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1 Introduction

This document tells you what you need to do to deliver the qualifications:

Area Description

Who is the qualification for? Anyone working in railways engineering in a supervisory
role in rail services.

What does the qualification cover? The qualification recognises the essential
professional knowledge and skills that candidates
have developed working in the rail industry at a
supervisory level, such as:

* Risk assessment

* Managing information
* Health and safety

¢ | eading a team

¢ Crowd control

¢ Dealing with incidents

What opportunities for progression Candidates who are successful will be able to progressin
are there? employment or to a range of further education and
professional body qualifications, for example:

* Duty Manager/Management positions in the rail industry
¢ Institute of Leadership and Management qualifications.

s it part of an apprenticeship This qualification is part of the Advanced Apprenticeship
framework or initiative? in Rail Services.
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Structure

To achieve the Level 3 NVQ Diploma in Rail Services (7598-01), learners must achieve 17 credits
from the mandatory units and a minimum of 21 credits from the optional units available.

Learners registered before ast July 2017 should use unit 304.
Learners registered after 1st July 2017 should use unit 504.
Please note that only one of units 312 or 332 will count towards the full award.

Learners can also achieve a further 3 credits from the elective unit (243), but these will not count
towards the minimum credits required.

Unit accreditation number Qi City & Unit title Credit
Guilds value

unit no.

Mandatory
H/503/1244 301 Plan for duty and manage 3
own performance in the Rail
Industry
K/503/1245 302 Communicate and manage 3
information in the Rail
Industry
Al503/1444 303 Maintain and healthy and 8
safe environment in the Rail
Industry
M/616/1814 504 Develop working 3
relationships with colleagues
Optional Excluded
combination of
units (if any)
M/600/9600 308 Set objectives and provide g
support for team members
R/600/9600 309 Manage health and safety in 5
own area of responsibility
T/601/7018 310 Conduct and assessment of 4

risks in the workplace
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Unit accreditation number | City & Unit title
Guilds

unit no.

A/601/5867 311 Ensure responsibility for 4
actions to reduce risks to
health and safety

F/503/1445 312 Manage difficult situations in 3 Cannot be taken
the Rail Industry with unit 332

M/503/1246 313 Maintain a suitable customer 3
environment in the Rail
Industry

T/503/1247 314 Provide impartial product 4
and service selling inthe Rail
Industry

F/503/1249 315 Identify and manage income 3
in the Rail Industry

T/503/2250 316 Implement revenue 16
protection in the Rail
Industry

A/503/1251 317 Maintain crowd controland g

security in a railway station

F/503/1252 318 Interpret legal and 5
organisational standards to
ensure safe practices in the
Rail Industry

J[503/1253 319 Liaise and communicateto g
resolve out of course
situations in the Rail Industry

L/503/1254 320 Respond to incidentsinthe g
Rail Industry
R/503/1255 321 Carry out investigations in 3

the Rail Industry
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Unit accreditation number | City & Unit title
Guilds

unit no.

Y/503/1256 322 Manage supplier and 4
contractor obligations in
relation to infrastructure
services in the Rail Industry

D/503/1257 323 Manage critical information 3
systems in the Rail Industry

H/503/1258 324 Control routine outages of 2
plant equipment in the Rail
Industry

K/503/1259 325 Close and restore rail 6

infrastructure for operations

J/503/1446 326 Supervise fault management 2
in rail equipment and
systems

L/503/1447 327 Supervise service provision 4

for rail operations

K/601/7825 328 Plan for further professional 2
development in the Rail
Industry

Y/601/7867 329 Plan protection 3
requirements in the Rail
Industry

D/601/7868 330 Implement protection 6
arrangements in the Rail
Industry

H/601/7872 331 Provide customer servicein 6
the Rail Industry

F/601/7894 332 Manage conflictinthe Rail 1 Cannot be taken
Industry with unit 312
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Unit accreditation number | City & Unit title
Guilds

unit no.

