ot e G ~ e t

< C* * < *
"o':'m X ~
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1.3 establish relevant criteria for the
selection of potential contractors in

accordance with the values, policy an
legal requirement®f your organization

M Do omcomt ™ X i
h t h X a - *
. “<’x“’“;*z .o m o
h e omt t 5 c¢co 7
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1.4 evaluate potential contractors
who may be capablef meeting the

criteria against the selection criteria tg
establish a shortlist

M®dn ¢ ho ¢ e ~ e c
: T X - ) ao
* . < - LI _ %
moco e ™t h t h X
m o h t h X a t
X t h = x o e ~ ~ m

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

M(Dpto;eo m(
o~ e ™ t ?
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m




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

MPcC Y e o
e ™ X m "X 0 m
cox Tt i o h %ot ™
h”*o0oteoto ™oc h x " x*

o hor o

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

s m om X h
M®T . . .
"o X a et @ —~ mo *

— < C*
m c > - - m
<C~k * C* *
coth Y e "o m

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

.o m om x h
M®y . . .
"o X a et ™ o "

_ . c. .
comt ™c t h a
. ‘ . - <

co " e m X i e ~ o

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

M(Dd)¢~ m om*'xh*
) xa(et”‘e*_"' o " h
hwt(h*xa* - o ¢
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1.10 invite tenders from a range of
suitable providers

mMmdmn c¢o _"Te” Tt
e ~ mo o ° t e c ho




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

om X h t m

M®MM . L .

" oco Te t e e )

S I m “omt *c e
‘

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

c h o~ ”
M®PMH X )
o m o} m o " m e
— . P “ .
h a t o ~ co " e m
- < < <
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1.13 ensure tenders are evaluated
fairly against the specified evaluation
criteria by people who are competent
to do so

.o m om x h
M®DdPMO . L
"o o Te o o g e t
e ~ ® e t t h
o * x5 0 m o

ma h ~ t t o~

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

mMmdmn m o7 )
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1.15 ensure data protection is
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1.16 ensure there is anethodology
appliedto evaluate bids against
selection criteria

MdPmc O~ m om 'xh
a(to°o“*'PTh ma "~
choe<e - e "~ coex "~
h t h X a t ~ m

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

MPMT oemx’“t*h"i<
ch(tcomt”’“ e*t
om '*x<h_*”' ) Y h et ™
) 0o X - mc ¢
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1.18 prepare a report detailing the
tender offers and provide advice and
reasons for choosing the selected
contractor or supplier

M®DMYy co’roto“_’” e
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1.19 describe the legislative and
organisational requirements for
tender processes

1.19 Gg3p dzG 0G] G
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1.20 describehow to draw up
documentation to invite tenders
MDH N o cC X m - 0 m ;

) X a et~ g — o

1.21 describethe 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

1.22 describethe principles and
importance of handling information
confidentiality

M®PHH O0C m e
e ™ o h —

~
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1.23 describell KS 2 NEBIF y A 3
objectives and priorities for the
provision of services

M®d®HO ©o¢c m e c.
e ™ o h e Y e Tt
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1.24 describethe current operating
costs within the organisation for the
services requested

MDPH N o cC m e t o]
h * a t e o h ~ e
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1.25 describethe records required by
legislation and by organisational
procedures in relation to the services
provided

M(_‘DHp 0 C m e
o " C oeo

1.26 describehow to complete all
relevant paperwork

MPHC ©°oc m T_o "
coth e *t ™ o X a

< J— <

1.27 describethe technical skills
needed for the services requested

MDPHT 0o C m e ~ t e

* <
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1.28 describethe specific legislative
requirements and guidance applicablg
to services requested

M(DHy 0o C m e ~ m c c
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1.29 describethe records required by
legislation and by company procedure
in relation to the activities carried out
to provide the service
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1.30 describehow to communicate
operational instructions orally and in
writing

Mmdon ©oc m
X me ” [+ m a e

o cC h ~ t e t emt
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1.31 describethe importance of
Syadz2NAy3a LIS2LIX SQ&
information and advice given and of
operational instructions and how to dg
this

131

1.32 describe why it is important to
follow supplier selection processes
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1.33 describe how to analyse source
of information on potential contractors
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1.34 describe themethodology
appliedto evaluate bids against
selection criteria

