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	unit 305

	Maintain the health, hygiene, safety and security of the working environment

	Successful assessment of the unit proves that the learner has achieved the national occupational standard to maintain the health, hygiene, safety and security of the working environment

	July 2013 Version 1.0


Maintain the health, hygiene, safety and security of the working environment


This unit is about maintaining health, safety, security and hygiene standards relevant to your area of responsibility. The maintenance of these standards is essential in protecting staff and customers from harm.
This unit has three outcomes:
Outcome 1

Be able to maintain the health, hygiene, safety and security of the working environment
Outcome 2

Understand the importance of maintaining the health, hygiene, safety and security of the working environment
Outcome 3
Understand how to maintain the health, hygiene, safety and security of the working environment
Maintain the health, hygiene, safety and security of the working environment


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 maintain the health, hygiene, safety and security of the working environment (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
	Make sure they have information on the health, safety and security procedures that apply to their area of responsibility
	(
	(
	(
	(

	2

	Make sure colleagues have relevant information on the health, hygiene, safety and security issues within their area of responsibility
	(
	(
	(
	(

	3

	Make colleagues aware of the importance of following health, hygiene, safety and security procedures
	(
	(
	(
	(

	4

	Check that all colleagues follow the health, hygiene, safety and security procedures in their area of responsibility
	(
	(
	(
	(

	5

	Monitor their area of responsibility for risks to health, hygiene, safety and security
	(
	(
	(
	(

	6
	Deal with risks and accidents promptly, following organisational and legal requirements for safeguarding customers and staff
	(
	(
	(
	(


	
	
	7

Record or report risks and any health, hygiene, safety or security action taken, following organisational procedures

(
(
(
(
8

Pass on information about how health, hygiene, safety or security procedures are working
(
(
(
(
9
Recommend improvements for health, hygiene, safety or security procedures 

(
(
(
(



	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.


	Understand the importance of maintaining the health, hygiene, safety and security of the working environment (Outcome 2)
	Ref.

	K1  K
	Identify the statutory authorities that enforce the health, hygiene and safety laws and regulations
	

	K2 
	Explain the implications of breaking the law on health, hygiene and safety for individuals and their organisation
	

	K3 K
	Describe the main areas of health, hygiene and safety laws and regulations for own area of responsibility
	

	K4 K
	Describe their organisation’s health, hygiene, safety and security procedures as relevant to their work
	

	K5 K
	Describe their own responsibilities for health, hygiene, safety and security
	

	K6 K
	Explain the importance of making sure permanent and temporary staff are aware of relevant procedures
	

	K7 K
	Explain how to communicate with colleagues on issues relating to health, hygiene, safety, and security
	

	K8 K
	Identify the person(s) responsible for first aid, health, hygiene, safety and security in their organisation and their responsibilities
	

	K9 
	Explain the organisation’s emergency procedures
	

	K10 
	Describe the evacuation procedures that relate to their work

	

	K11 
	Describe the procedures that should be followed when recording and storing information about health, hygiene, safety and security
	

	K12 
	Describe the procedures that should be followed when making recommendations about health, hygiene, safety and security
	

	K13 
	Identify who to make recommendations to regarding health, hygiene, safety and security
	

	Understand how to maintain the health, hygiene, safety and security of the working environment (Outcome 3)

	K14 
	Identify information about health, hygiene, safety and security that should be recorded and stored
	

	K15 
	Identify other people and organisations who need to have access to information about health, hygiene, safety and security
	

	K16 
	Identify the information on health, hygiene, safety and security that external authorities may need to access
	

	K17 
	Identify the potential health, hygiene, safety and security hazards that exist, or may exist, in own area of responsibility
	

	K18 
	Explain how to monitor own area of responsibility to ensure maintenance of health, hygiene, safety and security of employees, customers and other members of the public
	

	K19 
	Identify how frequently health, hygiene, safety and security inspections should be carried out
	

	K20 
	Explain how to assess the potential risks associated with the typical health, hygiene, safety and security hazards in own area of responsibility
	

	K21 
	Explain how to eliminate or minimise the risk associated with potential health, hygiene, safety and security hazards
	

	K22 
	Explain the limits of own authority when dealing with risks and hazards
	

	K23 
	Explain the procedures to deal with faults of equipment in own area of responsibility
	

	K24 
	Explain how to develop contingency plans to reduce the impact of any health, hygiene, safety and security problems that occur
	

	K25 
	Explain the procedure to follow in the event of an emergency, including bomb alert and fire
	


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



