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Unit 2FOH6/10 (F93V 04)
Use Office Equipment
	This Unit is about how to use a range of office equipment (such as photocopiers, faxes, binders, laminators, printers or PCs), applying the necessary standards of health and safety and operating practice.

This Unit is Unit BAA231 in the Council for Administration Business and Administration suite of standards.
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	What you have to do

	P1 Locate and select the equipment and resources needed for the task.

P2 Follow manufacturer’s and organisational operating instructions and health and safety requirements for different equipment.

P3 Waste as few resources as possible.

P4 Keep the equipment clean and hygienic.

P5 Deal with equipment and resource problems according to manufacturer’s and organisational procedures.

P6 Report problems you cannot deal with personally to the appropriate colleague.

P7 Make sure the final work product meets the agreed requirements.

P8 Produce the work product within agreed timescales.

P9 Make sure the equipment, resources and work area are ready for the next user.

Please refer to the Business and Administration Assessment Strategy for guidance on assessment.
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	Evidence description
	Date
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	What you have to know

Knowledge Statements marked by ( cannot be inferred
	Completed date or appendix

	K1*
The different types of office equipment, their features and what they can be used for.
	

	K2*
How to choose equipment and resources that are appropriate for the task.
	

	K3*
The reasons for following manufacturers’ and organisational instructions when operating equipment.
	

	K4*
How to use different types of office equipment safely.
	

	K5*
The reasons for keeping waste to a minimum and how to do so.
	

	K6*
The reasons for keeping equipment clean and hygienic.
	

	K7*
The reasons for following manufacturers’ instructions and organisational procedures when dealing with equipment faults.
	

	K8*
The types of equipment and resource faults you are likely to experience and the correct way of dealing with these.
	

	K9* 
The purpose of meeting work standards and deadlines.
	

	K10*
The purpose of leaving equipment, resources and work area ready for the next user to agreed requirements.
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Supplementary evidence

	Evidence/Question
	Answer
	Date

	1

	
	

	2

	
	

	3

	
	


Evidence must come from candidate’s work in the associated work area. There must be sufficient evidence for the assessor to judge that the candidate can achieve the required standard on a consistent basis.
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