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Standards

This SVQ is based on standards developed by Employment NTO. Employment NTO represents a wide variety of people working in a broad range of occupations within industry and commerce.

Structure of the SVQ

The way the SVQ is made up is shown below. The unit title appears in bold and the elements that make up each unit are listed under the unit title. 

Mandatory units

Candidates must complete all of these units: 

Evaluate and Develop Own Practice 

1
Evaluating own practice

2
Identifying self-development needs

Maintain Activities to Meet Requirements 

1
Maintain work activities to meet requirements

2
Maintain healthy, safe and productive working conditions

3
Make recommendations for improvements to work activities

Ensure Your Own Actions Reduce Risks to Health and Safety 

1
Identify the hazards and evaluate the risks in your workplace

2
Reduce the risks to health and safety in your workplace

Optional units

Candidates must also complete 9 of the following units, in addition to the mandatory units: 

Operate Recruitment Procedures  

1
Advertise jobs

2
Appoint to jobs

Operate Selection Procedures 

1
Support the selection process

2
Appoint to jobs

Operate Redundancy Procedures 

1
Operate the organisation’s redundancy process

2
Provide information to evaluate the effectiveness of the redundancy process

Operate Retirement and Voluntary Exit Procedures 

1
Operate the organisation’s exit process

2
Provide information to evaluate the effectiveness of the retirement and voluntary exit process

Support the Delivery of Learning and Development Procedures 

1
Operate learning and development processes

2
Administer training courses and development activities 

3
Produce basic support materials for presentations and development activities

Operate Reward and Benefits Procedures 

1
Operate pay and benefits procedures

2
Provide information to evaluate the effectiveness of the reward process

Support the Delivery of Performance Management Procedures 

1
Operate performance management processes

2
Provide information to evaluate the effectiveness of the performance management 
process

Operate Grievance, Disciplinary and Dismissal Procedures 

1
Operate grievance, disciplinary and dismissal processes

2
Provide information to evaluate the effectiveness of the grievance, disciplinary and dismissal processes

Operate Employee Relations Procedures 

1
Operate employee relations processes

2
Provide information to evaluate the effectiveness of the employee relations process

Create Effective Working Relationships 

1
Gain the trust and support of colleagues and team members

2
Gain the trust and support of your manager 

3
Minimise conflict in your team

Monitor Procedures to Control Risks to Health and Safety 

1
Check that health and safety procedures are followed

2
Ensure that risks are controlled safely and effectively 

Investigate and Evaluate Incidents and Complaints in the Workplace 

1
Investigate workplace incidents and complaints

2
Make recommendations as a result of workplace investigations

There may be publications available to support this SVQ. For more information, please contact 
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