
 
 
 
 

 

 

 

  

 

  

QUALIFICATION SPECIFICATION 
 

 

Suite of Facilities Services 
Qualifications 
 

 

NOCN Entry Level Award in Introduction to Facilities Services 
Careers (Entry 3) 

Qualification No: 601/4684/9 

NOCN Level 1 Certificate in Exploring a Career in Facilities 
Services 

Qualification No: 601/4724/6 

 

 

Operational Start Date 

1 October 2014 

Version 

3.0 – March 2019 

 

To know more about NOCN: 

 Visit the NOCN website: www.nocn.uk.org 
 Call the Customer Service Team: 0300 999 1177 

http://www.nocn.uk.org/


 
 

2 

 

Suite of Facilities Services Qualifications 

 

 

Introduction 
 
NOCN has been providing a qualification and accreditation service to providers across 
the UK for over 25 years and is justifiably proud of its reputation as, “…a provider of fully 
accessible, trusted and flexible qualification and accreditation services”. 
  
Over the years, NOCN has worked effectively with our centres for the benefit of learners 
across the country; with a mutual interest in providing a continuously improving service.  
NOCN, whilst retaining all the advantage of being a national body, has always provided 
a personal, bespoke service to its customers and prides itself on its local presence and 
expertise within communities. 
 

This handbook is a resource for NOCN centres who wish to offer the NOCN Suite of 
Facilities Services qualifications. 
 
These qualifications are relevant to providers working with learners wishing to progress 
into Facilities Services careers. Facilities Services has a considerable turnover of staff. 
The qualification has been designed to offer a progression route into the industry, 
enabling learners to gain an insight into the sector and thus prepare them for 
progression onto further training, including relevant apprenticeships.   
 
The handbook details the qualification specification and provides guidance to the 
training provider on assessment criteria and evidence requirements. 
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1. NOCN Suite of Facilities Services qualifications 
 
The NOCN Suite of Facilities Services qualifications are designed to provide an 
introduction to the facilities services industry.  Learners will gain knowledge in problem 
solving, communication, employability skills, health and safety within the industry and in 
specific job roles within the industry. 
 
The NOCN Entry Level Award in Introduction to Facilities Services Careers (Entry 3) 
qualification is suitable for learners aged 14 years or over.   
 
The NOCN Level 1 Certificate in Exploring a Career in Facilities Services qualification is 
suitable for learners aged 16 years or over.   
 
It should be noted that assessment tasks and materials and equipment used to deliver 
and assess the units should be relevant to the age of the learners and centres should 
ensure that they risk assess activities particularly for young people under the age of 16. 
 
These qualifications will provide learners with an opportunity to: 
 
 Gain skills, knowledge and qualities required within the facilities services industry. 

  
 Achieve a standalone qualification that offers an opportunity to progress to further 

training, employment or apprenticeships. 
 
 Progress onto the NOCN Level 2 apprenticeships within facilities services or 

cleaning.  Alternatively learners may progress onto security industry qualifications 
leading to licence to practice within the industry. 

 
 
1.1. Entry Requirements 
 
There are no formal entry requirements for learners undertaking these qualifications.  
 

 
1.2. Qualification Structure 
 
The NOCN Entry Level Award in Introduction to Facilities Services Careers (Entry 3) is 
a 12 credit qualification and has 120 guided learning hours with a Total Qualification 
Time (TQT) of 120 hours.  Learners must achieve all 12 credits from the 4 mandatory 
units listed below: 
 

 
Unit Title Level 

Credit 
Value 

Mandatory 
or Optional 

Ofqual Unit 
Reference 
Number 

Introduction to Facilities Services E3 4 M D/506/7532 

Customer Service Skills E3 1 M D/506/6977 
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Health and Safety and Welfare in 
Facilities Services 

L1 4 M 
F/506/7541 

Skills for Employability E3 3 M M/505/3666 

 
 
The NOCN Level 1 Certificate in Exploring a Career in Facilities Services is a 16 credit 
qualification and has 133 guided learning hours with a Total Qualification Time (TQT) of 
160 hours.  Learners must achieve all 10 credits from the 4 mandatory units and 6 
credits from their chosen pathway.  Units are listed below: 
 
Mandatory Units 

 
Unit Title Level 

Credit 
Value 

Mandatory 
or Optional 

Ofqual Unit 
Reference 
Number 

Introduction to Careers in Facilities 
Services 

L1 2 M 
L/506/7669 

Communication Skills in the 
Workplace 

L1 2 M 
R/506/7107 

Health and Safety and Welfare in 
Facilities Services 

L1 4 M 
F/506/7541 

Problem Solving in the Workplace L1 2 M Y/505/0454 

 
Pathways 
 

Maintenance and Minor Repairs     

Carrying Out Maintenance and Minor 
Repairs 

L2 6 O 
H/506/7659 

 

Grounds Maintenance 
   

 

Maintain Grounds of Premises and 
Facilities 

L2 6 O 
J/506/7671 

 

Plumbing and Electrical Services 
repairs  

   

 

Maintaining Electrical and Plumbing 
Services 

L2 6 O 
R/506/7673 
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Cleaning Interiors     

Clean Internal Surfaces and Areas L2 6 O T/506/7665 

Cleaning and Servicing a Range of 
Housekeeping Areas 

L2 3 O 
J/601/5015 

Cleaning of interiors and  washrooms    L2 3 O K/502/2285 

Deep Clean equipment in premises 
and facilities    

L2 6 O 
L/601/6554 

 

Street Cleaning     

Perform Street Cleansing Manually 
and Mechanically 

L2 6 O 
D/506/7675 

 

External Cleaning and Maintenance    

Clean External Surfaces and Areas L2 6 O H/506/7662 

 

Porter or Concierge 
   

 

Working as a Porter or Concierge L2 6 O T/506/7679 

 

Front of House 
   

 

Providing Reception Services L2 6 O K/506/7677 

 

Waste Services 
   

 

Dealing with Routine and Non-routine 
Waste 

L2 6 O 
F/506/7667 

 

Painting and Decorating 
   

 

Painting and Wallpapering Skills   L2 6 O M/506/6871 
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1.3. Total Qualification Time (TQT) 
 

Through consultation with users, TQT has been agreed by considering the total number 
of learning hours required for the average learner to achieve this qualification.  

TQT is split into two areas:   

 Guided Learning Hours (GLH):  

o  learning activity under the immediate guidance or supervision of a lecturer, 
supervisor, tutor or other appropriate provider of education or training  

o  includes the activity of being assessed if the assessment takes place under 
the  immediate guidance or supervision of a lecturer, supervisor, tutor or 
other appropriate provider of education or training.  

 Other Learning Hours (OLH):  

o  an estimate of the number of hours a learner will spend, as directed by (but 
not under the immediate guidance or supervision of) a lecturer, supervisor, 
tutor or other appropriate provider of education or training, including:  

 preparatory work  

 self-study  

 or any other form of education or training, including assessment.   
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Examples of GLH activities include:   

 Classroom-based learning supervised by a teacher   

 Work-based learning supervised by a teacher   

 Live webinar or telephone tutorial with a teach in real time   

 E-learning supervised by a teacher in real time   

 All forms of assessment which take place under the immediate guidance or 
supervision of an appropriate provider of training   

 Exam time    

Examples of OLH activities include:   

 Independent and unsupervised research/learning   

 Unsupervised compilation of a portfolio of work experience   

 Unsupervised e-learning   

 Unsupervised e-assessment    

 Unsupervised coursework   

 Watching a pre-recorded podcast or webinar   

 Unsupervised work-based learning   

The agreed Total Qualification Time has been used to identify the qualification’s Credit 
Value.  
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2. Centre Information 
 
2.1. Offering the qualification 
 
Recognised Centres 
 
If you are already recognised to offer NOCN qualifications and would like more 
information about offering the NOCN Suite of Facilities Services qualifications, please 
contact business-enquiries@nocn.org.uk.  
 
If you are ready to add these qualifications to your curriculum offer, please log in to the 
NOCN website, under Centres/Processes and Documents, and complete the ‘Additional 
Qualification Approval Request Form,’ which can then be returned to business-
enquiries@nocn.org.uk for the attention of your Account Manager. 
 
New Centres 
 
If you are interested in offering this qualification, but are not yet a NOCN Approved 
Centre and would like more information about becoming a NOCN centre and offering 
this qualification please see Become a Registered Centre on our website 
https://www.nocn.org.uk/customers/nocn-centres/ and click Become a Centre. 
 
External Verification 
 

Once recognised as a Centre, NOCN will allocate an External Quality Assurer.  The 
External Quality Assurer will have ongoing responsibility for monitoring the Centre’s 
compliance with the requirements of centre recognised status.  

 

The External Quality Assurer will make regular visits to all Centres.  During these visits 
he/she will: 

 

 Monitor the Centre’s compliance with the Centre Recognition agreement by 
reviewing course documentation, meeting managers, tutors, internal quality 
assurers, learners and administrative staff. 
 

 Verify recommendations for achievement submitted by the centre via Quartzweb. 
 

Refer to the NOCN Quality Assurance User Guide for further information on the 
External Quality Assurance process. 

 

  

mailto:business-enquiries@nocn.org.uk
mailto:business-enquiries@nocn.org.uk
mailto:business-enquiries@nocn.org.uk
https://www.nocn.org.uk/customers/nocn-centres/
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2.2. Required Resources for Delivering these Qualifications 
 
As part of the requirement to deliver these qualifications there is an expectation that 
staff undertaking roles as part of the delivery and assessment of the qualification have a 
demonstrable level of expertise.  
 
Tutor/Assessor 
 
NOCN expects that Tutors/Assessors are able to demonstrate the following 
competencies: 
 
 Be technically competent in facilities services or management and/or have 

experience of delivering training within the area.  The minimum expectation is that 
the level of experience should be at the same level as the training that is to be 
delivered. 

 
 An occupational knowledge of job roles within the facilities services industry.  The 

minimum expectation is that the level of knowledge should be at the same level as 
the training that is to be delivered. 

 
 Hold a recognised teaching qualification or, for new tutors, undertake and complete 

initial teacher training to a minimum Level 3 standard within 12 months of taking up 
the tutor role. 

 

Centre staff may undertake more than one role, e.g. tutor and assessor or internal 
verifier, but they cannot carry out any verification on work that they have previously 
assessed. 

 

Internal Verifier 

 

Each centre must have internal verification policies and procedures in place to ensure 
that decisions made by assessors are appropriate, consistent, fair and transparent, and 
that they do not discriminate against any learner.  The policies and procedures must be 
sufficient to secure the quality of the award, ensuring validity, reliability, and 
consistency.  

 

NOCN expects that an Internal Verifier is able to demonstrate the following 
competencies: 
 
They should: 
 
 Be technically competent in facilities services or management and/or have 

experience of delivering training within the area.  The minimum expectation is that 
the level of experience should be at the same level as the training that is to be 
delivered. 

 



 
 

11 

 

Suite of Facilities Services Qualifications 

 An occupational knowledge of the facilities services industry. The minimum 
expectation is that the level of knowledge should be at the same level as the training 
that is to be delivered. 

 

NOCN supports and recognises Centres’ internal quality assurance systems which 
support the above; any system should encourage standardisation and sharing of good 
practice. 

 

Please note that one of the units for the pathway Cleaning Interiors, Cleaning and 
Servicing a Range of Housekeeping Areas, has additional requirements for 
Assessor/Internal Verifier.  Please ensure that you have read and comply with 
these requirements if you plan to deliver this unit. 

 
Continuing Professional Development (CPD)  
 

Centres are expected to support their staff, ensuring that their subject knowledge 
remains current and that their members of staff are up to date with regards to best 
practice in delivery, assessment and verification.   
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3. Unit Information 
 
The NOCN Entry Level Award in Introduction to Facilities Services Careers (Entry 3) 
consists of four mandatory units which are detailed below. 
 
The NOCN Level 1 Certificate in Exploring a Career in Facilities Services consists of 
four mandatory units and optional units from the learner’s chosen pathway. Units are 
detailed below. 
 
To achieve these qualifications a learner must provide evidence of learning and 
achievement against all of the assessment criteria within each unit.  However a number 
of assessment criteria can be taught and assessed through one activity. 
 
A copy of each of the units follows.  Further information on assessment of the units is 
available within the assessment workbooks which will be made available to centres on 
approval to run the qualifications. 
 
Tasks selected must be relevant to the age range of the learner when assessing the 
NOCN suite of Facilities Services qualifications.  
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3.1. Units – NOCN Entry Level Award in Introduction to Facilities Services 
Careers (Entry 3)  

 
Unit Title Introduction to Facilities Services 

Ofqual unit reference number 
(code) 

D/506/7532  

Unit Level Entry 3 

GLH 40 

Unit Credit Value 4 

 
This unit has 3 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know about facilities 
services occupations. 

 

1.1. List three facilities services occupations. 
1.2. State what one facilities services occupational area 

involves. 
1.3. State preferred occupational area for own career. 
1.4. Give reasons for this choice. 

 

2. Know about the importance 
of health and safety in the 
facilities services industry.  

2.1. Identify the dangers of: 
(a) hazardous materials  
(b) hazardous situations  
when working in facilities services. 

2.2. Identify Personal Protective Equipment (PPE) for 
facilities services tasks. 

2.3. Give one way that accidents involving injury to members 
of the public can be avoided while a facilities services 
activity is being carried out. 
 

3. Be able to participate in 
practical tasks related to the 
facilities services industry.  

3.1. Select appropriate PPE for given facilities services tasks. 
3.2. Select appropriate resources, tools and equipment 

required to complete a given facilities services task. 
3.3. Work with others to complete a task related to facilities 

services. 
3.4. Work with others to resolve problems in a task related to 

facilities services. 
3.5. State what went well with the task. 
3.6. State what did not go so well with the task. 
3.7. State what might have been done differently within the 

task. 
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Scope of Learning 
 
 The purpose of this unit is to give learners an introduction to careers in facilities 

services. Learners should be able to identify at least three occupations within 
facilities services as well as at least one occupational area. They should be able 
to use their understanding of the industry to identify which preferred 
occupational area they feel matches their career aims and give reasoning for 
this, location, prospects, suitability to existing skills etc. 

 
 Learners should gain an understanding of the importance of health and safety 

within facilities services. They need to be able to identify specific dangers with 
materials and situations and also the personal protective equipment (PPE) that 
they can use to minimise risk within facilities services. Learners should be able 
to use their knowledge to identify the preventative measures that can be taken 
to avoid injuries to members of the public when carrying out their duties. 

 
 Learners must have the opportunity to partake in practical tasks, either within 

the workplace or classroom based simulations related to facilities services. 
They must be able to select the appropriate personal protective equipment 
(PPE), resources, tools and equipment for the tasks and work with others to 
complete a range of given tasks. Learners should be able to review these tasks 
stating what they felt went well and what went not so well including what could 
have been done differently to achieve a more satisfactory outcome. 

 
Assessment Guidance 
 
Centres may choose to undertake a variety of tasks to evidence achievement of the unit 
however evidence for Learning Outcome Three must be drawn from practical activities. 
This may be observed by the assessor and an observation report completed.  
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Unit Title Customer Service Skills 

Ofqual unit reference number 
(code) 

D/506/6977 

Unit Level Entry 3 

GLH 10 

Unit Credit Value 1 

 

This unit has 4 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know the importance of 
good customer service. 

 

1.1. Outline why good customer service is important for: 
(a) customers 
(b) the organisation 
(c) other staff. 

1.2. State how the way that a person behaves can affect the 
customer experience. 

 

2. Be able to give good 
customer care. 

2.1. Provide good customer care when dealing with a 
customer. 
 

3. Be able to communicate 
effectively with customers. 

3.1. Communicate positively in routine situations using: 
(a) verbal communication 
(b) non-verbal communication. 
 

4. Know the importance of 
good personal presentation. 

4.1. Give examples of good personal presentation. 
4.2. Present him/herself appropriately to deal with customers. 
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Scope of Learning 
 
 This unit develops the learners understanding of good customer service skills. 

They must be able to outline the importance of good customer service for the 
customer, organisation, and for other staff in the organisation. They should also 
be able to identify how a person’s behaviour can affect the experience of the 
customer. 

 
 Through demonstration or in the workplace the learner should be able to 

provide good customer care when dealing with customers. This should include 
evidence of their ability to use verbal and non-verbal communication. 

 
 Learners should know the importance of good personal presentation and give 

examples of this as well as demonstrating. 
 
Assessment Guidance 
 
Centres may choose to undertake a variety of tasks to evidence the achievement of the 
unit in either the workplace or though simulated exercises. These can be evidenced 
through tutor or peer evaluation or through self-assessment as well as through the 
answering of written questions. If oral questioning is used this must be recorded through 
tutor/assessor observation reports or electronic recording. 
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Unit Title Health and Safety and Welfare in Facilities Services 

Ofqual unit reference number 
(code) 

F/506/7541 

Unit Level One 

GLH  40 

Unit Credit Value 4 

 

This unit has 5 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know the causes of 
accidents in the facilities 
services industry. 

 

1.1. Describe the causes of accidents in the facilities services 
industry. 

2. Know about hazards and 
safety signs in a facilities 
services environment.  

 

2.1. Identify potential hazards in a facilities services 
environment. 

2.2. Identify the safety signs used in a facility services 
environment. 

 

3. Know how to minimise the 
risk of hazards. 

3.1. Identify and select methods used to minimise the risks of 
hazards. 

3.2. Describe ways to reduce risks. 
 

4. Know about the different 
types of fire extinguishers 
and when to use them. 

4.1. List different types of fire extinguishers. 
4.2. Describe when different types of fire extinguishers should 

be used. 
 

5. Know about Health And 
Safety At Work Act 
(HASAWA) and Control Of 
Substances Hazardous to 
Health (COSHH) legislation. 
 

5.1. Describe the purpose of HASAWA. 
5.2. Describe the purpose of COSHH. 
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Scope of Learning 
 

 Learners should be directed to the Health and Safety Executive website for 
usable, easy to understand information related to current legislation on health 
and safety issues. www.HSE.gov.uk  

 
 Learners must be able to describe the main causes of accidents in the 

workplace such as slips, trips and falls, incorrect manual handling, working at 
height, lifting, moving and storing chemicals and machinery. 

 
 Learners should be able to identify potential hazards in the workplace such as 

trip hazards, spillages, obstructions etc. and the safety signs that are used in 
facilities services to warn employees and others of the work being carried out. 

 
 Learners should be able to identify methods that can be used to minimise the 

risks of hazards, use of personal protective equipment (PPE), specialised 
equipment, use of barriers and signage, and demonstrate this in the work 
environment, real or simulated. They should also be able to describe the 
different methods used to minimise risk, this should include reference to risk 
assessments and method statements. 

