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Learning Outcome / Section 1:  Understand the role of organisations and industries

	Assessment Criteria (AC)
	Assessment Guidance
	Assessor feedback on AC
 [comments not necessary in every box]

	AC 1.1
· Explain the role of their own occupation within an organisation and industry 

	· An ‘occupation’ is a term that is generally taken to mean a career, profession, or vocation to which an individual is particularly attracted to.
· Organisations are classified into industry sectors, and examples of industry sectors include engineering and construction, hospitality and leisure, entertainment and media, retail and consumer, etc. 
· You are required to explain how your occupation contributes to your organisation and to your industry.  

Answer:

	















	
	· 
	
Pass or Referral


	
AC 1.2
· Describe career pathways within their organisation and industry


	· A career pathway describes how an employee might progress his or her career through, for example, formal education or training, informal learning and developing personal skills and interests.
· You are required to describe the key features of one career pathway within your organisation and one separate and distinct career pathway within your industry.

Answer:


	













	
	· 
	
Pass or Referral


	
AC 1.3
· Identify sources of information and advice on an industry, occupation, training and career pathway

	· Information and advice on an industry, occupation, training and career pathway is readily available from a wide variety of sources, and can, for example, be easily accessed online or by visiting employment agencies.
· You are required to identify two relevant and appropriate sources of information and advice on each of the following:
· an industry
· an occupation
· training
· career pathways

Answer:





	
















	
	· 
	
Pass or Referral


	
AC 1.4
· Describe an organisation’s principles of conduct and codes of practice 

	· An organisation’s principles of conduct defines the behaviour expected from its employees, and will generally make reference to, for example, acting ethically and with integrity.
· Codes of practice are used to regulate an occupation or profession and provide practical advice. For example, under the Construction (Design and Management) Regulations 2007 the Approved Code of Practice (ACOP) has special legal status and gives practical advice for all those involved in construction work. 
· You are required to describe the key features of an organisation’s principles of conduct and two codes of practice. 
 
Answer:




	

	
	· 
	
Pass or Referral


	AC 1.5
· Explain issues of public concern that affect an organisation and industry 

	· The public has expressed concern on a number of issues in recent years over the behaviour or activities of particular organisations and industries, including the behaviour of the banking industry and individual banks, food standards, and the standards of care provided in residential care homes.
· You are required to describe the poor practices of one organisation and one industry in order to explain why those poor practices have become issues of public concern that affect the organisation and the industry.  

Answer:





	







	· 
	· 
	Pass or Referral

	AC 1.6
· Describe the types, roles and responsibilities of representative bodies and their relevance to their own role
	· There are a number of representative bodies relevant to employee rights and responsibilities, including: 
· Trade unions 
· Government bodies 
· Works Committees
· Employer/Employee forums 
· Professional Associations 
· etc.
· You are required to describe the roles and responsibilities of three different types of representative bodies.
· You are then required to describe how each of the three different types of representative bodies is relevant to own role.

Answer:





	






















	· 
	· 
	Pass or Referral

	Section comments (optional):
	Verification comments (optional):



	Learning Outcome / Section 2 Understand employers’ expectations and employees’ rights and obligations

	Assessment Criteria (AC)
	Assessment Guidance
	Assessor feedback on AC
 [comments not necessary in every box]

	AC 2.1
· Describe the employer and employee statutory rights and responsibilities that affect their own role 

	· Employers and employees have statutory rights and responsibilities relating to such areas as Health and Safety, Terms and Conditions of Employment, Equal Opportunities, and the right to be paid a Minimum Wage. 
· The Health and Safety at Work Acts, for example, set out responsibilities and rights for both employers and employees, and there are also specific regulations about the ways in which potentially harmful substances should be used and stored.
· You are required to describe how the main features of two employer and employee statutory rights and responsibilities affect own role. 

 Answer:
	












	
	· 
	
Pass or Referral


	
AC 2.2
· Describe an employer’s expectations for employees’ standards of personal presentation, punctuality and behaviour


	· Most, if not all, employers will provide some formal guidance for such things as productivity, behaviour (including honesty and loyalty) and punctuality, and, depending upon the organisation and the industry, employer expectations will also usually extend to providing guidelines on, for example, interaction with customers, dress code, and use of company property (such as office equipment).
· You are required to describe the main features of an employer’s expectations for employees’ standards of personal presentation, punctuality and behaviour. 

Answer:




 
	















	
	· 
	Pass or Referral

	
AC 2.3
· Describe the procedures and documentation that protect relationships with employees 

	· The CIPD notes that ‘Disciplinary and grievance procedures are frameworks which provide clear and transparent structures for dealing with difficulties which may arise as part of the working relationship from either the employer’s or employee’s perspective.
· These procedures are necessary to ensure that everybody is treated in the same way in similar circumstances, to deal with issues fairly and reasonably, and to ensure that employers are compliant with current legislation and follow the relevant Acas Code of Practice’
http://www.cipd.co.uk/hr-resources/factsheets/discipline-grievances-at-work.aspx
· You are required to describe the main features of procedures and documentation that protect relationships with employees, ensuring they are compliant with current legislation and follow the relevant Acas Code of Practice.  
Answer:




	

















	
	· 
	
Pass or Referral


	
AC 2.4
· Identify sources of information and advice on employment rights and responsibilities
	· Information and advice on employment rights and responsibilities can be collected from a variety of sources, including the Government, Citizens Advice and ACAS.
· You are required to identify three sources of information and advice on employment rights and responsibilities.

Answer:
	












	
	
	
Pass or Referral
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	Verification comments (optional):
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