Mmdon ©°¢ m e ” a t o
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1.35 describe how to assess the typeg
of criteria that could be used for
selecting contractors
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"o "o t e ~ h
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1.36 describe how to assess
contracting risks

Mdoc ©oc m
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1.37 describe the importance of
ensuring additional information is
made available equally to all tenderer
and how to do so
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1.38 describe the importance of
developing clear criteria for evaluatior
and how to do so
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*
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1.39 describe how to evaluate fairly
against specified criteria
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1.40 describe what service
specifications, tender documents and
contracts should contain
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1.41 describe procurement
procedures
1.41 Gg3p
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2. Select and
Implement
Contracted
Services

2.11 .o h ™

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

HD®Mm c ot h = x “i S
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2.2 inform your team and the
contractor of the results of monitoring
contractperformance

H ®H . e ) o h a h
e ” : ToX -0t
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2.3 make arrangements for paymen
based on the assessment of
performance against the contract

HCDO 2w m e “¢c h ™ -~
c T o~ h - ome o
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2.4 maintain records showing
reasons for variations if payment
differs from the contract terms

o " h > x ~ e ~
H®n . .

c o X R { c h . e
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) o T X c T T t o
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2.5 developand agree on a contract
management plan with the relevant
people

H q)p h = = o 0 0
x ¢ h ™ X i
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2.6 offer contracts for the

provision of services to those
providers whose tenders best meet
the specified criteria

26 §Gdn O0G 0G 9 GOGK
npDhk3 090G Gdz3¢9 P ds
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2.7 ensure the contracts you offer
clearly state the aims and objectives ¢
services and the level of service
required

HOT m o7 .
——me o ~ . ~
.m’-‘m_ t em XmAX
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2.8 ensure the contracts you offer
clearly state how the objectives and th
level of services will be monitored ang
evaluated
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2.9 ensure the contracts you offer
clearly state the roles and obligations
of each party

HPp -~ m o T 7

JE— ~ —_—

m e o

o ¥ h m L B e ™ m 0
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2.10 ensure the contracts you offer
clearly state the action to be taken if
the provider fails to deliver services to
specifications

- L R 4

H®Mn m 0 . )
o ~ = B ¢ c h
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2.11 ensure the contracts you offer
meet work setting and legal
requirements

o L R 4

HPMM m o ) )

coex "~ x - h ~ % ot e
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2.12 inform unsuccessful tenderers
promptly of the outcome ofhe
tendering process

HOMH “h "o e o h a

e X m ¢ " e t t e *
® o * e ) choge mo
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2.13 identify and select the

appropriate contract or agreement for
the procurement of goods, services o
works

H®mMo ~° m 7 et
mo o * (te ot *o'o
~ me ~ * X i e ™
- h ™ % ot
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2.14 agree the contract/agreement
specification with internal stakeholder

< -
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"o 0 ohot gmco 0

*




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

HPmMp | Set L, c,
mo o * t e e " T e
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e ™ '™ ~ e ™ c ho

h ~ * o

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

HdDPMC cotﬁh’xh”‘i(
”o'o“ohot m o Ne”’t
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2.17 negotiate and agree with the
chosen supplier(s), the final terms ang
conditions of the contract

HOMT c h 0] “ h ™~ i
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2.18 award the contract to the
approved supplier
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Hdmy "o X
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2.19 describe how to analyse the risk
involved in commissioning,
procurement and contracting for your
area of responsibility

H®mMgp "~ - m "7 o
h*'*e* .o “hm_”' m
h "0t > ¥ "<_mt X -
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2.20 describe methods of managing
and mitigating the risks involved in
commissioning, procurement and
contracting for your area of
responsibility

HDPHAN oc*m e ~ a(to

e “ a ™ TX i e ™ h
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2.21 describe the main types of
contracts and agreements including:
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I Supply
1‘[ 5 0 e X
1 Works

9 Service
1‘[ “m Tx

o
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2.22 describe how to select the
appropriate contract or agreement for
the procurement of goods, services o
works
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2.23 describe terms and conditions
for commercial contracts including:

indemnities and liabilities

o 2

e 0 a mtOC

insurances
om X h x

~

guarantees
“h ~"e ¢

liquidated damages

~—~~ ol h -~ e
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payment

c Tt ™

delivery and completion
moc o h ~ -
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P

the specification
m c c e -t
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Key Performancéndicators
(KPIs)