H/601/5314 333 Assess occupational 6
competence in the work
environment

D/601/5313 334 Understanding the principles 3
and practices of assessment

H/601/1568 335 Lead a team to improve 7
customer service

Elective

L/602/5934 243 Employment rights and 3
responsibilities in the
passenger transport sector
(Level 2)
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2 Centre requirements

Approval

This section outlines the approval processes for centres to offer these qualifications and any
resources that centres will need in place to offer the qualifications including qualification-specific
requirements for the staff delivering the qualifications.

Centres approved for the current (7589-03) Level 3 NVQ in Rail Operations — Supervisory which have

been active during the last two years have already been automatically approved for this qualification
at the same level so they can start registering candidates under these new qualification immediately.
For any other cases, our general qualification approval process applies.

Centre staffing

Staff delivering this qualification must be able to demonstrate that they meet the following
occupational expertise requirements. They should:

e be occupationally competent or technically knowledgeable in the areas for which they are
delivering training and/or have experience of providing training. This knowledge must be to
the same level as the training being delivered

e have recent relevant experience in the specific area they will be assessing

e have credible experience of providing training.

Centre staff may undertake more than one role, e.g. tutor and assessor or internal verifier, but cannot
internally verify their own assessments.

Assessors and internal verifiers

Assessors’ and internal verifiers’ requirements have been specified by GoSkills in their assessment
strategy. The full document is available from our website.

Centre staff may undertake more than one role, assessor and/or internal verifier, but must never
internally verify their own assessments. The primary responsibility of the assessor is to assess
candidates to the required quality and consistency against the national occupational standard. It is
important that an assessor can recognise occupational competence as specified by the national
standard. Assessors therefore need to have a thorough understanding of assessment and quality
assurance practices, as well as in depth technical understanding related to the qualifications for which
they are assessing candidates. It will be the responsibility of the approved centre to select and
appoint assessors. Potential assessors should:

e hold (or be working towards) an appropriate qualification, as specified by the appropriate
regulatory authority, confirming their competence to assess NVQ candidates;

e have the necessary and sufficient experience of the role for which they intend to undertake
assessments and actual experience of the functions described by the occupational standards
that comprise the qualification.

A primary responsibility of the internal verifier is to assure the quality and consistency of assessments
carried out by the assessors for whom they are responsible. Internal verifiers therefore need to have a
thorough understanding of quality assurance and assessment practices, as well as sufficient technical
understanding related to the qualifications they are internally verifying.

Level 3 NVQ Diploma in Rail Services (7598-01) 11



It will be the responsibility of the approved centre to select and appoint internal verifiers. Potential
internal verifiers should:

e hold (or be working towards) an appropriate qualification, as specified by the appropriate
regulatory authority, confirming their competence to internally verify NVQ assessments;

e hold (or be working towards) an appropriate qualification, as specified by the appropriate
regulatory authority, confirming their competence to verify NVQ candidates;

e have the necessary and sufficient experience of the role for which they intend to verify
assessments. This experience will have provided potential verifiers with detailed knowledge
of the functions described by the occupational standards that comprise the qualification.

Trainee assessors and internal verifiers must have a plan, which is overseen by the recognised
assessment centre, to achieve the internal verifier qualification within an agreed timescale.

Continuing professional development (CPD)

Centres are expected to support their staff in ensuring that their knowledge remains current of the
occupational area and of best practice in delivery, mentoring, training, assessment and verification,
and that it takes account of any national or legislative developments.

Candidate entry requirements
Candidates should not be entered for a qualification of the same type, content and level as that of a

qualification they already hold. In addition, centres must ensure that candidates have the potential
and opportunity to gain the qualifications successfully.

There are no formal entry requirements for candidates undertaking this qualification.
Age restrictions

These qualifications are not approved for use by learners under the age of 18 and City & Guilds cannot
accept any registrations for candidates in this age group.
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3 Delivering the qualification

Initial assessment and induction

Centres will need to make an initial assessment of each candidate prior to the start of their
programme to ensure they are entered for an appropriate type and level of qualification.

Support materials

The following resources are available for this qualification:

Description How to access

Candidate logbook Available to download from the City & Guilds
website

Recording documents

Candidates and centres may decide to use a paper-based or electronic method of recording evidence.