 
 Learners should be able to list the different types of fire extinguisher, water, 

CO2, foam, powder and wet chemical and describe the types of fire each 
should be used, and not used, on. 

 
 Learners should be able to describe the purpose of the Health and Safety at 

Work Act (HASAWA) and the Control of Substances Hazardous to Health 
(CoSHH) legislation, including the requirements it places on both the employer 
and employee. 

 
Assessment Guidance 
 
Centres may choose to undertake a variety of tasks to evidence the achievement of the 
unit in either the workplace or though simulated exercises. These can be evidenced 
through tutor or peer evaluation or through self-assessment as well as through the 
answering of written questions. If oral questioning is used this must be recorded through 
tutor/assessor observation reports or electronic recording. 
  

http://www.hse.gov.uk/
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Unit Title Skills for Employability 

Ofqual unit reference number 
(code) 

M/505/3666 

Unit Level Entry 3 

Unit Credit Value 3 

GLH 30 

 

This unit has 4 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Understand the need for 
Health and Safety 
procedures at work. 
 

1.1. List reasons for Health and Safety procedures at work. 
1.2. Identify key safety signs. 
1.3. Identify safe clothing for different types of work. 
1.4. Outline how to maintain own safety at work. 
1.5. State how to obtain help. 

 

2. Be able to participate in a 
task in a work-simulated 
environment. 
 

2.1. Follow simple instructions. 
2.2. Perform a single work task. 
2.3. Perform short sequence of tasks. 
2.4. Give an example of a problem with a task. 
2.5. Give possible solution to problem. 
 

3. Be able to work as part of a 
team. 

3.1. Use questions and give answers clearly. 
3.2. Work with another group member to complete a work 

task. 
3.3. Assist other team members. 

 

4. Know social skills needed 
for work. 

4.1. Outline what is meant by time management. 
4.2. Give an example of:  

a) reliable 
b) committed  
behaviour at work. 

4.3. State key roles in a workplace. 
4.4. Give an example of dealing positively with a difficult 

situation. 
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Scope of Learning 
 

 Learners should be able to list the reasons for health and safety procedures 
within the workplace, identify the key signs used to enforce and warn of potential 
risks and the personal protective equipment (PPE) and clothing that is used for 
different types of work activity. 
 

 In a real or simulated environment learners should demonstrate their ability to 
follow simple instructions and use these to perform both single and a short 
sequence of work tasks. They must give an example of a problem with the task 
and identify potential solutions to it. 

 
 Learners must demonstrate their ability to use questions and give clear answers 

in the workplace, work with another group member and as part of a team to 
complete work tasks. 

 
 Learners need to be able to outline what time management means, including why 

it is important and give examples that demonstrate their behaviour in terms of 
reliability and commitment. They should be able to state the key roles in the 
workplace, managers, supervisors, human resources, finance etc. and give an 
example where they have dealt positively with a difficult situation. 

 
Assessment Guidance 
 
Centres may choose to undertake a variety of tasks to evidence the achievement of the 
unit in either the workplace or though simulated exercises. These can be evidenced 
through tutor or peer evaluation or through self-assessment as well as through the 
answering of written questions. If oral questioning is used this must be recorded through 
tutor/assessor observation reports or electronic recording. 
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3.2. Units – NOCN Level 1 Award in Exploring a Career in Facilities Services 
 
Unit Title Introduction to Careers in Facilities Services 

Ofqual unit reference number 
(code) 

L/506/7669 
 

Unit Level One 

GLH 18 

Unit Credit Value 2 

 

This unit has 3 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know about career 
opportunities in facilities 
services. 
 

1.1. Outline different types of career opportunities in facilities 
services. 

1.2. Outline different types of organisations that offer career 
opportunities in facilities services in terms of: 
a) their size 
b) the nature of the work they undertake. 
 

2. Understand how career 
choices can impact upon an 
individual’s lifestyle. 

 
 

2.1. State how an individual’s lifestyle may be influenced by 
the career choices they make. 

2.2. Outline how to make realistic career choices based upon 
information provided. 
 

3. Be able to work responsibly 
with others. 

 
 

3.1. Use good team working skills by working responsibly and 
co-operatively with others. 

3.2. Follow instructions when working with others. 
3.3. Communicate appropriately with others. 
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Scope of learning for the unit  
 
 The purpose of this unit is to give the learners an understanding of the facilities 

industry. Learners should understand, and be able to outline, a range of roles 
related to facilities services, for example internal and external maintenance and 
repair, painting and decorating, electrical and plumbing repairs, front of house, 
porter or concierge work, cleaning and waste services. They should be able to 
identify the different types of organisations, for example large facilities 
contractors and small and medium-sized enterprises that offer opportunities 
within facilities. This should also be differentiated by the nature of the work they 
undertake, for example, large sites such as schools, hospitals, and shopping 
centres. 

 
 Learners should understand that a career within facilities services might lead to 

travel or long hours, and be able to identify the implications for their home and 
family life. They should have the opportunity to explore realistic career choices 
based upon the information provided, for example, looking at job descriptions 
and the scope of work entailed by that particular opportunity. 

 
 They should have the opportunity to undertake a number of activities related to 

facilities services, evidencing working cooperatively with others as a team to 
complete a task. They should be able to follow instructions when working with 
others and communicate appropriately.   

 
Assessment Guidance 
 
Centres may choose to undertake a variety of tasks to evidence achievement of the 
unit; however evidence for Learning Outcome Three must be drawn from a practical 
activity. This may be observed by the assessor and an observation report completed. 
  



 
 

23 

 

Suite of Facilities Services Qualifications 

Unit Title Communication Skills in the Workplace 

Ofqual unit reference number 
(code) 

R/506/7107 

Unit Level One 

GLH 18 

Unit Credit Value 2 

Assessment Guidance This unit may be assessed within a simulated work 
environment. 

 
This unit has 3 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Understand the need to 
communicate effectively in 
the workplace. 

1.1. Outline the need for effective communication with others 
in the workplace. 

1.2. Outline the implications of poor communication with: 
(a) colleagues 
(b) customers. 
 

2. Know how to communicate 
with others when 
undertaking tasks in the 
workplace. 

 
 

2.1. Identify how to keep others informed about own progress 
when undertaking tasks at work. 

2.2. Outline the features of constructive criticism. 
2.3. Respond appropriately to feedback from: 

(a) colleagues 
(b) customers. 
 

3. Be able to deal with 
complaints. 

3.1. Outline key features of the organisation’s complaints 
policy. 

3.2. Use effective communication skills to help to resolve  
complaints using: 
(a) verbal communication skills 
(b) non-verbal communication skills. 
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Scope of Learning 
 
 The purpose of this unit is to give learners an understanding of the importance 

of communication within the workplace. Learners must be able to outline the 
needs for effective communication in the workplace, following instructions, 
asking questions, passing on information, and also outline the implications that 
poor communication can have on colleagues and customers.  

 
 Learns should know how to communicate with others in the workplace, 

identifying how to keep others informed of own progress when completing 
tasks. They should also outline the features of constructive criticism, how this 
can benefit their work, and how to respond appropriately to feedback from 
colleagues and customers. 

 
 Learners must outline the key features of the organisations complaints policy 

and demonstrate their ability to use effective verbal and non-verbal 
communication skills to resolve complaints. 

 
Assessment Guidance 
 
Centres may choose to undertake a variety of tasks to evidence achievement of the 
unit; however evidence for Learning Outcome Three must be drawn from a practical 
activity. This may be observed by the assessor and an observation report completed. 
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Unit Title Problem Solving in the Workplace 

Ofqual unit reference number 
(code) 

Y/505/0454 

Unit Level One 

Unit Credit Value 2 

GLH 18 

 

This unit has 3 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Be able to identify problems 
that occur in the workplace. 
 

1.1. Outline three problems that can occur in the workplace. 
1.2. Give reasons why the identified problems may arise. 
 

2. Be able to identify methods 
for solving problems in the 
workplace. 
 

2.1. Outline methods for solving three specified problems. 
2.2. Give examples of factors which may influence the 

choice of problem solving method. 
2.3. Identify sources of information or support available for 

the methods described. 
  

3. Know how to select a problem 
solving method. 
 

3.1. Outline two sequences of action which could be taken 
to solve a specified problem. 

3.2. State which is your preferred solution and why. 
3.3. Identify the advantages and disadvantages of the 

preferred solution. 
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Scope of Learning 
 
 The purpose of this unit is to give learners an understanding of the types of 

problems that can occur in the workplace and how these can be handled. 
Learners should be able to identify problems that can occur in the workplace, 
outlining three problems and giving reasons why these may arise. These could 
include technical or equipment failures, communication difficulties or issues with 
colleagues. 

 
 Learners should identify methods for solving problems in the workplace, outline 

the methods that would be used to address the three problems identified above 
and give examples of factors that may influence their choice of method. They 
should also be able to identify information or support that is available for the 
chosen methods, such as organisational procedures and policies. Methods of 
solving problems may include calling a manufacturer, reading an instruction 
manual, or discussions or negotiations with colleagues, trade associations or 
unions etc. 

 
 Learners should be able to outline two sequences of actions they would follow 

to solve a given problem, stating which is their preferred choice and identifying 
the advantages and disadvantages of their choice. 

 

Assessment Guidance 
 
Although there is no specific evidence requirement for this unit, centres may wish to use 
actual problems occurring in the work place to provide evidence of achievement. 
Alternatively, particularly if the learner does not have access to a simulated or real 
workplace environment, case studies may be used to provide a real basis for the 
problem solving activities. 
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Unit Title Carrying Out Maintenance and Minor Repairs 

Ofqual unit reference number 
(code) 

H/506/7659 

Unit Level Two 

GLH 48 

Unit Credit Value 6 

Assessment Guidance This unit may be assessed in a training environment or a 
simulated work environment. 

 

This unit has 7 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know how to comply with 
relevant Health and Safety 
legislation, statutory 
regulations, official 
guidance, organisational 
procedures and 
manufacturer’s information 
when carrying out 
maintenance and minor 
repairs. 

1.1. State the current Health and Safety legislation, statutory 
regulations, official guidance and organisational 
procedures that apply when: 
(a) preparing the area for work 
(b) carrying out maintenance and minor repairs. 

1.2. State typical safety hazards associated with carrying out 
maintenance and minor repairs, explaining how these 
can be mitigated by applying appropriate risk control 
measures. 

1.3. Correctly name and locate the persons responsible for 
health and safety within the specific area of work to 
which they have been allocated. 
 

2. Know the tools and 
materials commonly used in 
carrying out maintenance 
and minor repairs. 

2.1. Identify equipment used for maintenance and minor 
repairs. 

2.2. Select the equipment required for specific tasks. 
2.3. Identify materials required for maintenance and minor 

repairs tasks. 
2.4. Identify materials required to perform given tasks. 
2.5. Identify relevant personal protective equipment required 

for the given tasks. 
 

3. Know how to prepare to 
carry out maintenance and 
minor repairs. 

3.1. Describe how environmental and other site conditions 
can influence how the work is carried out. 

3.2. Describe the importance of carrying out preparatory work 
before carrying out repairs. 

3.3. Describe the importance of protecting the surrounding 
areas.  

3.4. State methods which can be used to protect the 
surrounding area. 
 

4. Know how to carry out 
maintenance and minor 
repairs. 

4.1. Describe safe, approved working practices for carrying 
out the work. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

4.2. Describe how to make sure that the surrounding areas 
are maintained during maintenance and repair. 

4.3. Describe the importance of retaining the items to be 
replaced. 

4.4. Describe how to check that items repaired function 
correctly, explaining why this should be done. 

4.5. Describe the organisational requirements for reporting 
any maintenance and repair work beyond scope of own 
competence and responsibility.  

4.6. Describe methods of cleaning tools and equipment. 
4.7. State the importance of cleaning tools and equipment 

after use. 
4.8. State where tools, equipment and unused materials 

should be stored. 
 

5. Be able to prepare to carry 
out maintenance and minor 
repairs. 

5.1. Select personal protective equipment (PPE) required for 
the task. 

5.2. Identify items that need maintenance, including the repair 
work required. 

5.3. Assess environmental and other site conditions for 
suitability to carry out maintenance and repairs. 

5.4. Protect the immediate surrounding areas throughout the 
preparations and the work. 
 

6. Be able to carry out 
maintenance and minor 
repairs. 

6.1. Use safe and approved working practices and 
techniques. 

6.2. Isolate any electrical supplies. 
6.3. Ensure that there are no adverse effects to the finished 

items or appearance of the surrounding areas. 
6.4. Check that replacement items function correctly and 

operate safely. 
6.5. Check that working and surrounding areas match 

following maintenance and repair work. 
6.6. Report any maintenance or repair work required beyond 

scope of own competence and responsibility.  
 

7. Be able to clean and store 
tools and materials after 
use. 

7.1. Clean tools and equipment following manufacturers’ 
instructions. 

7.2. Store tools and equipment safely after use. 
7.3. Store materials correctly after use, following 

manufacturers’ instructions. 
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Scope of learning  
 
 The purpose of this unit is to introduce learners to the procedures for carrying 

out maintenance and minor repairs. Learners should be able to state the 
various legislation that will impact on their work including The Health and Safety 
at Work Act 1974, The Manual Handling Operations Regulations 1992, The 
Provision and Use of Workplace Equipment Regulations 1998, The Working at 
Height Regulations 2005 and the Control of Substances Hazardous to Health 
Regulations 2002. They should also be able to state the organisational 
procedures including risk assessments and method statements, and the 
manufacturer’s instructions, using these to support both their work and the 
maintenance and storage of materials and equipment. 

 
 Learners should be able to state the various hazards relating to carrying out 

maintenance and minor repair, such as those that may result in injury to 
themselves or others, dangers relating to misuse or damaged tools, equipment 
and materials and the use of substances that may impact on health. They must 
be able to identify the preventative measures, including the use of Health and 
Safety Control Equipment (Personal Protective Equipment) and the principles of 
prevention. 

 
 Learners must be able to name and locate the person(s) responsible for health 

and safety within their work area. If the task is being delivered on site then this 
could be their supervisor or the site Health and Safety Manager. Within a 
learning environment this could be the tutor or department head. Information 
identifying the individual should be passed on to learners during a health and 
safety briefing or site induction to be carried out before commencing the task 
and included in the task method statement.  

 
 Learners should be able to identify a range of hand and power tools, equipment, 

and materials that may be used to carry out maintenance and minor repairs, 
and then use this knowledge to select the correct tools, equipment and 
materials to carry out specific tasks. Learners should identify the relevant 
personal protective equipment (PPE) that will be required for each task. 

 
 Learners should know how to prepare to carry out maintenance and minor 

repairs, describing the environmental and other site conditions such as weather 
or surface conditions and the effect this could have on the work. They should be 
able to describe the importance of preparatory work before commencing the 
task, such as ensuring the correct tools and materials are available or that the 
work does not have an adverse effect on others. They should be able to 
describe why it is important to protect the surrounding area, both for health and 
safety and also to ensure that there is no damage to surrounding surfaces and 
items, stating which methods they will use for each given task. 
 

 Learners must know how to carry out maintenance and minor repairs 
describing, for each task, safe, approved working practices referring to risk 
assessments and method statements. They should describe how to ensure that 
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the surrounding areas are maintained, such as the use of dedicated walkways, 
barriers, sheeting or boarding of surfaces. Learners should describe the 
importance of retaining items to be replaced and that repaired items function 
correctly, explaining why this is important. They should also be able to describe 
how to report when maintenance and minor repair work is beyond the scope of 
their competence, stating who they would report to and why this is important. 

 
 Learners should describe how tools and equipment are cleaned after use, 

stating the importance of this and also where tools, equipment, and any unused 
materials will be stored for future use. 

 
 For practical tasks learners should select the correct personal protective 

equipment (PPE) required and identify items that require maintenance or minor 
repair, using visual inspection, testing or through reference to job sheet or 
method statement. They should assess environmental and site conditions to 
ensure they are suitable for the type of work to be carried out, and protect the 
working and surrounding areas against damage and to ensure safety of self and 
others. 

 
 Learners should follow method statements, manufacturers instruction and tutor 

guidance, using safe and approved working practices and techniques to 
complete tasks. They should isolate electrical supplies prior to commencing 
tasks. Learners should ensure that there are no adverse effects to the finished 
items or the appearance of the surrounding area, checking that all replacement 
items function correctly and safely. They should check that the maintenance or 
minor repairs match with the surrounding area and report any works that are 
beyond their scope of competence. 

 
 Learners should clean all tools and equipment and store these, and any 

remaining materials, after use according to manufacturer’s instructions.  
 
Assessment Guidance 
 
 Learners must provide evidence against all of the assessment criteria; the 

evidence for this unit will come from two main sources; direct evidence 
produced by the learner demonstrating knowledge and skills when completing 
activities related to maintenance and minor repairs, and underpinning 
knowledge and understanding which can be demonstrated through a variety of 
assessment methods.  

 
 The direct evidence includes naturally occurring documentary evidence (hard 

copy and electronic), and direct observation of activities that can be evidenced 
through photographs digital recordings, assessor observation reports, witness 
statements, etc., with each piece of evidence referenced to the relevant 
assessment criteria. 
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 Underpinning knowledge and understanding can be evidenced through a variety 
of assessment methods including; multiple choices testing and question and 
answer exercises (electronic or paper-based). 

 
 Learning Outcomes 5, 6 and 7 require the learner to carry out a number of 

practical tasks. These can be in the workplace or in a simulated environment 
and can be evidenced through tutor or peer observation, self-reporting or 
photographic/digital recording. 
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Unit Title Maintain Grounds of Premises and Facilities 

Ofqual unit reference number 
(code) 

J/506/7671 

Unit Level Two 

GLH 48 

Unit Credit Value 6 

Assessment Guidance This unit may be assessed in a training environment or a 
simulated work environment. 

 

This unit has 6 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know how to comply with 
relevant Health and Safety 
legislation, statutory 
regulations, official 
guidance, organisational 
procedures and 
manufacturer’s information 
when maintaining grounds of 
premises and facilities. 

1.1. State the current Health and Safety legislation, statutory 
regulations, official guidance and organisational 
procedures that apply when: 
(a) preparing the area for work 
(b) maintaining grounds of premises and facilities.  

1.2. State typical safety hazards associated with maintaining 
grounds of premises and facilities, explaining how these 
can be mitigated by applying appropriate risk control 
measures. 

1.3. Correctly name and locate the persons responsible for 
health and safety within the specific area of work 
allocated. 
 

2. Know the tools and 
materials commonly used in 
maintaining grounds of 
premises and facilities. 

2.1. Identify equipment used for maintaining the grounds of 
premises and facilities. 

2.2. Select the equipment required for specific tasks. 
2.3. Identify materials required for the maintenance tasks. 
2.4. Identify materials required to perform given tasks. 
2.5. Identify relevant personal protective equipment (PPE) 

required for the given tasks. 
 