— = ~ ¢

X - e e

N
1 * * *

contract terms

1

1

T xm —o L s ® )
9 pricing schedule

1

1

h " m¢coh ® e ~ c
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other schedules e.g. health an
safety, use of susontractors

ﬂ°hx h *mcoh
hm E— &~ .o

- < * <

X ¢ ot h o e ™ c o

1 non-disclosure/confidentiality

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

D r —

H®HN m ° m e
m o ¥ * B oac ™
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2.25 describe why it is important to
comply with legal and ethical
requirements for contracts/agreement

H®PHPp ~~ m oc
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2.26 describe legal issues and
legislation relating to the creation of
commercial contracts including:

H®HC 0 C m e ~ c h ~
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9 offers, counter offers,

acceptance
 coex ® s oeth~
c h T

1 Iegisjlat}on relating< to quality,
delivery and payment

T - - oeo "™ m t o
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9 passing of property

 ch =~ e ™

I compensation
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2.27 describe why it is important to
agree the draft contract/agreement
with internal stakeholders and
organisational procedures for doing
this
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2.28 describe why and how to agree
the contract/agreement terms with the
approved supplier

o m o cC
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2.29 describe organisational
procedures for awarding contracts/
agreements
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3. Manage,
evaluate and
review contract
performance and

use data to
enhance future
contracts
od - " 9
c ho g e -
c h — =
L.
- o] i c() o h o
[0} f'1 . t |
co "~ - t o <C
co " o0o%h x '

3.1 appraise contractor performancy
for supply of contracted services and

circulate the results to the appropriate
people

0 e X i e
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* - - 1 -
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3.2 allocate and agree
responsibilities for the effective
management of contracts with
stakeholders

0o ®H ) . s
o ” o oheomt t o
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3.3 forecast and plan requirements
with internal stakeholders and

suppliers to match delivery and supply
of goods, services or works with actug
demand

odo c ho e o c
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3.4 develop and agree SMART
(specific, measurable, achievable,
relevant and timely) targets for
assessing the performance of supplie

odn * m _ hz o
HsZJ"” é6me e, .
omt “ h ™ S h "(
t"ht(t S chc<)e<;
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3.5 monitor the supply/delivery of
goods, services or works to ensure th
agreedtargets and Key Performance
Indicators (KPIs) have been met

m i e c o
o ®p o

e ™ mt o S ox TXx
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3.6 examine and assess requests f¢
variation to the contract to confirm

they are)ustiiiei i X
0 ®c € . .0
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och~ T e

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

services

odT cho g e - e
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p
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3.8 agree any alteration to terms
and payments with the contractor and
record them in accordance with
organisational procedures

m o ~* m x i m
0 Py . . .
c h oa e ™ e e ™ - e
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3.9 inform promptly the contractor
and your team about approved
variations and theiimplications

O(ch':“h'o . mt x
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3.10 collate and assess data from the
O2y (NI Ol 2NXDa LISNF
helping the preparation of future
contracts

odmn mh 7 ox b
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3.11 summarise and cost suggested
changes and circulate the information
for comment

o®dmm oA e
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3.12 incorporate approved changes
into the contract specification process
for future tenders

odPMH a t e x | e
¢c h o a e o] c ho ¢ m
m ¢ c e " e ™
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3.13 agree on a contract performanc
management plan with the relevant
people

odmo "o o i

o “m e c e
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3.14 ensure that contract

performance management plans
include a clear explanation of actions
for non-compliance

.o m om x h
odmMn . L
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3.15 analyse information collected
through the contract monitoring plan

- - o~ .o
0o®dwmMp € . € R
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"o o o h e ot c " e
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3.16 evaluate whether the provider is
meeting the requirements of the
contract

odmc m o c¢c, e
Xm/\x .m'.“o o/\
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"o o o h o't
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3.17 provide information to relevant
people about the contract including
risks, progress towards outcomes and
any planned further actions

odmT °oF T F  Tox i
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3.18 maintain contractual records in
accordance with legal and
organisational requirements