To support the delivery of vocational qualifications we offer our own eportfolio, Learning Assistant,
an easy-to-use and secure online tool to support and evidence learners’ progress towards achieving
qualifications. Further details are available at: www.cityandguilds.com/eportfolios

City & Guilds has developed a set of recording forms including examples of completed forms, for new
and existing centres to use as appropriate. Recording forms are available on the City & Guilds
website.

Although new centres are expected to use these forms, centres may devise or customise alternative
forms, which must be approved for use by the external verifier, before they are used by candidates
and assessors at the centre. Amendable (MS Word) versions of the forms are available on the City &
Guilds website.
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4 Assessment

Summary of assessment methods

Candidates will be required to complete a portfolio of evidence for each unit.
Evidence requirements

The evidence requirements have been specified by GoSkills in their assessment strategy. The full
document is available from our website. The evidence requirements have been identified for each of
the units in section 5 of this handbook. Evidence of occupational competence must be generated and
collected through performance under workplace conditions. The evidence collected under these
conditions must also be as naturally occurring as possible.

The optimum method of collecting evidence of a candidate's competence is by direct observation of
naturally occurring activity in the workplace. This observation must be carried out by a qualified
assessor. Observation of naturally occurring activity in the workplace may not be practicable. In these
cases the method of collecting evidence of a candidate's competence will be by simulation. This
observation must be carried out by a qualified assessor.

Assessment in simulated conditions is only permissible with the express prior consent of the External
Verifier. The External Verifier is likely to allow assessment to take place in simulated conditions due
to reasons of:

o Health and Safety

e [confidentiality

. operational constraints
. cost

. rarity of opportunity.

Witness testimony can be gathered from a candidate's colleagues, managers, customers, suppliers,
etc. They should:

o be specific to the activities or product

e [Agive a brief description of the circumstances of the observation

e [Agive a brief description of the background of the witness and the observed activity
o identify the aspects of the competence demonstrated.

Product evidence must be assessed in order to ensure that:

e [the evidence meets the required standard
e [Athe candidate has followed the correct processes to generate the product
e [Athe evidence is authentic.

In regard to the acceptability of knowledge evidence, the optimum method of collecting evidence of
a candidate's knowledge is by oral questioning following direct observation in the workplace.
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This questioning must be carried out by a qualified assessor. In this handbook we have listed all units
and identified for each one of them:

e those performance statements for which evidence must be collected by direct observation of
naturally occurring activity in the workplace

e those performance statements for which evidence may be collected by a range of alternative
assessment methods, when the use of simulation is allowed.
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5 Units

Availability of units

Below is a list of the learning outcomes for all the units. If you want to download a complete set of
units, go to www.cityandguilds.com

Structure of units

These units each have the following:

e [City & Guilds reference number

e [unit accreditation number (UAN)

o [hitle

o [level

e [credit value

e [unitaim

e [relationship to NOS, other qualifications and frameworks
e [Fendorsement by a sector or other appropriate body

e [Hinformation on assessment

e [@Learning outcomes which are comprised of a number of assessment criteria
e [notes for guidance.
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Unit 243 Employment Rights and Responsibilities in the

Passenger Transport Sector

UAN: L/602/5934

Level: 2

Credit value: 3

GLH: 18

Endorsement by a sector This unitis endorsed by GoSkills, the Sector Skills Council for
or regulatory body: passenger transport.

Unitaim: The purpose of this unitis for learners to demonstrate
understanding of employer and employee statutory rights and
responsibilities within own organisation and industry under
Employment Law.

