[image: image1.jpg]X
SQA




Unit 1FOH7/10 (F960 04)
Collect and Deliver Items for Customers and Staff
	This Unit is about collecting and delivering items such as letters and other papers, customer property and messages.
When you have completed this Unit, you will have proved you can:

· 1FOH7/10.1 Collect items from customers and staff

· 1FOH7/10.2 Deliver items to customers and staff



	Assessor feedback on completion of Unit
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I confirm that the evidence detailed in this Unit is my own work and meets the requirements of the National Occupational standards.
Candidate Signature 
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I confirm that the candidate has achieved all the requirements of this Unit.
Assessor Signature
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Countersigning Assessor Signature (if applicable)
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I confirm that the candidate’s sampled work meets the standards specified for this Unit and may be presented for external verification.

Internal Verifier Signature
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Countersigning Internal Verifier (if applicable)
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	External Verifier Initial and Date (if sampled)
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	What you have to do
	
	What you must cover

	The assessor must assess statements P1–P3 by direct observation.

Element 1 — Collect items from customers and staff

P1
Follow instructions correctly.

P2
Collect the right items from the right place at the right time.

P3
Make sure you do not damage or lose any items.

P4
If necessary, keep a record of your collection.

The assessor must assess statements P5–P7 by direct observation.

Element 2 — Deliver items to customers and staff

P5
Follow instructions correctly.

P6
Deliver the right items to the right place at the right time.

P7
Make sure you do not damage or lose any items.

P8
If necessary, keep a record of your delivery.
	
	Element 1 — Collect items from customers and staff

There must be performance evidence, gathered through observing the candidate’s work for:

C1
Instructions (at least both from)

(a)
written

(b)
spoken

C2
Items (at least two from)

(a)
customer belongings

(b)
letters and parcels

(c)
documents

(d)
messages

C3
Places (at least one from)

(a)
inside your organisation

(b)
outside your organisation

Element 2 — Deliver items to customers and staff

C4
Instructions (at least two from)

(a)
written

(b)
spoken

C5
Items (at least one from)

(a)
customer belongings

(b)
letters and parcels

(c)
documents

(d)
messages

C6
Places (at least both from)

(a)
inside your organisation

(b)
outside your organisation

Evidence for the remaining points under ‘what you must cover’ may be assessed through questioning, witness testimony or simulation.
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	Evidence number 
	Evidence description
	Date
	What you have to do
	What you must cover

	
	
	
	P1
	P2
	P3
	P4
	P5
	P6
	P7
	P8
	At least both to be observed
	At least two observations from
	At least one observation from
	At least two observations from
	At least one observation from
	At least both to be observed

	
	
	
	
	
	
	
	
	
	
	
	C1 a
	C1 b
	C2 a
	C2 b
	C2 c
	C2 d
	C3 a
	C3 b
	C4 a
	C4 b
	C4 c
	C4 d
	C5 a
	C5 b
	C6 a
	C6 b
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	What you have to know

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

	For the whole Unit
	

	K1*
How to follow spoken and written instructions.
	

	K2*
The types of items you might be asked to collect and deliver.
	

	K3*
The types of places you may be asked to collect and deliver items and how to find these places.
	

	K4*
How to handle items without injuring yourself or damaging the items.
	

	K5*
Why it is important to collect and deliver on time.
	

	K6*
What records of collection and delivery you may have to keep up-to-date.
	

	K7*
How to deal with customers and other staff when you are making collections and deliveries.
	

	K8*
The types of problems that may happen when you are collecting and delivering items and how to deal with these.
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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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