3.180 " h * x ~ e ~ o
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3.19 regularly analyse contract data
against planned budgets to identify ar|
financial risks, variances and trends
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3.20 promptly advise budget holders
of any potential risks or variance in
costs, in accordance with legal and
organisational requirements
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3.21 evaluate opportunities for saving
costs, including the amounts that coul

be saved
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3.22 describeyour work setting
requirements, procedures and
practices for contract management an
those of partner commissioning
organisations
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3.23 describethe potential hazards to
safety, health and the environment
arising from the activities carried out t
provide the service
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3.24 describe methods of managing
and mitigating the risks involved in
commissioning, procurement and
contracting for your area of
responsibility
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3.25 describe how to manage budgel
and resources

0O®PHp ocC m ~ 0 0
h m x hm t
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3.26 describe how to identify, collect,
analyse, measure and assess data

OCDHC o cC m 0 m
mo'i' hmmtzmemr\ .
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* * -

3.27 identify who should be
responsible for the effective
management of contracts for
purchased goods and services
oPHT "7 m 7 et
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3.28 describe the concept of demang
management for contracts and how tg
forecast and plan requirements with
stakeholders and suppliers for the
supply of goods, services or works to
match demand
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3.29 describe how to develop SMAR
targets for assessing the performance
of suppliers and why it is important to
develop and agree them
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3.30 describe how to monitor the
supply of goods, services or works
against agreed targets
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4, Use and
CommunicatéData
and Information
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4.1 follow operational and
organisational procedures for
communicating information to other
people
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4.2 confirm communication channels
between your organisation and the
contractor are understood by all
concerned
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4.3 check with appropriate personnel
any circumstance where information
appears to be incorrect

n oo c h o h - m o m
m t 0 —e o mt ~
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4.4 maintain records of the selection
procedure to show objectivity of the
decisionmaking process

non o"h’ x
c omt

2
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o e m X
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4.5 ensure the programme of work
and operational instructions relating tc
the tender process contain all the
information needed for personnel
engaged in the process to carry out
their functions in accordance with
organisational procedures
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4.6 advise colleagues and managers
about conflicts and circumstances tha
interrupt the tender process or any

situations that require their attention
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4.7 describe how to manage and
promote effective communication with
colleagues, individuals and other
stakeholders Handling information

norT 0 C m e ~ t o~
¢c h o a h ~ t
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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

r|<Dy 0o C m e ” o o e
c o 7T ot c h o ¢ ®ox
R 2 c.

m x h e omt "o h
. . . <
e o ha™ ¢ t o *
. e e, ..z |

" o~ -
_oa(he* e t DX
c h ™ m "~

4.9 describe the legal and work settin
requirements for recording informatior,
and producing reports within

timescales
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4.10 describe how to identify, collect,
analyse, measure and assess data
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411 describe how and where
electronic communications can and
should be used
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5. Resolve
problems arising
from the
implementation of

5.1 resolve dayto-day problems
within the responsibility of the job role
pd®H m o " e e o h

cho® ™ a t 0 h ~ a

o ° o] o heomt t o
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contracted
services
pe_. "7
c ho

c ho :

mc h o

5.2 refer problems and conditions
outside the responsibility of the job
role to theappropriate personnel using
organisational procedures
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5.3 report to the appropriate
personnel any situations that require
additional intervention
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5.4 identify potential risks in the
performance of contracts thatan
impact on the delivery of purchased
goods, services or works

p®n &t c,
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5.5 liaise and agree with
stakeholders and suppliers plans to
mitigate identified risks
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5.6 describe the main types of risks
in the performance of contracts
including:

P dbc 7 m 0o c ! t
h : c X
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9 internal risks
1‘[ e ™ t h e h
1 market risks
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9 economic risks
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T legal risks
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9 ethical sourcing
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1 lapses in performance
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5.7 describe ways of mitigating risks
in the performance of contracts

p DT o cC m e ” e : e
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5.8 work with the relevant people to
identify reasons where contract
requirements are not being met

p by moh™®%to - m o
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5.9 deal with circumstances that fail
to comply with legislative or
organisational requirements
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5.10 deal with failures to comply with
details of the contract or order for

supply
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5.11 refer issues not in the remit or
responsibility of the job role to the staf
with the required decisiommaking
authority

