	Title:
	Working within organisational and legal guidelines

	QCF Level:
	2

	Credit value:
	1

	Unit guided learning hours
	6

	Learning outcomes (the learner will)
	Assessment criteria (the learner can)

	
1. Understand employees legal rights  

	
1.1


1.2



1.3


1.4
	
Outline an employee’s statutory rights under UK law 


Outline parts of organisational policy that cover employee rights and responsibilities 


Outline the purpose of a contract of employment


[bookmark: _GoBack]Explain why a contract of employment is important 


	
2. Understand organisational           disciplinary and grievance procedure 
	
2.1



2.2


	
Outline the team leader’s  responsibilities under the  organisation’s dismissal and disciplinary policy 


Describe the employee grievance process as defined in an organisation’s policy. 

	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop an understanding of leading the team lawfully as required by a practising or potential team or cell leader.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	
Links to MSC 2008 NOS: B5

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	

	Support for the unit from a sector skills council or other appropriate body (if required)
	
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	

	Location of the unit within the subject/sector classification system
	
15.3 Business Management

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· The necessity for a contract of employment
· Current legislation relating to unfair discrimination in the workplace
· Own organisation’s policies and procedures


	2
	
· Disciplinary procedures (the four stages from initial warning to dismissal)
· Organisational and statutory appeal procedures 
· Organisational grievance policy and procedure
· Statutory employment tribunal function and procedures