3. Know how to prepare for 
maintaining grounds of 
premises and facilities. 

3.1. Describe how environmental and other site conditions 
can influence how the work is carried out. 

3.2. Explain why it is important to carry out maintenance only 
when conditions are suitable. 

3.3. Identify which conditions are suitable to carry out 
maintenance tasks, including: 
a) ground conditions 
b) weather conditions. 
 

4. Know how and why to 
remove debris litter from the 
area. 

4.1. Give examples of debris and litter that may need to be 
removed from grounds. 

4.2. State why it is important to correctly identify the nature of 
debris and litter. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

4.3. State why it is important to correctly identify appropriate 
methods for disposing of these different types of refuse. 

4.4. State how to dispose of unwanted debris and litter. 
4.5. State where to dispose of unwanted debris and litter. 
4.6. State requirements regarding the segregation of waste 

disposal and recycling. 
4.7. Describe why these requirements must be adhered to, 

including the possible consequences of not doing so. 
4.8. List the collection points to which waste containers must 

be transferred. 
 

5. Be able to remove any 
unwanted debris and litter as 
instructed. 

5.1. Identify the nature of any unwanted debris or litter. 
5.2. Using safe working methods, clear any unwanted debris 

from the area. 
5.3. Dispose of any unwanted debris and litter in accordance 

with safe practice. 
5.4. Report any hazardous items or problems affecting the 

maintenance of the area to the relevant person. 
5.5. Seek advice regarding the removal and disposal of 

hazardous items. 
5.6. Make sure completed work area meets the requirements 

of the specification. 
 

6. Be able to clean and store 
tools and materials after 
use. 

6.1. Clean tools and equipment following manufacturers’ 
instructions. 

6.2. Store tools and equipment safely after use. 
6.3. Store materials correctly after use, following 

manufacturers’ instructions. 
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Scope of learning  
 
 The purpose of this unit is to give learners an understanding of the work carried 

out around ground maintenance in facilities services. Learners should be able to 
state the various legislation that will impact on their work including The Health 
and Safety at Work Act 1974, The Manual Handling Operations Regulations 
1992, The Provision and Use of Workplace Equipment Regulations 1998, The 
Working at Height Regulations 2005 and the Control of Substances Hazardous 
to Health Regulations 2002. They should also be able to state the 
organisational procedures including risk assessments and method statements, 
and the manufacturer’s instructions, using these to support both their work and 
the maintenance and storage of materials and equipment. 

 
 Learners should be able to state the various hazards when maintaining the 

grounds of premises and facilities, such as those that may result in injury to 
themselves or others, dangers relating to misuse or damaged tools, equipment 
and materials and the use of substances that may impact on health. They must 
be able to identify the preventative measures, including the use of Health and 
Safety Control Equipment (Personal Protective Equipment) and the principles of 
prevention. 

 
 Learners must be able to name and locate the person(s) responsible for health 

and safety within their work area. If the task is being delivered on site then this 
could be their supervisor or the site Health and Safety Manager. Within a 
learning environment this could be the tutor or department head. Information 
identifying the individual should be passed on to learners during a health and 
safety briefing or site induction to be carried out before commencing the task 
and included in the task method statement.  

 
 Learners should be able to identify the equipment and materials used for 

maintaining the grounds of premises or facilities, and be able to select correctly 
for specific tasks, as well as identifying the personal protective equipment 
(PPE), gloves, goggles, masks, overalls, boots, hard hats, hi-visibility jackets 
required for given tasks. 

 
 Learners should be able to describe how to prepare for maintaining grounds of 

premises and facilities, describing how environmental and other site conditions, 
such as weather and surface conditions, can influence how work is carried out, 
and explaining why maintenance should only be carried out when conditions are 
suitable. Learners should be able to identify when both ground and weather 
conditions are suitable for carrying out maintenance tasks. 

 
 Learners should be able to give examples of the types of debris and litter that 

they may need to remove from grounds. They should state why it is important to 
correctly identify its nature and select the correct method for removing. They 
should be able to state how and where they will dispose of unwanted debris and 
litter. 
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 Learners should be able to state the requirements regarding the segregation of 
waste for disposal and recycling, both in terms of organisational policy and 
legislation, describing why these requirements should be adhered to and 
possible consequences if they are not. They should also be able to list the 
collection points to which waste containers should be transferred. 

 
 Through practical demonstration, learners should be able to identify the nature 

of unwanted litter and debris and, using safe working methods, including risk 
assessments and method statements, clear all unwanted items from the area. 
They should dispose of all unwanted litter and debris in accordance with safe 
working practice, and report any hazardous items or other problems that affects 
their work, to the relevant person. They should seek advice before removing 
and disposing of hazardous waste, and ensure that, once the task is completed, 
the area meets the requirements of the specification. 

 
 Once the tasks have been completed learners should clean all tools and 

equipment in line with manufacturer’s instructions and store all tools, equipment 
and materials also to instruction. 

 
Assessment Guidance 
 
 Learners must provide evidence against all of the assessment criteria; the 

evidence for this unit will come from two main sources; direct evidence 
produced by the learner demonstrating knowledge and skills when completing 
activities related to maintaining grounds of premises and facilities, and 
underpinning knowledge and understanding which can be demonstrated 
through a variety of assessment methods.  
 

 The direct evidence includes naturally occurring documentary evidence (hard 
copy and electronic), and direct observation of activities that can be evidenced 
through photographs digital recordings, assessor observation reports, witness 
statements, etc., with each piece of evidence referenced to the relevant 
assessment criteria. 
 

 Underpinning knowledge and understanding can be evidenced through a variety 
of assessment methods including; multiple choices testing and question and 
answer exercises (electronic or paper-based). 
 

 Learning Outcomes 5 and 6 require the learner to carry out a number of 
practical tasks, these can be in the workplace or in a simulated environment 
and can be evidenced through tutor or peer observation, self-reporting or 
photographic/digital recording. 
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Unit Title Maintaining Electrical and Plumbing Services 

Ofqual unit reference number 
(code) 

R/506/7673 

Unit Level Two 

GLH 48 

Unit Credit Value 6 

Restricted Organisations N/A 

Assessment Guidance This unit may be assessed in a training environment or a 
simulated work environment. 
 

 

This unit has 7 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know how to comply with 
relevant Health and Safety 
legislation, statutory 
regulations, official 
guidance, organisational 
procedures and 
manufacturer’s information 
when maintaining electrical 
and plumbing services. 

1.1. State the current Health and Safety legislation, statutory 
regulations, official guidance and organisational 
procedures that apply when: 
(a) preparing the area for work 
(b) maintaining electrical and plumbing services. 

1.2. State typical safety hazards associated with maintaining 
electrical and plumbing services, explaining how these 
can be mitigated by applying appropriate risk control 
measures. 

1.3. Explain why it is important to always adhere to safety 
regulations and codes of practice. 

1.4. Correctly name and locate the persons responsible for 
health and safety within the specific area of work to 
which they have been allocated. 
 

2. Know the tools and 
materials commonly used in 
maintaining plumbing and 
electrical services. 

2.1. Identify equipment used for maintaining plumbing 
services. 

2.2. Identify equipment used for maintaining electrical 
services. 

2.3. Select the equipment required for specific tasks. 
2.4. Identify materials required for plumbing maintenance 

tasks. 
2.5. Identify materials required for electrical maintenance 

tasks. 
2.6. Identify relevant personal protective equipment (PPE) 

required for given tasks. 
 

3. Know how to prepare for 
maintaining plumbing and 
electrical services. 

3.1. Describe the actions which must be taken to warn others 
of maintenance work. 

3.2. Describe how to isolate equipment from the supply. 
3.3. State why equipment must be isolated before 

maintenance is started. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

3.4. State where to turn off the supply. 
3.5. Explain why it is important to prevent faulty equipment 

from being used. 
 

4. Be able to prepare for 
maintaining plumbing and 
electrical services. 

4.1. Select tools and equipment for given tasks. 
4.2. Select personal protective equipment (PPE) for given 

tasks. 
4.3. Isolate the equipment from the supply before starting 

maintenance. 
4.4. Warn others of the work being carried out. 
4.5. Explain to others the potential impact on premises and 

facilities. 
 

5. Know how to carry out basic 
electrical and plumbing 
maintenance. 

5.1. Describe how to remove faulty components. 
5.2. Outline the consequences of failing to dispose of faulty 

components correctly. 
5.3. Explain why it is important to use the correct replacement 

parts. 
5.4. Describe methods for removing damaged parts. 
5.5. Describe methods for fitting replacement component 

parts. 
5.6. Give examples of necessary adjustments, including how 

to make them. 
 

6. Be able to carry out basic 
electrical and plumbing 
maintenance according to 
instructions. 

6.1. Use safe and approved working practices and 
techniques. 

6.2. Isolate any electrical supplies. 
6.3. Ensure that there are no adverse effects to the finished 

items or appearance of the surrounding areas. 
6.4. Check that replacement items function correctly and 

operate safely. 
6.5. Report any maintenance or repair work beyond scope of 

own competence or responsibility.  
 

7. Be able to clean and store 
equipment and materials 
after use. 

7.1. Clean tools and equipment following manufacturers’ 
instructions. 

7.2. Store tools and equipment safely after use. 
7.3. Store materials correctly after use, following 

manufacturers’ instructions. 
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Scope of learning  
 
 The purpose of this unit is to give learners an understanding of the work involved 

in maintaining plumbing and electrical services. Learners should be able to state 
the various legislation that will impact on their work including The Health and 
Safety at Work Act 1974, The Manual Handling Operations Regulations 1992, 
The Provision and Use of Workplace Equipment Regulations 1998, The Working 
at Height Regulations 2005 and the Control of Substances Hazardous to Health 
Regulations 2002. They should also be able to state the organisational 
procedures including risk assessments and method statements, and the 
manufacturer’s instructions, using these to support both their work and the 
maintenance and storage of materials and equipment. 

 
 Learners should be able to state the various hazards when maintaining plumbing 

and electrical services, such as those that may result in injury to themselves or 
others, dangers relating to misuse or damaged tools, equipment and materials 
and the use of substances that may impact on health. They must be able to 
identify the preventative measures, including the use of Health and Safety 
Control Equipment (Personal Protective Equipment) and the principles of 
prevention. 

 
 Learners should be able to explain why it is important that they always adhere to 

safety regulations and codes of practice. 
 

 Learners must be able to name and locate the person(s) responsible for health 
and safety within their work area. If the task is being delivered on site then this 
could be their supervisor or the site Health and Safety Manager. Within a 
learning environment this could be the tutor or department head. Information 
identifying the individual should be passed on to learners during a health and 
safety briefing, or site induction carried out before commencing the task and 
included in the task method statement.  
 

 Learners should be able to identify equipment and materials used to maintain 
plumbing and electrical services, and be able to select the correct equipment 
and materials for specific tasks. They should also be able to identify personal 
protective equipment (PPE) for the tasks. 

 
 Learners should be able to describe the actions they will take to warn others of 

the maintenance work, such as delivering written information if services are 
likely to be interrupted, or through the use of signs and barriers. 
 

 Learners should be able to describe how they will isolate the equipment they will 
be working on from the supply and state why, and where, this must be done 
before they commence the maintenance. They should be able to explain why it 
is important to prevent faulty equipment from being used. 
 

 Learners should be able to select the correct tools and equipment, including 
personal protective equipment (PPE) for given tasks and isolate the equipment 
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from the supply before the work is carried out. They should warn others of the 
work to be carried out and explain the potential impact on the premises and 
facilities. 
 

 Learners should be able to describe how to remove faulty components, outlining 
the consequences of not disposing of them correctly and explain why it is 
important to use the correct parts as replacement. 
 

 Learners should be able to describe the methods they could use to remove 
damaged parts, giving examples of necessary adjustments and how these are 
made. 
 

 Learners should use safe working practices and techniques while carrying out 
maintenance work ensuring any electrical supplies are isolated before 
commencement. 
 

 Learners should, once the task has been completed, ensure there are no 
adverse effects to the surrounding areas and that the replacement items function 
correctly and safely, reporting any maintenance or repair work that is beyond 
their own competence or responsibility.  

 
 Once the tasks have been completed learners should clean all tools and 

equipment to manufacturer’s instructions and store all tools, equipment and 
materials also according to instruction. 

 
Assessment Guidance 
 
 Learners must provide evidence against all of the assessment criteria; the 

evidence for this unit will come from two main sources; direct evidence produced 
by the learner demonstrating knowledge and skills when completing activities 
related to maintaining electrical and plumbing services, and underpinning 
knowledge and understanding which can be demonstrated through a variety of 
assessment methods.  
 

 The direct evidence includes naturally occurring documentary evidence (hard 
copy and electronic), and direct observation of activities that can be evidenced 
through photographs digital recordings, assessor observation reports, witness 
statements, etc., with each piece of evidence referenced to the relevant 
assessment criteria. 
 

 Underpinning knowledge and understanding can be evidenced through a variety 
of assessment methods including; multiple choices testing and question and 
answer exercises (electronic or paper-based). 
 

 Learning Outcomes 4, 6 and 7 require the learner carry out a number of practical 
tasks, these can be in the workplace or in a simulated environment and can be 
evidenced through tutor or peer observation, self-reporting or 
photographic/digital recording. 



 
 

40 

 

Suite of Facilities Services Qualifications 

a)  Clean Internal Surfaces and Areas 
 
Unit Title Clean Internal Surfaces and Areas 

Ofqual unit reference number 
(code) 

T/506/7665 

Unit Level Two 

GLH 48 

Unit Credit Value 6 

Assessment Guidance This unit may be assessed in a training environment or a 
simulated work environment.   

 

This unit has 6 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know how to comply with 
relevant Health and Safety 
legislation, statutory 
regulations, official 
guidance, organisational 
procedures and 
manufacturer’s information 
when cleaning internal 
surfaces and areas. 

1.1. State the current Health and Safety legislation, statutory 
regulations, official guidance and organisational 
procedures that apply when: 
(c) preparing the area for work 
(d) cleaning internal surfaces and areas.  

1.2. State typical safety hazards associated with cleaning 
internal surfaces and areas, explaining how these can 
be mitigated by applying appropriate risk control 
measures. 

1.3. Correctly name and locate the persons responsible for 
health and safety within the specific area of work to 
which they have been allocated. 
 

2. Know how to prepare to 
clean internal surfaces and 
areas. 

2.1. Describe the sequence for cleaning to avoid re-soiling. 
2.2. List the permits and checks that may be required to work 

on the premises. 
2.3. State the standards of appearance and behaviour 

required in the workplace. 
2.4. State the importance of personal hygiene when cleaning. 
2.5. State the location of the storage areas for equipment 

and materials. 
2.6. State why storage area should be kept clean, safe and 

secure. 
2.7. Describe how the following factors can influence the 

cleaning method used: 
a) manufacturer's instructions 
b) risk 
c) efficiency 
d) access 
e) time 
f)  surface 
g) type of soiling. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

2.8. State how to inspect a work area to decide what 
cleaning needs to be carried out. 

2.9. State the importance of wearing the required personal 
protective equipment (PPE), including why it is important 
for others to see it being worn. 

2.10. State the importance of following a work schedule. 
2.11. Describe the best methods for carrying out a specific 

task, identifying possible alternatives. 
2.12. Identify the best materials for carrying out a specific 

task, identifying possible alternatives. 
2.13. State why different equipment should be used for 

different tasks. 
2.14. State the importance of using the correct colour 

coded equipment. 
 

3. Be able to prepare to clean 
internal surfaces and areas. 

3.1. Identify the areas to be cleaned, taking into account 
different types of surfaces and areas. 

3.2. Inform appropriate people that cleaning is taking place, 
stating when it will be completed. 

3.3. Select the appropriate equipment and materials for each 
cleaning task, taking into account surface and type of 
soiling. 

3.4. Select personal protective equipment (PPE) for the task. 
3.5. Ensure that all surfaces are accessible and can be 

reached to carry out adequate cleaning. 
3.6. Deal with unattended items following organisational 

requirements. 
3.7. Ventilate the area. 

 

4. Know how to clean internal 
surfaces. 

4.1. Describe how to avoid causing injury or damage when 
cleaning. 

4.2. State the amount of time allowed for completing the 
activity. 

4.3. State what results are expected for each cleaning 
activity. 

4.4. State techniques to use with chosen equipment and 
materials. 

4.5. Describe the possible consequences of: 
a) using wrong equipment 
b) using wrong materials 
c) not following manufacturer's instructions. 

4.6. State how to change between cleaning methods to cope 
with different types of soiling and surface. 

4.7. State how to identify pest infestation. 
4.8. Identify how to deal with pest infestation. 
4.9. State which cleaning methods or techniques may cause 

nuisance to the public or clients, including steps that can 
be taken to avoid this. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

4.10. State the importance of checking the quality of work 
as it is being done. 

4.11. State tasks that are outside of own responsibility. 
4.12. State the organisational requirements for dealing with 

accidental damage. 
 

5. Be able to clean internal 
surfaces and areas. 

5.1. Remove loose dirt, debris and detritus prior to cleaning. 
5.2. Use the correct cleaning method for the work area, type 

of soiling and surface. 
5.3. Follow the sequence for cleaning in order to avoid re-

soiling. 
5.4. Assess the actions required to prevent disturbance to 

others when cleaning. 
5.5. Avoid obstructions to access when using cleaning 

equipment and power leads. 
5.6. Display warning signs. 
5.7. Adapt the cleaning method according to the available 

equipment, materials and problems identified. 
5.8. Report any difficulties in carrying out the work in line with 

organisational requirements. 
5.9. Deal with spillages using the equipment, materials and 

methods appropriate to the surface and type of spillage. 
5.10. Report any additional cleaning required that is outside 

of responsibility or skill. 
 

6. Be able to complete the 
cleaning process. 

6.1. Replenish supplies or consumables. 
6.2. Leave the area clean and dry. 
6.3. Secure cleaning equipment, materials and personal 

protective equipment (PPE) in the correct storage area. 
6.4. Organise replacement resources as required. 
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Scope of learning  
 
 The purpose of this unit is to allow learners to understand how to carry out the 

cleaning of internal surfaces and areas. Learners should be able to state the 
various legislation that will impact on their work including The Health and Safety 
at Work Act 1974, The Manual Handling Operations Regulations 1992, The 
Provision and Use of Workplace Equipment Regulations 1998, The Working at 
Height Regulations 2005 and the Control of Substances Hazardous to Health 
Regulations 2002. They should also be able to state the organisational 
procedures including risk assessments and method statements, and the 
manufacturer’s instructions, using these to support both their work and the 
maintenance and storage of materials and equipment. 