5.11




5.12 manageinvestigations where
contract requirements have not been
met

pCDMH mc h o T ox el B
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5.13 initiate discussions with th
contractor to find ways of resolving

disputes
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5.14 refer details of failures for legal
advice and initiate action to obtain
redress if necessary
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5.15 seek alternative services when
the contractor fails to meet the
contract

pemp TR e
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5.16 develop and agree with supplier
an improvement plan to improve
performance where it falls below
agreed standards
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5.17 monitor the implementation of
the improvement plan by suppliers

pcDMT m — i e ~ m
c T e ot

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




5.19 describe how to develop an
improvement plan to improve supplier
performance X X
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5.20 describe why it is important to
monitor the implementation of the
improvement plan by suppliers
pbHn "7 om0 T
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6. Workina 6.1 reflect critically on personal
manner which achievements to inform futuractions.
underpins effective Nt N X X1 X

; cdPwm
performance = om t o x
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6.3 pursue accountability of staff for
delegated responsibilities
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Preparing for and Delivering thouse Healthcare Waste Management Training
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Defin

1.1 Define waste

ean | related competences
appro :
rite at different levels and
tpraini in different areas of
ng the site
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c mo 1.3 Define a
training
programme
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1.4 Develop
training
contents
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1.5Implement the
training programme
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1.6 Assess the results
of the training
programme
mdc _ho e e _
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1.7Maintain recorc
of training for all staff
employed on the site
or external staff
operating on the site
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1.8Continual
improvement of
training actions.

MOy .0 et e

*

co”o*h x ~

-

- t e omt

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

2.1 Create awarenes
tools in order to
support training

process
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tools
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suppo
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traini
ng
action
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2.2Involve other
areas/units in order
to develop a
participative
approach to waste
management
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1
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2.3 Describe tw to
identify other
areas/units that may
contribute to the
implementation of
awareness actions
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2.4 Describe bw to
promote the
participation of other
areas/units in order
to develop a
participative
approach towaste

management.
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2.5 Define ow to
manage the
consolidation of
different needs
related towaste
management (health
& safety, infections
prevention,
environmental
protection, economic
and financial issues).

HCDp ocoom e
"’( m( a<e‘“
oemo T T~ (¢
h = - p e t
~ Xx ¢ h ™ X
otc~?" o0 °h
¥ ¥ e omt
< <

° . ¢ ¢,
B | t e ”
’ ote™ 1t "™
) 0O e oam

e " em m

cho™ ™ a 0

3. Work in a
manner which
underpins
effective
performance
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3.1 Be assertive in
making decisions
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3.2Involves other
competent/intereste
d units/staff
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3.3Promotes
participation
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3.4 Assess trainin
results objectively

o ®n . X X X X X | x
cho(.;e

A
*

3.5 Innovates training
and awareness
methods, contents
and tools
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1.
Implementing
a Healthcare

Waste
Management
Plan

1.1 Ensure the proper
communication channels
to communicate the
Healthcare Waste
Management Plan
(HCWMP) to all involvec

personnel
Mbdm s Tt
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1.2 Ensure the
dissemination of the
HCWMP Policy to all

interested parties:
authorities, contractors,
institutions,
collaborators, suppliers
and the local community
M P H h HCWMP
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1.3 Determine the
communicationstrategy,
means and objectives
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1.4 Gather and evaluate
all the suggestions and
recommendations in the
plan to and from all the
involved personnel and
stakeholders
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1.5 Identify the target
personnel and conduct ¢
Training Needs

Assessment (TNA)
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1.6 Define the training
modules that derive
from the TNA procedure
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1.7 Define a training
team, the appropriate
means and if necessary

the partnering
organizations for the
elaboration of the
training programmes
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1.8 Prepare the training
programme in
consultation with the
respective
working/steeringgroups
and selected personnel
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1.9 Implement ways to
reduce, reuse and
recycle waste in your
area of responsibility
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1.10 Implement
appropriate ways of
dealing with healthcare
waste that needs to be
disposed of
MDMn

mo o ° t e e




2.1 Ensure that the
documentation relating

2. R_ecord to the storage, transport
Keeplng. and or disposal of waste are
Reporting properly filled in and
kept in records available
HPSo " for audit
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2.2 Approve documents
for adequacy prior to
issue

H®H "o % hx

(o] X a e t 1

—_ *

-~ 2 “ t e o

2.3 Review and update
as necessary ane-
approve documents
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2.4 Ensure that change:
and the current revision
status of documents are

identified
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2.5 Ensure that relevant
versions of applicable
documents are available
at points of use

2.6 Ensure that
documents remain
legible and readily

identifiable







