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	unit 303 (HSL3)

	Contribute to the control of resources

	Successful assessment of the unit proves that the learner has achieved the national occupational standard to contribute to the control of resources
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Contribute to the control of resources


This unit is about ensuring that you, and staff you are responsible for, use resources effectively and efficiently, without undue waste. It covers obtaining supplies, checking equipment, monitoring the use of resources and keeping records.
This unit has two outcomes:
Outcome 1

Be able to contribute to the control of resources
Outcome 2

Understand how to contribute to the control of resources
Contribute to the control of resources


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

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


Photocopy if required
*Assessment method key: O Observation; PD Professional discussion; Q Questioning; WP Work product; WT Witness testimony; Oth Other
Be able to contribute to the control of resources (Outcome 1)
	What you must do


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

	Shaded numbers must be observed

	1

	2

	3

	4


	1
	Compare the resource available to them with the resources they need for their work
	(
	(
	(
	(

	2

	Follow the correct procedures to obtain additional resources needed for their work
	(
	(
	(
	(

	3

	Deal with any problems in obtaining resources following agreed procedures and keeping relevant people informed
	(
	(
	(
	(

	4

	Check the quality, quantity and suitability of resources before they are needed for use
	(
	(
	(
	(

	5

	Make sure that equipment and materials are correctly stored and maintained
	(
	(
	(
	(

	6
	Encourage their colleagues to make efficient use of resources and minimise waste
	(
	(
	(
	(

	7
	Monitor the use of resources in their area of responsibility

	(
	(
	(
	(


	
	
	8
Make sure that resources are used effectively, efficiently and in line with organisational and legal requirements

(
(
(
(
9
Keep records about resources up-to-date, accurate and in the specified place

(
(
(
(
10
Recommend ways of making better use of resources following organisational requirements

(
(
(
(



	What you must know

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


	Understand how to contribute to the control of resources (Outcome 2)
	Ref.

	K1  K
	Identify the equipment, colleagues and supplies that are used in their area of responsibility
	

	K2 
	Describe normal consumption levels for the resources in their area of responsibility
	

	K3 K
	Explain how to work out what resources are needed for planned work
	

	K4 K
	Explain how to identify what resources are available for planned work
	

	K5 K
	Explain how to make sure the resources already available are suitable for planned work
	

	K6 K
	Explain how to identify what additional resources are needed for planned work
	

	K7 K
	Identify the approximate costs of the resources used in their area of responsibility
	

	K8 K
	Explain how resource costs affect their organisation’s financial targets
	

	K9 
	Explain the importance of working within agreed spending limits
	

	K10 
	Describe the procedures to follow when it is necessary to go beyond agreed spending limits
	

	K11 
	Explain why it is important to follow the correct procedures when it is necessary to go beyond the agreed spending limit
	

	K12 
	Describe their organisation’s policies for ordering resources
	

	K13 
	Identify who is responsible for ordering resources
	

	K14 
	Identify their organisation’s regular suppliers
	

	K15 
	Describe the procedures to follow to obtain required resources
	

	K16 
	Describe the procedures to store the resources in their area of responsibility
	

	K17 
	Explain how to ensure resources are stored correctly
	

	K18 
	Describe the appropriate lifting and handling methods and techniques for resources in their area
	

	K19 
	Describe the health and safety requirements for the resources they are responsible for
	

	K20 
	Explain the environmental impact of the resources they are responsible for
	

	K21 
	Describe their organisation’s policies for:

a.
using resources

b.
controlling waste

c.
recycling
	

	K22 
	Explain how to count, check and monitor the use of resources
	

	K23 
	Explain how to keep waste to a minimum
	

	K24 
	Explain how to encourage colleagues to make efficient use of resources to benefit their organisation and the environment
	

	K25 
	Explain how to make recommendations to improve the use of resources to decision makers in their organisation
	

	K26 
	Identify the records they need to keep on the use of resources
	

	K27 
	Explain the advantages of using computerised stock control systems
	


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