 
 Learners should be able to state the various hazards when cleaning internal 

surfaces and areas, such as those that may result in injury to themselves or 
others, dangers relating to misuse or damaged tools, equipment and materials 
and the use of substances that may impact on health. They must be able to 
identify the preventative measures, including the use of Health and Safety 
Control Equipment (Personal Protective Equipment) and the principles of 
prevention. 

 
 Learners must be able to name and locate the person(s) responsible for health 

and safety within their work area. If the task is being delivered on site then this 
could be their supervisor or the site Health and Safety Manager. Within a 
learning environment this could be the tutor or department head. Information 
identifying the individual should be passed on to learners during a health and 
safety briefing or site induction to be carried out before commencing the task 
and included in the task method statement.  

 
 Learners should know how to prepare to clean internal surfaces and areas, 

describing the sequence of the work to avoid re-soiling, such as limiting access 
to cleaned areas, and they should list all permits and checks that they need 
before commencing work. Learners should be able to state the standards of 
their personal appearance and behaviour in the workplace as well as the 
importance of personal hygiene when cleaning. 

 
 Learners should be able to state the location of the storage areas used for 

equipment and materials, and also state why it is important to keep these areas 
clean, safe and secure, such as preventing contamination of cleaning resources 
and damage to equipment and tools.  

 
 Learners should be able to describe how manufacturer's instructions, risk, 

efficiency, access, time, surface and type of soiling, can influence the cleaning 
methods they will use. They should also describe how they will inspect the work 
area, taking into account the factors listed above, to decide what cleaning 
needs to be carried out. They should also be able to state the importance of 
using the correct personal protective equipment (PPE), including why it is 
important that others see it being worn. 
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 Learners should be able to state the importance of following a work schedule 

and describe the best methods and materials for carrying out specific tasks as 
well as identifying possible alternatives for both. They should also be able to 
state why different equipment is used for different tasks and the importance of 
using the correctly colour coded equipment. 

 
 Learners should be able to identify areas to be cleaned, taking into account the 

different types of surfaces and areas, and inform the appropriate people that 
cleaning will be taking place and when it will be completed. 

 
 Learners should be able to select the appropriate equipment and materials, 

including personal protective equipment (PPE), taking into account the surfaces 
and types of soiling. 
 

 Learners should ensure that all surfaces are accessible and can be reached, 
deal with unattended items as per organisational requirements and ensure that 
the area is ventilated. 
 

 Learners should be able to describe how to avoid injury or damage when 
cleaning by careful preparation, such as the use of barriers, signs and correct 
personal protective equipment (PPE).  
 

 Learners should be able to state the amount of time allowed to complete a task 
and what results are expected following the work. 
 

 Learners should be able to state the techniques they will use with the chosen 
equipment and materials, and describe the possible consequences of using the 
wrong equipment, materials, or not following the manufacturer’s instructions. 
 

 Learners should be able to state how to change between different cleaning 
methods to cope with different types of soiling and surfaces and how to identify 
pest infestation, including how this will be dealt with. 

 
 Learners should be able to state the cleaning methods or techniques that may 

cause a nuisance to the public or clients, and the steps that can be taken to 
avoid this, such as identifying alternative methods or the timing of the work. 
 

 Learners should be able to state the importance of checking the quality of their 
work as it is being carried out, identifying tasks that are outside of their 
responsibility, and the organisational requirements for dealing with accidental 
damage caused by the cleaning. 
 

 Learners should be able to remove loose dirt, debris and detritus before 
commencing cleaning and use the correct method for the work area, type of 
soiling and surfaces, following the sequence for cleaning in order to avoid re-
soiling. 
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 Learners should be able to assess actions required to avoid disturbing others 
while carrying out the cleaning, such as avoid obstructions to access when 
using cleaning equipment and power leads, and ensure that warning signs are 
displayed. They should be able to adapt the cleaning methods according to the 
equipment and materials available and any problems that may arise. 
 

 Learners should report any difficulties they have in carrying out work in line with 
organisational requirements to the correct person. They should deal with 
spillages using equipment, materials and methods appropriate to the surface 
type, and report any additional cleaning that is required or that is outside of their 
responsibility or competence. 
 

 Learners should replenish all supplies and consumables and leave the area 
clean and dry. They should also secure all cleaning equipment, materials and 
personal protective equipment in the correct storage area and organise 
replacement resources as required. 
 

Assessment Guidance 
 
 Learners must provide evidence against all of the assessment criteria; the 

evidence for this unit will come from two main sources; direct evidence 
produced by the learner demonstrating knowledge and skills when completing 
activities related to cleaning internal surfaces and areas, and underpinning 
knowledge and understanding which can be demonstrated through a variety of 
assessment methods.  
 

 The direct evidence includes naturally occurring documentary evidence (hard 
copy and electronic), and direct observation of activities that can be evidenced 
through photographs, digital recordings, assessor observation reports, witness 
statements, etc., with each piece of evidence referenced to the relevant 
assessment criteria. 
 

 Underpinning knowledge and understanding can be evidenced through a variety 
of assessment methods including; multiple choices testing and question and 
answer exercises (electronic or paper-based). 
 

 Learning Outcomes 3, 5 and 6 require the learner to carry out a number of 
practical tasks, these can be in the workplace or in a simulated environment 
and can be evidenced through tutor or peer observation, self-reporting or 
photographic/digital recording. 
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b)  Cleaning and Servicing a Range of Housekeeping Areas 
 
Unit Title Cleaning and Servicing a Range of Housekeeping Areas 

Ofqual unit reference number 
(code) 

J/601/5015 

Unit Level Two 

GLH 28 

Unit Credit Value 3 

Assessment Guidance This unit should be assessed against People 1st 
assessment strategy and evidence requirements which 
can be found on People 1st's website: 
www.people1st.co.uk. 

 

This unit has 6 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Be able to clean and service 
toilet and bathroom areas. 
 

1.1. Prepare bathroom and toilet areas for cleaning. 
1.2. Choose the correct cleaning equipment and materials for 

toilet and bathroom areas. 
1.3. Clean toilets and surrounding areas correctly. 
1.4. Clean bathroom appliances and surrounding areas 

correctly. 
1.5. Clean floors, walls, mirrors and other areas following 

correct procedures. 
1.6. Identify and report anything that needs maintenance or 

repair. 
1.7. Complete and pass on any records of work, when 

required. 
1.8. Carry out a final check of the area to ensure customer 

satisfaction. 

2. Understand how to clean 
and service toilet and 
bathroom areas. 
 

2.1. Describe what to do if customers are present when 
cleaning rooms. 

2.2. Explain why it is important to prepare the area and 
yourself before cleaning and disposing of waste. 

2.3. Give examples of the types of items in bathrooms and 
bedrooms that may need maintenance and repair. 

2.4. Explain why it is important to report items needing repair 
and who to report them to. 

2.5. Identify the types of records that should be kept in 
relation to cleaning. 

2.6. Identify why work areas need to be inspected on 
completion. 

2.7. State organisational standards for cleaning toilets and 
bathroom areas. 

2.8. State when hazard signs are sometimes needed in 
preparing the work areas. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

2.9. State what materials and equipment are used for 
cleaning different areas of the bathroom and how to 
choose the correct one. 

2.10. Describe the types of unexpected situations that may 
happen when cleaning bathrooms and toilets and how to 
deal with them. 

3. Be able to clean and service 
furnished areas. 

3.1. Prepare furnished areas for cleaning. 
3.2. Choose the correct cleaning equipment and materials for 

each part of the area. 
3.3. Clean the floor covering according to workplace 

procedures. 
3.4. Clean the furniture according to workplace procedures. 
3.5. Clean mirrors, wall covering and any other surfaces and 

leave the whole area tidy. 
3.6. Identify and report anything that needs maintenance or 

repair. 
3.7. Complete and pass on any records of work correctly. 
3.8. Carry out a final check of the area to make sure it will 

satisfy the customer. 

4. Understand how to clean 
and service furnished areas. 

4.1. State organisational standards for cleaning in furnished 
areas. 

4.2. Describe safe lifting and carrying techniques and why 
these should always be used. 

4.3. State what materials and equipment are used for 
cleaning different furnished areas and how to choose the 
correct one. 

4.4. Explain why certain areas need to be kept secure from 
unauthorised access. 

4.5. Describe the types of unexpected situations that may 
happen when cleaning furnished areas and how to deal 
with these. 

5. Be able to dispose of waste. 5.1. Wear appropriate personal protective clothing. 
5.2. Prepare the waste for despatch making sure it is handled 

carefully. 
5.3. Sanitise waste containers following workplace 

procedures. 

6. Know how to dispose of 
waste. 

6.1. Describe how to identify different sorts of waste and how 
different sorts of waste should be disposed of. 

6.2. State what materials and equipment are used for waste 
disposal. 

6.3. Describe the types of problems and unexpected 
situations that may happen when disposing of waste and 
how to deal with these. 

Scope of Learning 
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 The purpose of this unit is to give learners an understanding of the work 
involved in cleaning and servicing a range of housekeeping areas. Learners 
should be able to prepare a bathroom for cleaning, choosing the correct 
equipment for the toilet and bathroom areas, and clean toilets, bathroom 
appliances, floors, walls, mirrors and all surrounding areas correctly. They 
should identify and report anything that may require maintenance or repair, 
complete and pass on records of work when required, and carry out a final 
check to ensure customer satisfaction. 

 
 Learners should be able to describe what they would do if a customer is present 

when they are cleaning rooms. 
 
 Learners should explain the importance of preparing the area and self before 

cleaning and disposing of waste. 
 

 Learners should give examples of the types of items in bathrooms and 
bedrooms that may need maintenance or repair, explaining why it is important 
to report these and who they should report it too. 
 

 Learners should be able to identify the types of records that should be kept in 
relation to cleaning, and identify reasons why work areas need to be inspected 
on completion, such as quality of finish and health and safety. 
 

 Learners should be able to state the organisational standards for cleaning 
bathrooms and toilet areas, and when hazard signs are needed when preparing 
the work area. 
 

 Learners should be able to state what materials and equipment are used for 
cleaning the different areas of a bathroom and how they will select the correct 
ones. They should also be able to describe the different types of unexpected 
situations, damage, spillages etc., which may occur when carrying out the 
cleaning of bathrooms and toilets and how they will deal with them. 

 
 Learners should be able to prepare furnished areas for cleaning, choosing the 

correct equipment and materials for each part of the area. They should be able 
to clean floor coverings, furniture, mirrors, wall covering and other surfaces and 
leave the whole area tidy. They should also identify and report any items that 
require maintenance or repair, complete and pass on records as required, and 
carry out a final check to ensure customer satisfaction. 
 

 Learners should be able to state the organisational standards for cleaning in 
furnished areas and describe safe lifting and carrying techniques, including why 
these should always be used. 
 

 Learners should be able to state what different materials and equipment would 
be used to clean different furnished areas and how they will choose the correct 
ones. 
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 Learners should be able to explain why certain areas must be kept secure from 
unauthorised access, and describe the types of unexpected situations that 
could occur when cleaning furnished areas, as well as how they will deal with 
them. 
 

 Learners should wear the correct personal protective clothing for dealing with 
waste, prepare the waste for dispatch, ensuring it is handled carefully and 
sanitise all waste containers in accordance with workplace procedures. 
 

 Learners should be able to describe how to identify and dispose of different 
types of waste, stating the materials and equipment used for each. They should 
also describe the types of problems and unexpected situations that could arise 
when disposing of waste, and how they will deal with these. 
 

Assessment Guidance 
 
 Learners must provide evidence against all of the assessment criteria; the 

evidence for this unit will come from two main sources; direct evidence 
produced by the learner demonstrating knowledge and skills when completing 
activities related to cleaning and servicing a range of housekeeping areas, and 
underpinning knowledge and understanding which can be demonstrated 
through a variety of assessment methods.  
 

 The direct evidence includes naturally occurring documentary evidence (hard 
copy and electronic), and direct observation of activities that can be evidenced 
through photographs, digital recordings, assessor observation reports, witness 
statements, etc., with each piece of evidence referenced to the relevant 
assessment criteria. 
 

 Underpinning knowledge and understanding can be evidenced through a variety 
of assessment methods including; multiple choices testing and question and 
answer exercises (electronic or paper-based). 
 

 Learning Outcomes 1, 3 and 5 require the learner to carry out a number of 
practical tasks, these can be in the workplace or in a simulated environment 
and can be evidenced through tutor or peer observation, self-reporting or 
photographic/digital recording. 
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b)  Cleaning of Interiors and Washrooms 
 
Unit Title Cleaning of Interiors and Washrooms 

Ofqual unit reference number 
(code) 

K/502/2285 

Unit Level Two 

GLH 22 

Unit Credit Value 3 

Assessment Guidance Assessment requirements specified by Asset Skills 

Optional units - This unit is to be assessed by an 
externally set assessment covering skills and knowledge. 

 

This unit has 3 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Be able to prepare for 
cleaning of interiors and 
washrooms. 
 

1.1. Explain the purpose of a work schedule. 
1.2. Explain the importance of thorough preparation before 

cleaned. 
1.3. Assess the area and items to be cleaned. 
1.4. Describe how to prepare work areas. 
1.5. Explain the process for reporting damaged or 

deteriorating surfaces. 
1.6. Describe the correct cleaning method, equipment and 

materials to use for different soil types and surfaces. 
1.7. Select correct cleaning method, equipment and materials 

to use for different soil types and surfaces. 
1.8. Explain the importance of following manufacturers’ 

recommendations and instructions. 
1.9. List personal protective equipment for cleaning of 

interiors and washrooms. 
1.10. Explain the importance of colour coding when cleaning 

washrooms and kitchens. 

2. Be able to carry out cleaning 
of interiors and washrooms. 

2.1. Explain the importance of cleaning procedures. 
2.2. Use correct cleaning methods for interiors and 

washrooms. 
2.3. Explain the importance of cleaning to prescribed 

standards. 
2.4. Explain the consequences of using incorrect solutions, 

equipment and cleaning methods. 
2.5. Explain the importance of completing work in a timely 

manner. 
2.6. Explain the importance of minimising the inconvenience 

to colleagues, customers and the general public. 
2.7. Describe procedures that can be taken to minimise 

inconvenience. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

3. Be able to check cleaning 
and resources, dispose of 
waste and return equipment 
and items. 

3.1. Explain the importance of checking area and items after 
cleaning. 

3.2. Check cleaning of interiors and washrooms and take any 
necessary action. 

3.3. Describe the procedures for reporting damage to 
equipment, surfaces and premises. 

3.4. Explain the importance of returning all items after 
cleaning to their original position. 

3.5. Return items to original positions. 
3.6. Explain why equipment and materials should be returned 

in good order to a secure storage area. 
3.7. Return equipment in good order to storage areas. 
3.8. Describe how to dispose of waste correctly. 
3.9. Dispose of waste correctly. 
3.10. Describe the procedures for ordering and replacing 

resources. 
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Scope of Learning 
 
 The purpose of this unit is to give learners an understanding of the work 

involved in cleaning interiors and washrooms. Learners should be able to 
explain the purpose of a work schedule, such as how this supports the cleaning 
process by ensuring that all aspects are covered and monitored. They should 
be able to explain the importance of preparation before cleaning, such as health 
and safety preparation and checking resources and equipment, and 
demonstrate their ability by assessing an area and the items to be cleaned. 

 
 Learners should be able to describe how they will prepare a work area including 

how to protect surrounding areas and explain the process they must follow 
when reporting any damaged or deteriorating surfaces. They should also 
describe and select the correct methods, equipment and materials that will be 
used for a range of different soil types and surfaces. 

 
 Learners should be able to explain the importance of following manufacturer’s 

recommendations and instructions, and should be aware of the potential issues 
that could be raised by not following them. 
 

 Learners should be able to list the various personal protective equipment (PPE) 
that they will use when cleaning interiors and washrooms, and explain the 
importance of colour coding of surfaces and items when cleaning washrooms 
and kitchens. 
 

 Learners should be able to explain the importance of cleaning procedures, 
including the importance of order of cleaning and using the correct methods. 
They should also be able to use the methods to carry out the cleaning of 
interiors and washrooms. They should be able to explain the importance of 
cleaning to the prescribed standards, such as how this supports hygiene, health 
and safety and customer satisfaction. 
 

 Learners should be able to explain the consequences of using incorrect 
solutions, equipment and cleaning methods, such as potential damage to 
surfaces and areas, and failure to achieve the required standards. They should 
also explain the importance of completing work in a timely manner, such as to 
minimise inconvenience to customers and to plan subsequent work. 
 

 Learners should be able to explain the importance of minimising inconvenience 
to colleagues, customers and the general public, and describe the procedures 
that can be taken to minimise that could include careful planning and ensuring 
the correct materials and equipment are available and fit for purpose. 
 

 Learners should be able to explain why it is important to check an area and 
items after cleaning including checking for deterioration and damage as well as 
safety. They should carry out checks on the cleaning of interiors and 
washrooms after tasks have been completed, and take any necessary actions 
required following checks.  
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 Learners should be able to describe the procedures for reporting any damage to 

equipment, surfaces and premises and explain why it is important that all items 
are returned to their original position after cleaning, as well as demonstrating 
their ability to do this in practice. 
 

 Learners should be able to explain why equipment and materials should be 
returned in a good condition to a secure storage area, such as ensuring that 
they are available and usable to others, as well as carrying this out in practice. 
 

 Learners should describe how to correctly dispose of waste, referring to 
organisational procedures and manufactures guidance, and demonstrate their 
ability to do this in practice. They should also be able to describe the 
procedures for ordering and replacing resources.  
 

 
Assessment Guidance 

 
 Learners must provide evidence against all of the assessment criteria; the 

evidence for this unit will come from two main sources; direct evidence 
produced by the learner demonstrating knowledge and skills when completing 
activities related to cleaning and servicing a range of housekeeping areas, and 
underpinning knowledge and understanding which can be demonstrated 
through a variety of assessment methods.  

 
 The direct evidence includes naturally occurring documentary evidence (hard 

copy and electronic), and direct observation of activities that can be evidenced 
through photographs digital recordings, assessor observation reports, witness 
statements, etc., with each piece of evidence referenced to the relevant 
assessment criteria. 

 
 Underpinning knowledge and understanding can be evidenced through a variety 

of assessment methods including; multiple choices testing and question and 
answer exercises (electronic or paper-based). 

 
 Learning Outcomes 2 and 3 require the learner to carry out a number of 

practical tasks, these can be in the workplace or in a simulated environment 
and can be evidenced through tutor or peer observation, self-reporting or 
photographic/digital recording. 
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c)   Deep Clean Equipment in Premises and Facilities 
 
Unit Title Deep Clean Equipment in Premises and Facilities 

Ofqual unit reference number 
(code) 

L/601/6554 

Unit Level Two 

Unit Credit Value 6 

GLH 39 

 

This unit has 6 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Understand how to prepare 
for deep clean equipment 
and surfaces.  
 

