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	unit 134 (1FOH7)

	Collect and deliver items for customers and staff

	Successful assessment of the unit proves that the learner has achieved the national occupational standard to collect and deliver items for customers and staff
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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.
This unit has two outcomes:
Outcome 1

Be able to collect and deliver items for customers and staff
Outcome 2

Know how to collect items for customers and staff
Collect and deliver items for customers and staff


Evidence
This space is to record the evidence you need to do to complete this unit. The criteria that you should be able to complete are within the learning outcomes.
	No.
	Method*
	Summary of evidence or 
portfolio reference
	Assessor initials

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


Photocopy if required
*Assessment method key: O Observation; PD Professional discussion; Q Questioning; WP Work product; WT Witness testimony; Oth Other
Be able to collect and deliver items for customers and staff (Outcome 1)
	What you must do


	You must show that you can perform consistently to the same standard. This will be assessed by your assessor using various methods which must include observation of your performance.

	Shaded numbers must be observed

	1

	2

	3

	4


	1
	Follow instructions correctly
	(
	(
	(
	(

	2

	Collect and deliver the right items from the right place at the right time
	(
	(
	(
	(

	3

	Make sure items are not lost or damaged
	(
	(
	(
	(

	4

	Keep a record of the transaction, if necessary
	(
	(
	(
	(


	
	
	What you must cover
You must show that you have covered ALL of the following:
Instructions
All must be covered. Both of these must be observed by your assessor.
1
Written
(
(
(
(
2
Spoken
(
(
(
(
Items
All must be covered. At least 2 of these must be observed by your assessor.
1
Customer belongings
(
(
(
(
2
Letters and parcels
(
(
(
(
3

Documents
(
(
(
(
4

Messages
(
(
(
(
Places
All must be covered. At least 1 of these must be observed by your assessor.
1
Inside your organisation
(
(
(
(
2
Outside your organisation
(
(
(
(



	What you must know

	Evidence for this section can be collected in a variety of ways. Your assessor will discuss with you how to collect and record this information.


	Know how to collect items for customers and staff (Outcome 2)
	Ref.

	K1  K
	Describe how to follow spoken and written instructions
	

	K2 
	State the type of items that may be asked to be collected and delivered
	

	K3 K
	State where items maybe be collected and delivery from and to
	

	K4 K
	Describe how to handle items without injury or damaging the items
	

	K5 K
	State why it is important to collect and deliver on time
	

	K6 K
	State records of collection and delivery that may have to be kept up-to-date
	

	K7 K
	Describe how to deal with customers and other staff when making collections and deliveries
	

	K8 K
	Outline the types of problems that happen when collecting and delivering items and how to deal with these
	


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