1.1. Explain the importance of having an up to date 
cleaning specification and where it can be found. 

1.2. State the importance of maintaining standards of 
personal hygiene when cleaning. 

1.3. State the importance of removing personal items prior 
to cleaning and where they should be stored. 

1.4. State the importance of wearing appropriate personal 
protective equipment and for others to see it being 
worn. 

1.5. Describe the best methods and materials for carrying 
out deep cleaning, identifying possible alternatives. 

1.6. Explain how the following factors might affect the type 
of cleaning required: 

 type of soiling 

 type of surface 

 position 

 amount of soiling 
1.7. Explain how to check that the equipment and surface 

is suitable for the treatment. 
1.8. Explain the importance of reporting damaged and 

deteriorating surfaces. 
1.9. State why the selected treatment might not be suitable. 
1.10. Explain the importance of reporting immediately any 

concerns about the deep clean. 
1.11. State how to ventilate the work area. 
1.12. State additional customer or manufacturer’s 

standards that may need to be applied to the work 
surface and equipment. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

2. Understand how to deep 
clean equipment and 
surfaces. 
 

2.1. Describe why there are checks and restrictions in 
place for the use of deep cleaning equipment. 

2.2. Describe how to check that equipment is in safe 
working order. 

2.3. State the organisational requirements for reporting 
problems with equipment. 

2.4. State the importance of removing superficial dust and 
debris. 

2.5. Describe how to soften ground-in soil and stains. 
2.6. State the importance of softening ground in soiling. 
2.7. Explain how to select the most appropriate place to 

carry out test cleans. 
2.8. Explain why test cleans should be carried out before 

applying treatments. 
2.9. Explain why treatments should be applied evenly. 
2.10. State when equipment and surfaces should be pre-

treated. 
2.11. State how long the treatment should take to work. 
2.12. State where to find manufacturer’s instructions for: 

 disassembling and re-assembling equipment 

 applying treatments 

 operating equipment 
2.13. State why it is important to follow manufacturers’ and 

organisational requirements. 
 

3. Understand how to restore 
the deep clean area. 

3.1. Describe what to look for when checking the cleaned 
area and equipment. 

3.2. State which treatments require rinsing. 
3.3. Describe why and how rinsing of treatments should be 

carried out. 
3.4. State the organisational requirements for reporting 

soiling or stains that cannot be removed. 
3.5. State factors which might mean another treatment is 

required. 
3.6. Describe the importance of putting items back in their 

original place after cleaning. 
3.7. Describe how to check for pest infestation. 
3.8. State the organisational requirements for reporting 

pest infestations. 
3.9. State why it is important to check that equipment is 

working properly. 
3.10. Explain the procedures for the disposal of used and 

unused treatments and why this is important. 
3.11. State the importance of cleaning equipment after use. 
3.12. State where cleaning treatments, equipment and 

machinery should be stored. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

3.13. Describe the importance of cleaning and checking 
personal protective equipment after use. 

3.14. State the organisational requirements for storing and 
disposing of personal protective equipment. 
 

4. Be able to prepare to deep 
clean equipment and 
surfaces. 

4.1. Locate the relevant cleaning specification and describe 
what is required to do the task. 

4.2. Remove personal items and store them correctly. 
4.3. Select and wear appropriate personal protective 

equipment for the task. 
4.4. Select the appropriate equipment and materials for 

each cleaning task taking into account surface and 
type of soiling. 

4.5. Check that the equipment is serviceable. 
4.6. Check that the surface and equipment is suitable for 

the planned treatment. 
4.7. Report damaged equipment and surfaces which are 

deteriorating. 
4.8. Contact the appropriate person for advice on: 

 soiling 

 surfaces that could be damaged by cleaning 

 health risks of using a substance 
4.9. Check the work area for factors which may affect the 

clean. 
4.10. Ensure that power supplies are isolated and 

protected during cleaning. 
4.11. Ventilate the work area. 
4.12. Check for authorisation to use any deep cleaning 

equipment prior to use. 
4.13. Check whether there are any additional requirements 

from the customer regarding the deep clean. 
4.14. Report any reasons for not using the specified 

equipment. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

5. Be able to undertake deep 
cleaning of equipment and 
surfaces. 

5.1. Remove superficial dust and debris before starting the 
deep clean. 

5.2. Soften ground-in soil and stains before trying to 
remove them. 

5.3. Conduct a test clean in an area where marks are least 
likely to be noticed. 

5.4. Follow manufacturer’s instructions when disassembling 
equipment. 

5.5. Apply the treatment safely, evenly and methodically 
following manufacturer’s instructions and without over-
wetting or damaging the surface. 

5.6. Ensure that absorbent patches are pre-treated and 
that stubborn and ingrained stains are given 
concentrated treatment. 

5.7. Protect furniture and equipment in areas where a wet 
treatment is being used. 

5.8. Follow the manufacturers’ and organisational 
requirements in the safe use and disassembly of 
machinery and equipment. 

5.9. Ensure safety of self and others throughout the 
cleaning process. 
 

6. Be able to restore the work 
area for use. 

6.1. Check the cleaned surface for an even appearance. 
6.2. Ensure the surface is left free from dirt and excess 

moisture. 
6.3. Rinse treated surfaces if necessary without disturbing 

the surrounding area. 
6.4. Apply protective coatings and treatments if necessary. 
6.5. Reinstate the work area. 
6.6. Check that no residues remain on furniture and 

equipment. 
6.7. Check for and report any signs of pest infestation. 
6.8. Check that equipment with moving parts is working 

after the deep clean. 
6.9. Report any defects and damage caused during 

cleaning. 
6.10. Dispose of used and un-used solutions according to 

manufacturer’s instructions. 
6.11. Clean the equipment after use. 
6.12. Store cleaning agents and treatments in a safe and 

secure place. 
6.13. Store the equipment after use. 
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Scope of learning 
 

 The purpose of this unit is to give learners an understanding of the deep 
cleaning of equipment in premises and facilities. Learners should be able to 
explain the importance of having the most up to date cleaning specification and 
where this can be found. They should be able to state the importance of 
maintaining personal hygiene while carrying out cleaning tasks, and why it is 
important that they remove any personal items prior to starting the tasks 
including where these can be safely stored. They should also state the 
importance of wearing the correct personal protective equipment (PPE) and 
why others should see them wearing this. 

 
 Learners should be able to describe the best methods for carrying out deep 

cleaning, as well as possible alternatives that will meet the prescribed finish. 
They should be able to explain how type of soiling, surface type, position and 
amount of soiling may affect the type of cleaning required, and also how to 
check that the equipment and surfaces are suitable for the selected treatment. 

 
 Learners should be able to explain the importance of reporting damaged and 

deteriorating surfaces and state why a selected treatment might not be suitable 
for a task, explaining the importance of reporting immediately any concerns 
about the deep clean. 

 
 Learners should be able to state how to ventilate the work area while carrying 

out the task. They should also be able to state additional manufacturers or 
customers standards that may need to be applied to the work area and 
equipment. 

 
 Learners should be able to describe why there are checks and restrictions in 

place for the use of deep cleaning equipment, such as health and safety and 
suitability for the task. They should also describe how they would check that 
equipment is in safe working order, stating the organisational requirements for 
reporting problems found. 

 
 Learners should be able to state the importance of removing superficial dust 

and debris before commencing work, describe how to soften stains and ground-
in soil and state why this is important. 

 
 Learners should explain how they will select the most appropriate area to carry 

out test cleans and why this should be done before applying treatments, such 
as identifying possible reactions between cleaning products and surfaces. 
 

 Learners should explain why it is important that treatments are applied evenly, 
state when equipment and surfaces should be pre-treated, and also how long 
treatments should take to work. 
 

 Learners should be able to state where they would find manufacturer’s 
instructions for disassembling, re-assembling and operating equipment and 
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applying treatments. They should also be able to state why it is important to 
follow manufacturers and organisational requirements. 
 

 Learners should be able to describe what they would look for when checking 
the cleaned areas and equipment. 
 

 Learners should state which treatments require rinsing and describe how, and 
when, this should be carried out. They should also state the organisational 
requirements for reporting soiling or stains that cannot be removed, and state 
factors that might mean another treatment is required. Learners should also 
describe the importance of replacing items in their original position after 
cleaning. 
 

 Learners should be able to check for pest infestations, such as presence of 
droppings, food piles or gnawing, and state the organisational requirements for 
reporting. 
 

 Learners should state why it is important to check that equipment is working 
correctly, and the procedures for the disposal of used and unused treatments 
and why this is important, such as Control of Substances Hazardous to Health 
(CoSHH), use by dates, contamination once opened etc. 
 

 Leaners should state the importance of cleaning all equipment after use and 
where equipment, machinery and treatments should be stored once work has 
been completed.  
 

 Learners should describe the importance of cleaning and checking personal 
protective equipment (PPE) after use, as well as stating the organisational 
requirements for storing and disposal. 
 

 Learners should be able to prepare to deep clean equipment and surfaces by 
locating the cleaning specification, describing what is required to complete the 
task and remove personal items, storing safely. They should select and wear 
the appropriate personal protective equipment and select the equipment and 
materials required for the assigned task, taking into account the surface and 
type of soiling. 
 

 Learners should check that the equipment is in good working order and that the 
surfaces and equipment is suitable for the planned treatment, reporting 
damaged equipment and deteriorating surfaces. 

 
 Learners should contact the appropriate person for advice on soiling, surfaces 

that could be damaged by the cleaning, and health risks associated with using a 
substance. They should check the work area for factors that may affect the 
cleaning, ensure that power supplies are isolated and protected while 
completing the cleaning tasks and ventilate the work area. 
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 Learners should check that they are authorised to use any deep cleaning 
equipment prior to commencing the task, and for any additional customer 
requirements regarding the deep clean. They should report any reasons for not 
using the specified equipment. 
 

 Learners should be able to undertake deep cleaning of a range of equipment 
and areas. They should remove superficial dust and debris and soften ground-in 
soils and stains before trying to remove them.  
 

 Learners should conduct test cleans where marks are least likely to be noticed 
to ensure treatments do not have an adverse effect on equipment or surfaces, 
and ensure they follow manufacturers instruction when disassembling 
equipment. 
 

 Learners should apply treatments safely, evenly and methodically in line with 
manufacturer’s instructions and without over-wetting or damaging surfaces, 
ensuring that absorbent patches are pre-treated and ingrained stains are given 
concentrated treatments. 
 

 Learners should protect furniture and equipment, follow manufacturers and 
organisational requirements in the safe use and disassembly of machinery and 
equipment, and ensure the safety of self and others throughout the cleaning 
process. 
 

 Learners should be able to restore the work area for use after carrying out deep 
cleaning. They should check the surfaces for an even appearance and ensure 
that they are left free from dirt and excess moisture. 
 

 Learners should rinse treated surfaces and apply protective coatings and 
treatments, if necessary, without disturbing the surrounding area. They should 
reinstate the area and check that no residue remains on furniture and 
equipment while also checking for, and reporting, any pest infestations. 

 
 Learners should check equipment with moving parts are working and report any 

defects or damage caused by the cleaning. They should dispose of used and 
un-used solutions according to manufacturer’s instructions, safely and securely 
store cleaning agents and treatments, and clean and store equipment, after 
use. 

 
Assessment Guidance 

 
 Learners must provide evidence against all of the assessment criteria; the 

evidence for this unit will come from two main sources; direct evidence 
produced by the learner demonstrating knowledge and skills when completing 
activities related to cleaning and servicing a range of housekeeping areas, and 
underpinning knowledge and understanding which can be demonstrated 
through a variety of assessment methods.  
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 The direct evidence includes naturally occurring documentary evidence (hard 
copy and electronic), and direct observation of activities that can be evidenced 
through photographs, digital recordings, assessor observation reports, witness 
statements, etc., with each piece of evidence referenced to the relevant 
assessment criteria. 

 
 Underpinning knowledge and understanding can be evidenced through a variety 

of assessment methods including; multiple choices testing and question and 
answer exercises (electronic or paper-based). 

 
 Learning Outcomes 4, 5 and 6 require the learner to carry out a number of 

practical tasks, these can be in the workplace or in a simulated environment 
and can be evidenced through tutor or peer observation, self-reporting or 
photographic/digital recording. 
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Unit Title Perform Street Cleansing Manually and Mechanically 

Ofqual unit reference number 
(code) 

D/506/7675 

Unit Level Two 

GLH 48 

Unit Credit Value 6 

Assessment Guidance This unit may be assessed in a training environment or a 
simulated work environment.   

 

This unit has 8 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know how to comply with 
relevant Health and Safety 
legislation, statutory 
regulations, official 
guidance, organisational 
procedures and 
manufacturer’s information 
when performing street 
cleansing, both manually 
and mechanically. 

1.1. State the current Health and Safety legislation, statutory 
regulations, official guidance and organisational 
procedures that apply when: 
(a) preparing the area for work 
(b) performing street cleansing both manually and 

mechanically.  
1.2. State typical safety hazards associated with performing 

street cleansing both manually and mechanically, 
explaining how these can be mitigated by applying 
appropriate risk control measures. 

1.3. Correctly name and locate the persons responsible for 
health and safety within the specific area of work to 
which they have been allocated. 
 

2. Know how to remove litter, 
detritus and debris from 
grounds. 

2.1. List the permits and checks that may be required for the 
task. 

2.2. Describe how environmental conditions can affect: 
a) the cleaning to be carried out 
b) the equipment which can be used. 

2.3. Describe factors which should be taken into account 
when identifying litter, detritus and debris. 

2.4. Describe organisational requirements for reporting items 
that may present a risk to health and safety. 

2.5. State how to inspect a work area to decide what 
cleaning needs to be carried out. 

2.6. State the importance of wearing the required personal 
protective equipment (PPE), including why it is important 
for others to see it being worn. 

2.7. Describe the best methods for carrying out a specific 
task, identifying possible alternatives. 

2.8. State different types of equipment for removal of litter, 
detritus and debris. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

2.9. Describe how to identify the correct equipment for the 
type of litter, detritus and debris. 

2.10. Describe actions that need to be taken in order to 
deal with hazardous debris and detritus. 

2.11. State why mobile equipment should be secured. 
2.12. State the consequences of not securing mobile 

equipment. 
2.13. State the importance of segregating litter and putting 

it into the correct container/location. 
2.14. State the importance of ensuring the work area is left 

free of litter, detritus and debris.  
2.15. State the organisational requirements for reporting 

when work has been completed. 
 

3. Know how to operate 
vehicles, equipment and 
machinery for mechanical 
street cleansing. 

3.1. State the level of legal and organisational authority 
needed to operate the vehicle machinery. 

3.2. State the types of personal protective equipment 
required for: 
a) vehicles 
b) equipment and machinery 
c) working conditions. 

3.3. Describe how to check that the vehicles and machinery 
have sufficient resources. 

3.4. State organisational requirements for reporting faults 
with vehicles, equipment and machinery. 

3.5. State the importance of operating vehicles, equipment 
and machinery safely. 

3.6. State the importance of securing mechanical equipment. 
 

4. Know how to collect waste.  4.1. Describe where information about the number and 
location of waste collection points can be found. 

4.2. State types of hazardous debris and detritus. 
4.3. Describe actions that need to be taken in order to deal 

with hazardous debris and detritus. 
4.4. Describe how to operate waste collection equipment 

safely. 
4.5. Describe the organisational requirements for emptying 

waste containers. 
4.6. Describe how to identify when containers need 

replacing. 
4.7. Describe the organisational requirements for reporting 

problems. 
 

5. Know how to dispose of 
collected waste. 

5.1. Describe how to discharge and dispose of collected 
waste safely. 

5.2. Explain the legal and organisational requirements that 
must be followed when disposing of waste. 

5.3. State types of spillage that can occur. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

5.4. Describe how to check that spillages have been treated 
correctly. 

5.5. Describe the organisational requirements for reporting 
problems. 

5.6. State organisational requirements for reporting when 
work has been completed. 

5.7. State the importance of adhering to organisational 
requirements for reporting when work has been 
completed. 
 

6. Be able to remove litter and 
detritus. 

6.1. Confirm the area to be cleaned. 
6.2. Select the equipment and cleaning methods for the 

types of litter, detritus and debris in the work area. 
6.3. Confirm that the appropriate legal and organisational 

authorisation is in place to operate vehicles and 
machinery. 

6.4. Wear personal protective equipment (PPE) appropriate 
for the: 
a) vehicle 
b) equipment and machinery 
c) working conditions. 

6.5. Check that vehicles and machinery have sufficient 
resources. 

6.6. Remove litter, detritus and debris according to: 
a) type of litter, detritus and debris 
b) equipment and machinery 
c) vehicles 
d) working conditions. 

6.7. Operate vehicles, equipment and machinery safely 
following organisational requirements. 

6.8. Secure vehicles, equipment and machinery when not in 
use. 

6.9. Use methods which allow maximum clearance of litter, 
detritus and debris considering working conditions. 
 

7. Be able to dispose of 
collected waste. 

7.1. Transfer collected waste to the designated collection 
points. 

7.2. Discharge and dispose of waste in line with legal and 
organisational requirements. 

7.3. Make sure spillages are treated correctly before 
removing them. 

7.4. Report any problems following organisational 
requirements. 

7.5. Check that the waste hopper has been left empty. 
 

8. Be able to complete the 
cleaning process. 

8.1. Clean machinery, tools and equipment after use.  
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

8.2. Return vehicles, cleaning equipment, materials and 
personal protective equipment (PPE) to the correct 
storage area. 

8.3. Organise replacement resources as required. 
8.4. Report tools and machinery in need of repair. 
8.5. Report that work has been completed. 
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Scope of Learning 
 
 The purpose of this unit is to give learners an understanding of the work 

involved in performing manual and mechanical street cleaning. Learners should 
be able to state the various legislation that will impact on their work including 
The Health and Safety at Work Act 1974, The Manual Handling Operations 
Regulations 1992, The Provision and Use of Workplace Equipment Regulations 
1998, and the Control of Substances Hazardous to Health Regulations 2002. 
They should also be able to state the organisational procedures including risk 
assessments and method statements, and the manufacturers instructions, using 
these to support both their work and the maintenance and storage of materials 
and equipment. 

 
 Learners should be able to state the various hazards relating to mechanical and 

manual street cleaning, such as those that may result in injury to themselves or 
others, dangers relating to misuse or damaged tools, equipment and materials 
and the use of substances that may impact on health. They must be able to 
identify the preventative measures, including the use of Health and Safety 
Control Equipment (Personal Protective Equipment) and the principles of 
prevention. 

 
 Learners must be able to name and locate the person(s) responsible for health 

and safety within their work area. If the task is being delivered on site then this 
could be their supervisor or the site Health and Safety Manager. Within a 
learning environment this could be the tutor or department head. Information 
identifying the individual should be passed on to learners during a health and 
safety briefing or site induction to be carried out before commencing the task 
and included in the task method statement.  

 
 Learners should know how to remove litter, detritus and debris from the ground. 

They should list the permits such as authorisation and competence to use 
specific machines, permits to work etc., and checks required for the task, and 
describe how environmental conditions such as weather or surface conditions 
can affect the cleaning to be carried out and the types of equipment that can be 
used. 

 
 Learners should be able to describe the factors that must be considered when 

identifying litter, detritus and debris and the organisational requirements for 
reporting items that may present a risk to health and safety. Learners should be 
able to state how to inspect the work area to decide the type of cleaning that 
needs to be carried out, and the importance of wearing the required personal 
protective equipment (PPE) including why it is important that others see it being 
worn. 
 

 Learners should describe the best methods for carrying out specific tasks, 
including identifying possible alternatives, and state the different types of 
equipment for removing litter, detritus and debris. They should describe how 
they will identify the correct equipment for removing different types of litter, 
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detritus and debris and describe the actions needed when dealing with 
hazardous detritus and debris. 
 

 Learners should state why mobile equipment should be secured and the 
consequences if this is not carried out. 
 

 Learners should be able to state the importance of segregating and placing litter 
into the correct containers/locations, such as recycling and reducing waste 
going to landfill, ensuring the work area is left free of litter, detritus and debris. 
They should also state the organisational requirements for reporting when work 
has been completed.  

 
 Learners should know how to operate vehicles, equipment and machinery for 

mechanical street cleaning, stating the level and legal authority to operate 
vehicle machinery such as age and specific licences, and the required personal 
protective equipment (PPE) required for vehicles, equipment, machinery and 
working conditions. 
 

 Learners should describe how to check that vehicles and machinery have 
sufficient resources to carry out street cleaning and state the organisational 
requirements for reporting faults with vehicles, equipment and machinery. They 
should state the importance of operating vehicles, equipment and machinery 
safely and the importance of securing mechanical equipment. 
 

 Learners should be able to describe where they can find information on the 
number and location of waste collection points, state different types of 
hazardous detritus and debris, and describe the actions that need to be taken 
when dealing with these. 
 

 Learners should describe how to operate waste collection equipment safely, the 
organisational requirements for emptying waste containers, how to identify 
when containers need replacing and the organisational requirements for 
reporting problems. 
 

 Learners should be able to describe how to discharge and dispose of waste 
safely, and the organisational requirements that must be followed when carrying 
this out. They should also be able to state types of spillages that can occur and 
describe how to check that they have been treated correctly.  
 

 Learners should describe the organisational requirements for reporting 
problems. They should also state the organisational requirements for reporting 
when work has been completed including the importance of adhering to these. 
 

 Learners should be able to remove litter and detritus, confirming the area to be 
cleaned and selecting the correct equipment.  They should also ensure that the 
appropriate legal and organisational authorisations required to operate 
equipment and machinery are in place. They should select the cleaning 
methods for the types of litter, detritus and debris in the area, and wear 
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personal protective equipment (PPE) appropriate for the vehicle, equipment and 
machinery and working conditions. 
 

 Learners should check that vehicles and machinery have sufficient resources 
and remove litter, detritus and debris according to type, equipment and 
machinery, vehicles and working conditions. They should operate vehicles, 
equipment and machinery safely and in accordance with organisational 
requirements, securing these when not in use. They should ensure that the 
clearing methods selected allow maximum clearance of litter, detritus and 
debris considering working conditions. 

 
 Learners should dispose of collected waste, transferring it to designated 

collection points and discharging and disposing in line with legal and 
organisational requirements. They should make sure that spillages are treated 
correctly before removing, report any problems following organisational 
requirements and checking the waste hopper has been left empty. 

 
 Learners should be able to complete the cleaning process by cleaning 

machinery, tools and equipment after use, and returning these, and personal 
protective equipment (PPE), to the correct storage area. They should organise 
replacement resources and report tools and machinery in need of repair before 
reporting that work has been completed.  

 
Assessment Guidance 
 
 Learners must provide evidence against all of the assessment criteria; the 

evidence for this unit will come from two main sources; direct evidence 
produced by the learner demonstrating knowledge and skills when completing 
activities related to cleaning and servicing a range of housekeeping areas, and 
underpinning knowledge and understanding which can be demonstrated 
through a variety of assessment methods.  
 

 The direct evidence includes naturally occurring documentary evidence (hard 
copy and electronic), and direct observation of activities that can be evidenced 
through photographs, digital recordings, assessor observation reports, witness 
statements, etc., with each piece of evidence referenced to the relevant 
assessment criteria. 
 

 Underpinning knowledge and understanding can be evidenced through a variety 
of assessment methods including; multiple choices testing and question and 
answer exercises (electronic or paper-based). 
 

 Learning Outcomes 6, 7 and 8 require the learner to carry out a number of 
practical tasks, these can be in the workplace or in a simulated environment 
and can be evidenced through tutor or peer observation, self-reporting or 
photographic/digital recording. 
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Unit Title Clean External Surfaces and Areas 

Ofqual unit reference number 
(code) 

H/506/7662 

Unit Level Two 

GLH 48 

Unit Credit Value 6 

Assessment Guidance This unit may be assessed in a training environment or a 
simulated work environment.   

 

This unit has 7 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know how to comply with 
relevant Health and Safety 
legislation, statutory 
regulations, official 
guidance, organisational 
procedures and 
manufacturer’s information 
when cleaning external 
surfaces and areas. 

1.1. State the current Health and Safety legislation, statutory 
regulations, official guidance and organisational 
procedures that apply when: 
(a) preparing the area for work 
(b) cleaning external surfaces and areas.  

1.2. State typical safety hazards associated with cleaning 
external surfaces and areas, explaining how these can 
be mitigated by applying appropriate risk control 
measures. 

1.3. Correctly name and locate the persons responsible for 
health and safety within the specific area of work to 
which they have been allocated. 
 

2. Know how to safely use 
different cleaning chemicals. 

2.1. List cleaning chemicals for different purposes. 
2.2. Describe protective clothing to use when using cleaning 

chemicals. 
2.3. Describe current legislation for using cleaning chemicals. 
2.4. State the importance of following information on cleaning 

chemical containers. 
2.5. State the importance of work routines and sequences. 
2.6. List documents that should be completed when using 

chemicals. 
2.7. Describe how to respond to types of problems or 

unexpected situations that may occur when preparing 
and using chemicals. 
 

3. Know how to prepare to 
clean external surfaces and 
areas. 

3.1. State the location of the job including how to reach the 
location. 

3.2. List the permits and checks that may be required to work 
on the premises. 

3.3. Describe how environmental conditions can affect: 
a) the cleaning to be carried out 
b) the equipment which can be used. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

3.4. State the standards of appearance and behaviour 
required in the workplace. 

3.5. State the importance of personal hygiene when cleaning. 
3.6. Describe how the following factors can influence the 

cleaning method used: 
a) manufacturer's instructions 
b) risk 
c) efficiency 
d) access 
e) time 
f)  surface 
g) type of soiling. 

3.7. State how to inspect a work area to decide what 
cleaning needs to be carried out. 

3.8. State the importance of wearing the required personal 
protective equipment (PPE), including why it is important 
for others to see it being worn. 

3.9. Explain why it is important to inspect the work area for 
public access.  

3.10. Describe the best methods for carrying out a specific 
task, identifying possible alternatives. 

3.11. Identify the best materials for carrying out a specific 
task, identifying possible alternatives. 

3.12. State why it is important to estimate the time required 
for the job. 
 

4. Be able to prepare to clean 
external surfaces and areas. 

4.1. Identify the areas to be cleaned. 
4.2. Identify the order in which tasks need to be done. 
4.3. Assess the impact of environmental conditions on the 

order of tasks. 
4.4. Select the appropriate equipment and tools for each 

cleaning task, taking into account: 
a) efficiency 
b) risk 
c) time 
d) weather conditions. 

4.5. Select personal protective equipment for the task. 
4.6. Check that the tools and equipment required are 

available for use. 
4.7. Check that the equipment can be used safely in the work 

area. 
4.8. Deal with unattended items following organisational 

requirements. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

5. Know how to clean external 
surfaces and areas. 

5.1. Describe how to avoid causing injury or damage to self 
and others when cleaning. 

5.2. State techniques to use with chosen equipment and 
materials. 

5.3. Describe the tests that need to be performed. 
5.4. Describe the possible consequences of: 

a) using wrong equipment 
b) using wrong materials 
c) not following manufacturer's instructions. 

5.5. State how to change between cleaning methods to cope 
with different environmental conditions. 

5.6. Describe methods that can be used for cleaning external 
surfaces and areas.  

5.7. State which cleaning methods or techniques may cause 
nuisance to the public or clients, including steps that can 
be taken to avoid this. 

5.8. State the importance of checking the quality of work as it 
is being done. 

5.9. Describe the organisational requirements for dealing 
with accidental damage. 

5.10. State the organisational requirements for reporting 
difficulties which may arise. 
 

6. Be able to clean external 
surfaces and areas. 

6.1. Complete all tasks using safe working practices. 
6.2. Carry out work in a way which does not affect other 

exterior surfaces and areas. 
6.3. Use the correct cleaning method for the work area and 

surface. 
6.4. Adapt cleaning methods according to available 

equipment and environmental conditions. 
6.5. Report any difficulties in carrying out the work in line with 

organisational requirements. 
6.6. Deal with accidental damage. 

 

7. Be able to complete the 
cleaning process. 

7.1. Clean tools and equipment after use.  
7.2. Return cleaning equipment, materials and personal 

protective equipment (PPE) to the correct storage area. 
7.3. Organise replacement resources as required. 
7.4. Report tools and machinery in need of repair. 
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Scope of Learning 
 
 The purpose of this unit is to give learners an understanding of how to clean 

external areas and surfaces. Learners should be able to state the various 
legislation that will impact on their work including The Health and Safety at 
Work Act 1974, The Manual Handling Operations Regulations 1992, The 
Provision and Use of Workplace Equipment Regulations 1998, The Working at 
Height Regulations 2005 and the Control of Substances Hazardous to Health 
Regulations 2002. They should also be able to state the organisational 
procedures including risk assessments and method statements, and the 
manufacturer’s instructions, using these to support both their work and the 
maintenance and storage of materials and equipment. 

 
 Learners should be able to state the various hazards relating to cleaning 

external surfaces and areas, such as those that may result in injury to 
themselves or others, dangers relating to misuse or damaged tools, equipment 
and materials and the use of substances that may impact on health. They must 
be able to identify the preventative measures, including the use of Health and 
Safety Control Equipment (Personal Protective Equipment) and the principles of 
prevention. 
 

 Learners must be able to name and locate the person(s) responsible for health 
and safety within their work area. If the task is being delivered on site then this 
could be their supervisor or the site Health and Safety Manager. Within a 
learning environment this could be the tutor or department head. Information 
identifying the individual should be passed on to learners during a health and 
safety briefing or site induction to be carried out before commencing the task 
and included in the task method statement.  
 

 Learners should know how to safely use different cleaning chemicals, list the 
cleaning chemicals required for different purposes and describe the personal 
protective equipment (PPE) required when using them. They should be able to 
describe current legislation, such as Control of Substances Hazardous to Health 
(CoSHH) that apply to working with cleaning chemicals, and state the 
importance of following information on chemical containers. 

 
 Learners should be able to state the importance of work routines and 

sequences when using chemicals, such as avoiding cross-contamination and 
hazardous fumes, and list documents that should be completed when using 
chemicals.  

 
 Learners should be able to describe how they would respond to problems and 

unexpected situations that may occur when using chemicals, such as ensuring 
theirs and others safety and notifying colleagues and line managers. 

 
 Learners should know how to prepare to clean external surfaces and areas. 

They should be able to state the location of the job and how they would reach it, 
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and list the permits and checks required to work on the premises such as work 
permits, risk assessments and method statements.  

 Learners should be able to describe how environmental conditions, such as 
weather or surface conditions, can affect the cleaning to be carried out and the 
equipment to be used, and should also be able to state the standards of 
appearance and behaviour in the workplace, and the importance of personal 
hygiene when cleaning.  
 

 Learners should be able to describe how the following factors can influence the 
cleaning methods used:  

a) manufacturer's instructions 
b) risk 
c) efficiency 
d) access 
e) time 
f)  surface 
g) type of soiling. 

 
This could include the types of equipment or chemicals that can be used, the 
types of methods and treatments applied, and the time it takes to complete work.  
 

 Learners should be able to state how to inspect a work area to decide what 
cleaning needs to be carried out, such as assessing surface types and cleaning 
methods. They should also be able to state the importance of wearing the 
required personal protective equipment (PPE), including why it is important for 
others to see it being worn.  

 
 Learners should be able to explain why it is important to inspect the work area 

for public access, taking health and safety into consideration. 
 
 Learners should be able to describe the best methods for carrying out specific 

tasks including identifying possible alternative, and identify the best materials, 
and alternatives for the tasks. They should also be able to identify why it is 
important to estimate the time required to complete a job, such as notifying 
others on how long areas will be inaccessible.  

 
 Learners should be able to prepare to clean external surfaces and areas, 

identifying the area to be cleaned and the order in which tasks should be 
completed. They should also assess how environmental conditions could 
impact on the order of tasks. 

 
 Learners should be able to select the appropriate equipment and tools for each 

cleaning task taking into account efficiency, risk, time and weather conditions. 
They should also select the correct personal protective equipment (PPE) and 
check that the tools and equipment required for the tasks are available.  
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 Learners should check that the equipment selected for the task can be used 
safely in the work area, such as ensuring there is ventilation, and deal with any 
unattended items in line with organisational requirements.  

 Learners should know how to clean external surfaces and areas, describing 
how to avoid causing injury or damage to self and others while cleaning, such 
as ensuring equipment is used correctly, limiting access to the area being 
cleaned, and using signage to warn of work. 

 
 Learners should state the techniques to use with chosen equipment and 

describe the tests that need to be performed, such as ensuring that tools, 
equipment and materials do not have an adverse effect on areas to be cleaned. 
They should also describe the possible consequences of using the wrong 
equipment or materials and not following manufacturer’s instructions, 
considering health and safety and damage to surfaces and external areas. 

 
 Learners should be able to state how to change between cleaning methods to 

cope with different environmental conditions, and describe the various methods 
for cleaning external surfaces and areas. 

 
 Learners should be able to state which cleaning methods or techniques may 

cause nuisance including the steps that can be taken to limit this, and state the 
importance of checking the quality of work as it is being done, such as ensuring 
that the materials or techniques are not having an adverse effect on surfaces 
and areas. 

 
 Learners should be able to describe the organisational requirements for dealing 

with accidental damage, such as who this should be reported to and how, and 
state the requirements for reporting any difficulties that may occur with the 
cleaning tasks. 

 
 Learners should be able to clean external surfaces and areas, completing all 

tasks using safe working practices and carrying out the work so that it does not 
affect other external areas or surfaces.  

 
 Learners should use the correct cleaning methods for the work area and 

surface, and adapt cleaning methods according to the equipment available and 
the environmental conditions. 
 

 Learners should report any difficulties in carrying out the work in line with 
organisational requirements and deal with accidental damage. 
 

 Learners should be able to clean tools and equipment after use and return 
equipment, materials and personal protective equipment (PPE) to the correct 
storage area, organising replacement of resources as required and reporting 
tools and equipment that may need repair. 
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Assessment Guidance 
 
 Learners must provide evidence against all of the assessment criteria; the 

evidence for this unit will come from two main sources; direct evidence 
produced by the learner demonstrating knowledge and skills when completing 
activities related to cleaning and servicing a range of housekeeping areas, and 
underpinning knowledge and understanding which can be demonstrated 
through a variety of assessment methods.  

 
 The direct evidence includes naturally occurring documentary evidence (hard 

copy and electronic), and direct observation of activities that can be evidenced 
through photographs,  digital recordings, assessor observation reports, witness 
statements, etc., with each piece of evidence referenced to the relevant 
assessment criteria. 

 
 Underpinning knowledge and understanding can be evidenced through a variety 

of assessment methods including; multiple choices testing and question and 
answer exercises (electronic or paper-based). 

 
 Learning Outcomes 4, 6 and 7 require the learner to carry out a number of 

practical tasks, these can be in the workplace or in a simulated environment 
and can be evidenced through tutor or peer observation, self-reporting or 
photographic/digital recording. 
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Unit Title Working as a Porter or Concierge 

Ofqual unit reference number 
(code) 

T/506/7679 

Unit Level Two 

GLH 48 

Unit Credit Value 6 

Assessment Guidance This unit may be assessed in a training environment or a 
simulated work environment.   
 

 

This unit has 7 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know what porter or 
concierge duties involve. 

1.1. Outline porter or concierge duties within a given work 
environment. 

1.2. Identify the equipment required for porter or concierge 
duties. 

1.3. Outline the risks to health and safety that may arise from 
porter or concierge duties. 

1.4. Outline the hazards to health and safety that may arise 
from porter or concierge duties. 

1.5. Describe the skills required to be a porter or concierge. 
1.6. Describe the knowledge required to be a porter or 

concierge. 
 

2. Know the importance of high 
standards of personal 
presentation in dealing with 
customers as a porter or 
concierge. 

2.1. Describe standards of personal presentation that should 
be met. 

2.2. Outline why high standards of personal presentation 
must be met in this job role. 

2.3. Outline the consequences of failing to meet required 
standards of personal presentation in different situations. 
 

3. Know the importance of 
following organisational 
policy and procedures as a 
porter or concierge. 

3.1. Give reasons why it is important to follow organisational 
policies and procedures as a porter or concierge. 

3.2. Outline health and safety procedures that may be in 
place in relation to porter or concierge duties. 

3.3. Outline the consequences of not following policies and 
procedures whilst working as a porter or concierge. 

4. Know how to transport 
physical resources within the 
work area. 

4.1. Outline the current health and safety legislation, codes of 
practice and any additional requirements related to 
transporting physical resources within the work area. 

4.2. Identify appropriate equipment to transport resources 
within the work area. 

4.3. Describe ways of handling transportation equipment to 
minimise damage to resources in transit. 

4.4. State reasons for monitoring loads during transit. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

4.5. Identify the actions to take in case of problems with 
transporting: 
a) an imbalanced load  
b) fragile objects. 

 

5. Be able to transport physical 
resources within the work 
area. 

5.1. Select relevant equipment to transport resources within 
the work area. 

5.2. Use safe working practices to transport resources within 
the work area. 

5.3. Monitor loads during transit. 
5.4. Take action in case of problems with transporting: 

a) an imbalanced load 
b) fragile objects. 
 

6. Know how to achieve 
effective communication with 
visitors. 

6.1. Describe the need for accurate and relevant information 
to be communicated to visitors. 

6.2. Describe methods of receiving information from visitors. 
6.3. Describe methods of giving information to visitors. 
6.4. Describe the limits of own personal authority relating to 

providing information. 
6.5. Describe the importance of providing visitors with 

opportunities to communicate openly. 
6.6. Outline the importance of confidentiality when dealing 

with visitors. 
 

7. Be able to achieve effective 
communications with 
visitors. 

7.1. Obtain information required from visitors in accordance 
with organisational procedures. 

7.2. Give relevant information to visitors to meet their needs. 
7.3. Communicate information in a format that is appropriate 

to the situation. 
7.4. Confirm personal authorisation to give the information 

provided. 
7.5. Refer to colleagues or line manager for support where 

there are difficulties in communicating effectively with 
visitors. 

7.6. Identify areas for improvement in own personal 
communication skills. 
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Scope of learning 
 
 The purpose of this unit is to give learners and understanding of the role of 

porter or concierge. Learners should know what porter or concierge duties 
involve, outlining them within a given working environment, identifying 
equipment required to carry out the duties and outlining the risks and hazards to 
health and safety that may arise while carrying out the role. Learners should be 
able to describe the skills and knowledge required to carry out the duties of a 
porter or concierge.  

 
 Learners should know about the high standards of personal presentation in 

dealing with customers as a porter or concierge. They should be able to 
describe these standards including appearance and behaviour, and outline why 
these must be met and the consequences of failing to meet the required 
standards in different situations. 
 

 Learners should know the importance of following organisational policies and 
procedures when working as a porter or concierge. They should be able to give 
reasons why it is important that these are followed and outline health and safety 
procedures that may be in place and relate to their role. They should also be 
able to outline the consequences of not following policies and procedures, such 
as the impact it could have on their role and the organisation. 
 

 Learners should know how to transport physical resources within the work area, 
outlining the current health and safety legislation, such as Health and Safety at 
Work Act 1974, Manual Handling Operations Regulations 1992 and the 
Provision and Use of Workplace Equipment Regulations 1998, as well as codes 
of practice and any additional requirements such as risk assessments and 
method statements.  
 

 Learners should be able to identify the appropriate equipment that can be used 
to transport resources and describe ways of handling transportation equipment 
to minimise damage to resources. They should also be able to state the 
reasons for monitoring loads during transit, and identify the actions to be taken 
in case of problems with transporting an imbalanced load or fragile objects. 
 

 Learners should be able to transport physical resources within the work area, 
selecting the relevant equipment, and using safe working practices to move 
items, monitoring the load during transit and taking action in case of problems 
with imbalanced loads and fragile objects. 
 

 Learners should know how to achieve effective communication with visitors, 
describing the need for accurate and relevant information to be communicated 
to visitors and the methods for receiving information from, and giving 
information to, them. 
 

 Learners should be able to describe the limits of their own personal authority in 
relation to providing information, such as what information can be provided, and 
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the importance of providing visitors with the opportunity to communicate openly. 
They should also be able to outline the importance of confidentiality when 
dealing with visitors. 
 

 Learners should be able to achieve effective communication with visitors, 
obtaining information from them in line with organisational procedures and 
giving relevant information to meet their needs. Information should be 
communicated in a format that is appropriate to the situation, such as verbal or 
written. Learners should also confirm that they have personal authorisation to 
give the information provided, and refer to colleagues or line manager for 
support with this or when there are difficulties in dealing effectively with visitors. 
 

 Learners should identify areas for improvement in their own personal 
communication skills. 

 
Assessment Guidance 

 
 Learners must provide evidence against all of the assessment criteria; the 

evidence for this unit will come from two main sources; direct evidence 
produced by the learner demonstrating knowledge and skills when completing 
activities related to cleaning and servicing a range of housekeeping areas, and 
underpinning knowledge and understanding which can be demonstrated 
through a variety of assessment methods.  
 

 The direct evidence includes naturally occurring documentary evidence (hard 
copy and electronic), and direct observation of activities that can be evidenced 
through photographs, digital recordings, assessor observation reports, witness 
statements, etc., with each piece of evidence referenced to the relevant 
assessment criteria. 
 

 Underpinning knowledge and understanding can be evidenced through a variety 
of assessment methods including; multiple choices testing and question and 
answer exercises (electronic or paper-based). 
 

 Learning Outcomes 5 and 7 require the learner to carry out a number of 
practical tasks, these can be in the workplace or in a simulated environment 
and can be evidenced through tutor or peer observation, self-reporting or 
photographic/digital recording. 

  



 
 

80 

 

Suite of Facilities Services Qualifications 

Unit Title Providing Reception Services 

Ofqual unit reference number 
(code) 

K/506/7677 

Unit Level Two 

GLH 48 

Unit Credit Value 6 

Assessment Guidance This unit may be assessed in a training environment or a 
simulated work environment.   

 

This unit has 7 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know the purpose of 
reception services.  

1.1. Explain the purpose of the receptionist role as a first 
point of contact between the public or client and an 
organisation. 

1.2. Explain the tasks undertaken by a receptionist. 
1.3. Explain the purpose of presenting a positive image of 

self and the organisation. 
1.4. Explain how to present a positive image of self and the 

organisation. 

2. Know the procedures to be 
followed when providing 
reception services. 

2.1. Describe the structure and lines of communication in an 
organisation. 

2.2. Explain how the structure in an organisation affects lines 
of communication. 

2.3. Explain the purpose of different procedures in a 
reception area, to include: 
a) entry 
b) departure 
c) security 
d) confidentiality 
and own responsibilities. 

2.4. Explain how to carry out different procedures when 
providing reception service, to include: 
a) entry 
b) departure 
c) security 
d) confidentiality 
and own responsibilities. 

2.5. Explain the purpose of health and safety procedures 
when providing a reception service, including own 
responsibilities. 

2.6. Explain how to carry out health and safety procedures in 
a reception area. 

2.7. Describe the emergency procedures and own role within 
them. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

2.8. Describe organisational procedures for: 
a) dealing with conflict 
b) dealing with complaints 
c) dealing with difficult visitors. 

2.9. Explain ways of dealing with problems, identifying when 
to refer or escalate them to a colleague or line manager. 

2.10. Describe why it is important to be polite when refusing 
entry. 

3. Know how to achieve 
effective communication with 
visitors. 

3.1. Describe the need for accurate and relevant information 
to be communicated to visitors. 

3.2. Describe methods of receiving information from visitors. 
3.3. Describe methods of giving information to visitors. 
3.4. Describe the limits of own personal authority relating to 

providing information. 
3.5. Describe the importance of providing visitors with 

opportunities to communicate openly. 
3.6. Outline the importance of confidentiality when dealing 

with visitors. 

4. Be able to achieve effective 
communications with 
visitors. 

4.1. Obtain information required from visitors in accordance 
with organisational procedures. 

4.2. Give relevant information to visitors to meet their needs. 
4.3. Communicate information in a format that is appropriate 

to the situation. 
4.4. Confirm personal authorisation to give the information 

provided. 
4.5. Refer to colleagues or line manager for support where 

there are difficulties in communicating effectively with 
visitors. 

4.6. Identify weaknesses with own personal communication 
skills. 

5. Be able to provide a 
reception service. 

5.1. Present a positive image of self and the organisation. 
5.2. Respond to telephone calls in accordance with 

organisational standards. 
5.3. Follow entry and exit security procedures. 
5.4. Follow relevant health and safety procedures. 
5.5. Deal with problems that occur, escalating to line manager 

or referring to colleagues where necessary. 
5.6. Follow organisational procedures in the event of an 

accident or an emergency. 
5.7. Maintain a clean and tidy reception area. 

6. Know security procedures 
when handling mail or 
packages. 

6.1. Explain the purpose of security procedures for handling 
mail or packages. 

6.2. Give examples of security procedures for handling mail in 
the organisation. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

6.3. Describe the types of problems that may occur with 
incoming and outgoing mail, including how to deal with 
them. 
 

7. Be able to resolve, report or 
refer problems that may 
occur in handling mail or 
packages. 

7.1. Identify where a problem may exist with incoming or 
outgoing mail or packages. 

7.2. Resolve, report or refer problems with incoming or 
outgoing mail or packages. 
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Scope of Learning 
 
 The purpose of this unit is to give learners an understanding of the work 

involved in providing reception services. Learners should know about the 
purpose of reception services and be able to explain the role as first point of 
contact between the public or client and the organisation. They should be able 
to explain the tasks undertaken by a receptionist, such as greeting visitors and 
answering the phone in the correct manner. Learners should explain the 
purpose of presenting a positive image of self and the organisation and how 
they will do this for visitors and callers to the organisation. 

 
 Learners should know the procedures to be followed when providing reception 

services, they should be able to describe the structure and lines of 
communication within the organisation and explain how the structure of the 
organisation affects these. Learners should be able to explain the purpose of 
the different procedures in a reception area including entry, departure, security 
and confidentiality and their own responsibilities.  
 

 Learners should be able to explain the purpose of health and safety procedures 
when providing reception services, including their own responsibilities, and how 
these will be carried out. They should also describe the emergency procedures 
and their own role within them. 
 

 Learners should be able to describe the organisational procedures for dealing 
with conflict, complaints and difficult visitors. They should also explain ways of 
dealing with problems, identifying when to refer or escalate them to a colleague 
or manager, and describe why it is important to be polite when refusing entry. 
 

 Learners should know how to achieve effective communication with visitors, 
describing the need for accurate and relevant information to be communicated 
and the methods for receiving and giving information. 
 

 Learners should be able to describe their own limits of personal authority in 
providing information, such as knowing when a query should be forwarded to a 
colleague or line manager. Learners should also describe the importance of 
allowing visitors the opportunity to communicate openly, outlining the 
importance of confidentiality when dealing with them. 
 

 Learners should be able to achieve effective communication with visitors, 
obtaining information required by organisational procedures from visitors and 
passing on information to them to meet their needs.  They should be able to 
communicate information in a format appropriate to the situation, and confirm 
their own personal authorisation to give the information provided. 
 

 Learners should refer to colleagues or line managers where there are difficulties 
in communicating effectively with visitors, and identify weaknesses with their 
own communication skills. 
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 Learners should be able to provide reception services, they should be able to 
present a positive image of self and the organisation and respond to telephone 
calls in accordance with organisational procedures.  
 

 Learners should be able to follow entry and exit security, and relevant health 
and safety procedures, and deal with problems that occur, escalating to line 
manager or referring to colleagues as required. They should follow 
organisational procedures in the event of an accident or emergency, and 
maintain a clean and tidy reception area. 
 

 Learners should know security procedures for handling mail or packages, 
explaining the security procedures and giving examples of them for handling 
mail in the organisation. They should be able to describe the types of problems 
that may occur with incoming and outgoing mail, such as damage, breakages or 
suspicious packages, and how they will deal with them. 
 

 Learners should be able to resolve, report or refer problems that may occur in 
handling mail or packages, identifying where a problems may exist with 
incoming or outgoing mail and resolving, reporting or referring problems to 
obtain a satisfactory conclusion. 
 

Assessment Guidance 

 
 Learners must provide evidence against all of the assessment criteria; the 

evidence for this unit will come from two main sources; direct evidence 
produced by the learner demonstrating knowledge and skills when completing 
activities related to cleaning and servicing a range of housekeeping areas, and 
underpinning knowledge and understanding which can be demonstrated 
through a variety of assessment methods.  
 

 The direct evidence includes naturally occurring documentary evidence (hard 
copy and electronic), and direct observation of activities that can be evidenced 
through photographs, digital recordings, assessor observation reports, witness 
statements, etc., with each piece of evidence referenced to the relevant 
assessment criteria. 
 

 Underpinning knowledge and understanding can be evidenced through a variety 
of assessment methods including; multiple choices testing and question and 
answer exercises (electronic or paper-based). 
 

 Learning Outcomes 4, 5 and 7 require the learner to carry out a number of 
practical tasks, these can be in the workplace or in a simulated environment 
and can be evidenced through tutor or peer observation, self-reporting or 
photographic/digital recording. 
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Unit Title Dealing with Routine and Non-routine Waste 

Ofqual unit reference number 
(code) 

F/506/7667 

Unit Level Two 

GLH 48 

Unit Credit Value 6 

Assessment Guidance This unit may be assessed in a training environment or a 
simulated work environment.   
 

 

This unit has 7 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know how to handle routine 
waste. 

1.1. Describe the procedures for preparing self and the work 
area. 

1.2. List different types of personal protective equipment 
(PPE). 

1.3. Describe the importance of wearing personal protective 
equipment (PPE), including why others should see it 
being worn. 

1.4. Describe the importance of maintaining personal 
hygiene when handling waste. 

1.5. State organisational requirements for handling and 
disposing of routine waste. 

1.6. State the correct equipment for handling and disposing 
of routine waste. 

1.7. State the arrangements for recycling in the work place. 
1.8. Describe the approved methods for transferring waste. 
1.9. Describe the organisational requirements for reporting 

and handling waste spillages. 
 

2. Know how to handle and 
label non-routine waste. 

2.1. Explain ways to mark and label non-routine waste. 
2.2. Explain ways to record the movement of non-routine 

waste. 
2.3. Explain the importance of marking, labelling and 

recording waste and its movements correctly. 
2.4. Identify equipment required to dispose of sharps safely. 
2.5. Explain the procedures for disposing of sharps safely. 
2.6. Describe methods for handling and disposing of clinical 

waste. 
2.7. Describe safe procedures for segregating and sorting 

waste for recycling. 
 

3. Know how to handle 
hazardous and suspicious 
items. 

3.1. State ways to identify suspicious items. 
3.2. Explain the organisational requirements for dealing with 

suspicious items. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

3.3. State the importance of checking with the appropriate 
person before removing the unidentified items. 
 

4. Know how to deal with 
waste containers. 

4.1. State location of waste holding areas. 
4.2. Describe procedures for transferring waste. 
4.3. Describe organisational requirements for dealing with 

waste containers that are damaged. 
4.4. State the standards of cleanliness required for holding 

areas, empty holding and collection bins. 
4.5. Describe why the location and cleaning of waste areas is 

important in preventing and controlling pests. 
4.6. Describe the organisational requirements for dealing with 

sanitation bins. 
4.7. Describe the methods used to ensure safe carriage of 

collected waste to the holding areas. 
4.8. Describe the importance of repackaging waste 

containers that have dangerous residue on the outside. 
4.9. Describe the organisational requirements for reporting 

and handling waste spillages. 
 

5. Be able to handle routine 
waste safely. 

5.1. Prepare yourself and the work area to do the task 
efficiently, correctly and safely. 

5.2. Select and wear appropriate personal protective 
equipment (PPE) for the task. 

5.3. Identify the location of the waste holding areas. 
5.4. Identify different categories of waste and deal with them 

appropriately. 
5.5. Check that waste bags or receptacles are secure before 

handling. 
5.6. Ensure that waste bags and receptacles are not 

damaged during handling. 
5.7. Ensure the safety of self and others when handling waste 

bags and receptacles. 
5.8. Check that waste bags and receptacles are not damaged 

once they have been moved. 
5.9. Take appropriate action if a waste bag or receptacle has 

been damaged. 
5.10. Apply organisational requirements on the safe 

removal of waste spillages. 
 

6. Be able to handle and label 
non-routine waste safely. 

6.1. Prepare yourself and the work area to do the task 
efficiently, correctly and safely. 

6.2. Select and wear appropriate personal protective 
equipment (PPE) for the task. 

6.3. Identify the location of the waste holding areas. 
6.4. Check that storage containers are securely sealed before 

handling. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

6.5. Check that seals on storage containers are unbroken 
after moving. 

6.6. Identify waste to be collected and transferred to a 
collection point. 

6.7. Follow correct handling procedures for moving non-
routine waste. 

6.8. Identify the waste material for collection. 
6.9. Segregate or sort the waste material before disposal to 

collection points. 
6.10. Mark the origin of waste clearly. 
6.11. Label and record movement of waste. 
6.12. Ensure the safety of self and others when handling 

non-routine waste. 
6.13. Use the handles provided to move rigid containers. 
6.14. Identify sharps that require special handling. 
6.15. Use the pick-up kit or specific box for the disposal of 

sharps. 
6.16. Check with the appropriate person before moving 

unidentified items. 
 

7. Be able to deal with waste 
containers. 

7.1. Follow organisational requirements to cut down the risk 
of contaminating surrounding areas. 

7.2. Follow organisational requirements for reporting signs of 
pest infection. 

7.3. Clean waste containers. 
7.4. Replace waste containers or bin liners. 
7.5. Report any faulty or damaged equipment. 
7.6. Secure cleaning equipment, machinery and waste 

containers to the correct storage area. 
7.7. Follow organisational requirements for the removal, 

cleaning and disposal of used personal protective 
equipment. 
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Scope of Learning 
 
 The purpose of this unit is to give learners an understanding of how to handle 

routine and non-routine waste. Learners should know how to handle routine 
waste, describing the procedures they should follow to prepare themselves and 
the work area, and list the different types of personal protective equipment 
(PPE) that should be used. They should be able to describe the importance of 
wearing personal protective equipment (PPE), including why others should see 
it being worn and the importance of maintaining personal hygiene when 
handling waste. 

 
 Learners should be able to state the organisational requirements and the 

correct equipment for handling and disposing of waste, as well as the 
arrangements for recycling in the workplace. They should be able to describe 
the approved methods for transferring waste, such as equipment to be used 
and locations for transfer, as well as the organisational requirements for 
reporting and handling waste spillages.  

 
 Learners should know how to handle and label non-routine waste and should be 

able to explain ways it can be marked and labelled as well as ways to record its 
movement. They should also be able to explain the importance of correctly 
labelling and recording the movement of non-routine waste. 

 
 Learners should be able to identify the equipment to be used for disposing of 

sharps safely and describe the methods used for handling and disposing of 
clinical waste. They should also be able to describe safe procedures for 
segregating and sorting waste for recycling. 
 

 Learners should know how to handle hazardous waste and suspicious items, 
stating ways to identify them, and explaining the organisational requirements for 
dealing with them. Learners should also be able to state the importance of 
checking with the appropriate person before removing an unidentified item.  
 

 Learners should know how to deal with waste containers and be able to state 
the location of waste holding areas. They should be able to describe the 
procedures for transferring waste, and the organisational requirements for 
dealing with damaged waste containers, such as who this should be reported to 
and how to request repairs or replacements. 
 

 Learners should be able to state the standards of cleanliness required for waste 
holding areas, empty holding and waste containers, and describe why the 
location and cleaning of waste areas is important for the prevention and control 
of pests. 

 
 Learners should be able to describe the organisational requirements for dealing 

with sanitation bins, such as the correct personal protective equipment (PPE) to 
be worn and where and how waste should be stored. They should also be able 
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to describe the methods used for the safe carriage of different types of waste to 
the holding areas.  

 Learners should be able to describe the importance of repackaging containers 
that have dangerous waste on the outside, such as through spillage or 
seepage, and the organisational requirements for reporting and handling waste 
spillages. 
 

 Learners should be able to handle routine waste safely, preparing themselves 
and the work area to carry out tasks efficiently, correctly and safely. They 
should be able to select and wear the personal protective equipment (PPE) 
required for the task, identify the location of waste holding areas and identify 
different categories of waste, dealing with them appropriately.  
 

 Learners should be able to check that waste bags and containers are secure 
before handling, and ensure that this does not damage them. They should 
ensure the safety of self and others when handling waste bags and receptacles 
and check that these are not damaged once they have been moved. When a 
waste bag or receptacle has been damaged they should take appropriate action 
and apply organisational requirements on the safe removal of waste spillages.  
 

 Learners should be able to handle and label non-routine waste safely, preparing 
themselves and the work area to be able to carry out the tasks efficiently, 
correctly and safely. They should be able to select the correct personal 
protective equipment (PPE) for the task and identify the location of waste 
holding areas. 
 

 Learners should check that storage containers are securely sealed before 
handling, and that the seals on containers are unbroken after moving. They 
should be able to identify the waste to be collected and transferred to a 
collection point, and follow correct manual handling procedures for moving non-
routine waste, such as selecting and safely using manual handling equipment.  

 
 Learners should be able to segregate or sort waste before disposal to collection 

points, marking the origin of the waste clearly and labelling and recording its 
movement, ensuring the safety of self and others when handling non-routine 
waste and ensuring they use the handles provided to move rigid containers. 
 

 Learners should be able to identify sharps that require special handling and use 
the pick-up kit or specific boxes for their disposal. They should check with the 
appropriate person before moving unidentified items. 
 

 Learners should be able to deal with waste containers, following organisational 
requirements, to cut down on the risk of contaminating the surrounding areas, 
and for reporting any sign of pest infestation. They should be able to clean 
waste containers and replace the containers or bin liners, reporting any faulty or 
damaged equipment.  
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 Leaners should be able to secure equipment, machinery and waste containers 
to the correct storage area and follow organisational requirements for the 
removal, cleaning and disposal of used personal protective equipment (PPE). 
 

Assessment Guidance 
 
 Learners must provide evidence against all of the assessment criteria; the 

evidence for this unit will come from two main sources; direct evidence 
produced by the learner demonstrating knowledge and skills when completing 
activities related to cleaning and servicing a range of housekeeping areas, and 
underpinning knowledge and understanding which can be demonstrated 
through a variety of assessment methods.  
 

 The direct evidence includes naturally occurring documentary evidence (hard 
copy and electronic), and direct observation of activities that can be evidenced 
through photographs, digital recordings, assessor observation reports, witness 
statements, etc., with each piece of evidence referenced to the relevant 
assessment criteria. 
 

 Underpinning knowledge and understanding can be evidenced through a variety 
of assessment methods including; multiple choices testing and question and 
answer exercises (electronic or paper-based). 
 

 Learning Outcomes 5, 6 and 7 require the learner to carry out a number of 
practical tasks, these can be in the workplace or in a simulated environment 
and can be evidenced through tutor or peer observation, self-reporting or 
photographic/digital recording. 
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Unit Title Painting and Wallpapering Skills 

Ofqual unit reference number 
(code) 

M/506/6871 

Unit Level Two 

GLH 48 

Unit Credit Value 6 

Assessment Guidance This unit may be assessed in a training environment or a 
simulated work environment. 

Evidence for ACs 2.1, 2.2, 2.3 and 2.4 must cover hand 
tools, portable power tools and access equipment.  

 

This unit has 8 learning outcomes 
 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know how to comply with 
relevant Health and Safety 
legislation, statutory 
regulations, official 
guidance, organisational 
procedures and 
manufacturer’s information 
when painting and 
wallpapering. 

1.1. State the current Health and Safety legislation, statutory 
regulations, official guidance and organisational 
procedures that apply when: 
(a) preparing the area for work 
(b) painting and wallpapering. 

1.2. State typical safety hazards associated with painting and 
wallpapering, explaining how these can be mitigated by 
applying appropriate risk control measures. 

1.3. Correctly name and locate the persons responsible for 
health and safety within the specific area of work to 
which they have been allocated. 

2. Know the tools and 
materials commonly used in 
painting and wallpapering. 

2.1. Identify equipment used for painting. 
2.2. Select the equipment required for specific painting tasks. 
2.3. Identify equipment used for wallpapering. 
2.4. Select the equipment required for specific wallpapering 

tasks. 
2.5. Identify materials required for painting. 
2.6. Identify materials required for wallpapering. 
2.7. Identify materials required to perform given tasks. 

3. Know how to apply paint 
finishes. 

3.1. Describe how to prepare the surface before painting. 
3.2. Describe how to use a range of paint products. 
3.3. Identify when to use these products. 
3.4. Explain how to protect the surrounding area when 

applying paint finishes. 

4. Know how to apply 
wallpaper. 

4.1. Describe how to prepare the surface before hanging wall 
coverings. 

4.2. Describe how to apply wall coverings according to their 
type. 

4.3. Describe when and where to use these products. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

4.4. Explain how to protect the surrounding area when 
hanging wallpaper. 

5. Be able to prepare for 
painting and wall papering 
tasks. 

5.1. Calculate the quantity of paint required for a given task. 
5.2. Calculate the quantity of wallpaper required to paper a 

room. 
5.3. Select personal protective equipment required for given 

tasks. 
5.4. Prepare the work area. 
5.5. Remove existing materials and components, following 

current environmental and safety regulations relating to 
the removal of painting and decorating finishes. 

5.6. Set out tools, equipment and material for ease of use. 

6. Be able to perform painting 
tasks. 

6.1. Protect the work and surrounding area from damage. 
6.2. Apply coatings with brushes, rollers and activators using 

specified laying off procedures including: 
(a) water-borne coatings 
(b) solvent-borne coatings. 

6.3. Paint a range of different areas to include: 
(a) broad areas 
(b) linear/trim/narrow runs 
(c) detailed complex structural or  
     architectural items. 

6.4. Stripecoat surface features. 
6.5. Test wet and dry film thickness. 

7. Be able to hang wallpaper. 7.1. Protect the work and surrounding area from damage. 
7.2. Apply adhesive to the paper, ensuring even and 

complete coverage. 
7.3. Demonstrate how to fold paper before applying to the 

wall. 
7.4. Apply first drop to the plumb line and ensure subsequent 

drops are butted. 
7.5. Ensure internal and external angles are correctly 

finished. 
7.6. Cut and apply the paper around a range of fixtures and 

fittings. 
7.7. Trim excess paper and remove any excess paste. 

8. Be able to clean and store 
tools and materials after 
use. 

8.1. Clean tools and equipment following manufacturers’ 
instructions. 

8.2. Store tools and equipment safely after use. 
8.3. Store materials correctly after use, following 

manufacturers’ instructions. 
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Scope of learning  
 
 The purpose of this unit is to give learners an understanding of the work 

involved in painting and wallpapering. Learners should be able to state the 
various legislation that will impact on their work including The Health and Safety 
at Work Act 1974, The Manual Handling Operations Regulations 1992, The 
Provision and Use of Workplace Equipment Regulations 1998, The Working at 
Height Regulations 2005 and the Control of Substances Hazardous to Health 
Regulations 2002. They should also be able to state the organisational 
procedures including risk assessments and method statements, and the 
manufacturer’s instructions and use these to support both their work and the 
maintenance and storage of materials and equipment. 

 
 Learners should be able to state the various hazards relating to painting and 

wallpapering skills, such as those that may result in injury to themselves or 
others, dangers relating to misuse or damaged tools, equipment and materials 
and the use of substances that may impact on health. They must be able to 
identify the preventative measures, including the use of Health and Safety 
Control Equipment (Personal Protective Equipment) and the principles of 
prevention. 
 

 Learners must be able to name and locate the person(s) responsible for health 
and safety within their work area. If the task is being delivered on site then this 
could be their supervisor or the site Health and Safety Manager. Within a 
learning environment this could be the tutor or department head. Information 
identifying the individual should be passed on to learning during a health and 
safety briefing or site induction to be carried out before commencing the task 
and included in the task method statement.   

 
 Prior to practical tasks learners should be trained in working at heights. 

 
 Learners should be able to identify equipment used for painting and 

wallpapering including brushes, rollers, paint kettles, paint trays, scissors and 
craft knives, paste brushes, edge rollers and plumb bobs. They should be able 
to identify powered tools required for the preparation of surfaces and access 
equipment required to carry out tasks.  
 

 They should also be able to identify the materials required for painting and 
wallpapering including the different types of paint and papers, such as lining, 
embossed, patterned and plain, and the correct type of wallpaper paste. 
 

 Learners should be able to select the correct equipment for specific painting 
and wallpapering tasks and identify the correct materials for given tasks. 
 

 Learners should be able to describe how a surface is prepared before carrying 
out a given painting task, smoothing down surfaces and filling holes and cracks. 
They should be able to describe a range of paints, (matt, gloss, egg shell, 
undercoat etc.) and identify when these would be used. They should also be 
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able to explain how they will protect the surrounding areas through the use of 
sheeting and boards when carrying out painting tasks. 
 

 Learners should be able to describe how they will prepare a surface before 
wallpapering tasks including filling holes and cracks, smoothing down and 
sizing. They should be able to describe the process for hanging wall coverings 
and describe when and where to use these products. They should also be able 
to explain how they will protect the surrounding areas through the use of 
sheeting and boards when carrying out wallpaper hanging. 

 
 Learners should be able to calculate the quantity of paint required for a task 

with reference to the tasks specifications and manufacturer’s guidance, and use 
the same information to calculate the wallpaper required to wallpaper a room. 
They should be able to identify and select the personal protective equipment 
(PPE) required for given tasks. 
 

 Learners should be able to prepare their work area, removing all existing 
materials in accordance with waste management and safety guidelines relating 
to the removal of painting and decorating finishes, and set out tools and 
materials for ease of use. 
 

 Learners should be able to protect the surrounding areas using sheeting, 
boards, barriers and tape, and apply paint to surfaces using brushes, rollers and 
activators, this should include water-borne and solvent-borne coatings.  

 
 Learners should be able to paint at least three large areas, which should include 

broad areas, linear, trim or narrow runs, and detailed and complex structures 
such as decorative coving, use a range of paints. They should also be able to 
stripcoat surface features and test the wet and dry film thickness of finished 
tasks. 
 

 Learners should be able to protect the surrounding areas using sheeting, 
boards, barriers and tape, and apply adhesive to paper ensuring complete and 
even coverage.  
 

 Learners should be able to demonstrate on two separate tasks how to fold 
paper prior to applying to the wall, ensuring that the first drop is plumb by 
marking a plumb line to the surface to be papered. They should demonstrate 
their ability to apply subsequent drops by butting to the previous and ensure 
that all internal and external angles are correctly finished. 
 

 Learners should be able to apply paper around a range of fixtures and fittings, 
trim excess paper and remove all excess adhesive.  
 

 Learners should be able to clean tools and equipment after use, storing tools, 
equipment and materials safely and in accordance to manufacturer’s 
instructions.  
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Assessment Guidance 
 
 Learners must provide evidence against all of the assessment criteria; the 

evidence for this unit will come from two main sources; direct evidence 
produced by the learner demonstrating knowledge and skills when completing 
activities related to the assembly and installation of fitted units, and 
underpinning knowledge and understanding which can be demonstrated 
through a variety of assessment methods.  
 

 The direct evidence includes naturally occurring documentary evidence (hard 
copy and electronic), and direct observation of activities that can be evidenced 
through photographs, digital recordings, assessor observation reports, witness 
statements, etc. with each piece of evidence referenced to the relevant 
assessment criteria. 
 

 Underpinning knowledge and understanding can be evidenced through a variety 
of assessment methods including; multiple choices testing and question and 
answer exercises (electronic or paper-based). 
 

 Learning Outcomes 5,6,7 and 8 require the learner to carry out a number of 
practical tasks, these can be in the workplace or in a simulated environment 
and can be evidenced through tutor or peer observation, self-reporting or 
photographic/digital recording. 
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4. Assessment and Evidence 
 
The NOCN Suite of Facilities Services qualifications are internally assessed 
qualifications.  Learners must provide evidence of learning and achievement against all 
of the assessment criteria specified within each unit. 
 
The NOCN Suite of Facilities Services qualifications are vocationally based 
qualifications and as such, the units offer the opportunity for learners to achieve a 
balance of practical skill and knowledge.   
 
Centres must ensure that knowledge based learning is substantive, and relevant to the 
work or events likely to be encountered in the course of a job role within facilities 
services. 
 
The centre must ensure that the assessment activities are: 
  
Valid      The assessment activity must be fit for purpose which means that the 

assessment tasks measure the intended outcomes of the unit.  They 
should afford the learner an opportunity to provide sufficient evidence of 
learning to meet the assessment criteria at the appropriate level.  

 
Sufficient The assessment activities afford the learner an opportunity to provide 

sufficient evidence of learning to meet the assessment criteria.  
 

Reliable    Assessment activities must generate clear and consistent outcomes 
across all assessors.   

 
Although the activities may be applied to differing scenarios and in 
different contexts, with different learners, the evidence sought by the 
activity must be assessed with a universal standard to ensure that the 
resulting assessment decisions are consistent across all assessors and 
centres offering the qualification. 

 
Authentic     Evidence presented must be the learner’s own work. 
 
 

4.1. Fair and Equitable Assessment 
 
Assessment within the NOCN Level Suite of Facilities Services qualifications is 
designed to be accessible and inclusive.   
 
The assessment methodology is appropriate for individual assessment or for groups of 
learners. 
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4.2. Learners with Particular Requirements 
 

If you are a NOCN Recognised Centre and have learners with particular requirements, 
please see the NOCN Reasonable Adjustments Policy and Procedure found on the 
NOCN website at www.nocn.org.uk 

This policy gives clear guidance on the reasonable adjustments and arrangements that 
can be made to take account of disability or learning difficulty without compromising the 
assessment criteria. 

The NOCN Centre Recognition process requires the centre to hold policy statements on 
Equal Opportunities, Diversity and Disability Discrimination which will be reviewed by 
NOCN. Please contact assurance@nocn.org.uk for further details.  

 
4.3. Recognised Prior Learning 

Recognition of prior learning is an assessment method leading to the award of credit.  
The process involves considering if a learner can meet the specified assessment 
requirements for a unit through knowledge, understanding or skills that they possess 
already, as a consequence, they do not need to undertake a course of learning. 

Centres are encouraged to recognise previous achievements and experience, both 
formal, for example through accredited units or qualifications and informal, for example 
through continuous learning.  This involves the recognition of achievement from a range 
of activities that will have been assessed through any valid method of assessment.   

When using the process of the recognition of prior learning, it is essential that the 
assessment requirements of a specific unit or, more exceptionally, a qualification have 
been met.  The evidence of learning provided must be sufficient, reliable, authentic and 
valid. 
  
 
4.4. Functional Skills 
 

These qualifications could contribute towards the learning for Functional Skills in the 
following areas: 
 
English 

o Speaking, listening and communication – could be demonstrated through 
completion of discussions to resolve problems or listening to instructions. 

o Reading - demonstrated when working through research into careers in the 
industry or reading manufacturers’ instructions related to use of tools or 
equipment. 

o Writing – could be demonstrated through completion of the assessment tasks. 
 
ICT 

http://www.nocn.org.uk/
mailto:assurance@nocn.org.uk
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o Development of ICT skills can be demonstrated where research is required, 
for example, into careers within the industry or identifying specific tools or 
equipment suitable for activities in the workplace. 

mathematics 
o Development of mathematics skills can be demonstrated through calculations 

related to the amounts of materials required for a specific task or for 
measuring, weighing, mixing and estimation. 

 
For more information see the Functional Skills criteria for English, ICT and/or maths on 
the NOCN website: www.nocn.org.uk  
 
 
4.5. Assessment and Evidence for the units 
 
Centres can use a variety of assessment activities to capture evidence of learners’ 
understanding.  Activities may include:  
 

 Case Studies 
 Oral Question and Answer 
 Role Play/Simulation 
 Practical Demonstration 
 Written Question and Answer/Test/Exam 

 

Forms and guidance for gathering learner evidence against the individual assessment 
criteria are available for download in Word format on the NOCN website: 

http://www.nocn.org.uk/qualifications_and_units/additional_qualification_documents. 

Alternatively, centres can use their own paperwork provided they ensure that the 
learners’ work is ordered and portfolio references provided as required.   

 
 
 
 
 
 
 
 
 
 
  

http://www.nocn.org.uk/
http://www.nocn.org.uk/qualifications_and_units/additional_qualification_documents
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Appendix 1 - Resource suggestions 
 
Relevant manufacturers’ guidance  
Film footage and reports 
Acts of Parliament   eg Health and Safety at Work Act 1974 
National guidance documents  
Visits to appropriate venues  
Expert speakers  eg Safety Officers  
 
Note: this is not an exhaustive list – see individual units for additional websites. 
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Appendix 2 - Assessment Documentation 
 
1. Learner Evidence Record Unit 1 
 
NOCN Entry Level Award in Introduction to Facilities Services Careers (Entry 3)  
 
Unit Title: Introduction to Facilities Services 
 

Assessment Criteria Evidence Portfolio Ref Completed By Signed Off By 

1.1.    
 
   

  

1.2.  

  

  

1.3.  

    

  

 
 
Learner Signature:   

 
Tutor Signature:  

 
Confirmation of Achievement of Unit – Date: 
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Evidence Record cont…. 
 
NOCN Entry Level Award in Introduction to Facilities Services Careers (Entry 3)  
 
Unit Title: Introduction to Facilities Services 
 

Assessment Criteria Evidence Portfolio Ref Completed By Signed Off By 

2.1.  

  

  

2.2.  

    

  

2.3.  

  

  

 
 
Learner Signature:   

 
Tutor Signature:  

 
Confirmation of Achievement of Unit – Date: 
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2. Learner Evidence Record Unit 2 
 
NOCN Entry Level Award in Introduction to Facilities Services Careers (Entry 3)  
 
Unit Title: Customer Service Skills 
 

Assessment Criteria Evidence Portfolio Ref Completed By Signed Off By 

1.1  

   

  

1.2  

  

  

1.3  

    

  

 
Learner Signature:   

 
Tutor Signature:  

 
Confirmation of Achievement of Unit – Date: 
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Appendix 3 – Feedback Sheet 
 

 
Feedback Sheet 

 
Tutor/Assessor Comments: 
 

 

 

 

 

 

 

 

 

 

 

 

 
Learner comments: 
 

 

 

 

 

 

 

 

 

 
Tutor/assessor sign: 
 

Date: 

Learner sign: 
 

Date: 
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