Learning outcome

The learner will:

1. Know employment rights and responsibilities of the employee and employer

Assessment criteria

The learner can:

1.1 identify the main points of legislation affecting employers and employees and their purpose

relevant to own role, organisation and within own industry

1.2 identify where to find information and advice on employment rights and responsibilities both

internally in own organisation and externally

1.3 identify sources of information and advice on own industry, occupation, training and own

career pathway

1.4 identify sources of information on the different types of representative bodies related to own

industry and their main roles and responsibilities
1.5 identify any issues of public concern that may affect own organisation and own industry

Level 3 NVQ Diploma in Rail Services (7598-01)
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Learning outcome

The learner will:

2. Understand employment rights and responsibilities and how these affect organisations

Assessment criteria

The learner can:

2.1 describe organisational procedures, policies and codes of practice used by own organisation
on employment rights and responsibilities

2.2 explain the purpose of following health, safety and other procedures and the effect on own
organisation if they are not followed

2.3 describe employer and employee responsibilities for equality and diversity within own
organisation

2.4 explain the benefits of making sure equality and diversity procedures are followed

2.5 describe the career pathways available within own organisation and own industry
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Unit 243 Employment Rights and Responsibilities in
the Passenger Transport Sector

Supporting information

Assessment guidance

Employment rights and responsibilities must be explicitly identified and clearly signposted within the
Apprenticeship Framework.

The learner must understand the role played by their occupation within the organisation and industry.
Learners must demonstrate knowledge of current laws relating to health, safety, welfare and
discrimination together with the responsibilities and duties of employers.

This unit should be assessed predominately in the workplace. Observation, witness testimony,
questioning, professional discussion, written and product evidence are all sources of evidence which
can be used

Level 3 NVQ Diploma in Rail Services (7598-01) 19



Unit 301 Plan for Duty and Manage Own Performance

in the Rail Industry

UAN: H/503/1244

Level: 2

Credit value: 3

GLH: 18

Relationship to NOS: This unitis directly related to GoSkills National Occupational

Standards Unit 1 - Plan for Duty and Manage your Own Performance
in the Rail Industry from the Rail Operations Supervisory suite.

Endorsement by a sector This unit is endorsed by GoSkills approved as a shared unit

or regulatory body:

Unitaim: The purpose of this unit is for learners to demonstrate occupational
competence in planning for duty and managing own performance in
the rail industry

Learning outcome

The learner will:

1. Beableto prepare for duty

Assessment criteria

The learner can:

1.1
1.2
1.3
1.4
1.5

20

meet organisational policy and procedure relating to being fit for duty

meet organisation policy and procedure relating to appearance and conduct

meet organisational policy and procedure relating to booking on and booking off duty
access and use the equipment needed to perform the relevant role

communicate necessary safety information to the relevant people before starting work
ensuring that safety requlations are complied with
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1.6 consult and agree with relevant colleagues on processes and information required to
undertake the role

Learning outcome

The learner will:

2. Understand how to prepare for duty

Assessment criteria

The learner can:

2.1 explain organisational policies and procedures relating to being fit for duty

2.2 explain organisational policies and procedures relating to booking on and booking off duty
2.3 describe the equipment needed to carry out the role effectively

2.4 explain relevant safety information relating to the role

2.5 explain organisational procedures relating to standards of dress

2.6 explain organisational procedures relating to personal safety

Learning outcome

The learner will:

3. Beable to manage own performance

Assessment criteria

The learner can:

3.1 set performance targets for the job role

3.2 undertake activities agreed in development plan and evaluate contributions to performance

3.3 identify and agree individual learning aims and objectives and show how progress will be
measured

3.4 identify self-development needs and plan how to meet these

3.5 record accurately how time has been spent at work and assess where improvements could be
made

Learning outcome

The learner will:

4. Know how to manage own performance

Assessment criteria

The learner can:

4.1 explain how policies on staff performance and appraisal are communicated to staff
4.2 explain how feedback on performance is received and recorded in line with company policy
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Unit 301 Plan for Duty and Manage own Performance
in the Rail Industry

Supporting information

Assessment guidance

This unit should be assessed predominately in the workplace. Observation, witness testimony,
questioning and professional discussion are all sources of evidence which can be used.

Simulation must not be used to assess this unit.

If this unit is used in an NVQ qualification linked to GoSkills National Occupational Standards the
overarching assessment strategy must be followed. This can be accessed via the GoSkills website at
the link below:

http://www.goskills.org
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Unit 302

UAN:

Level:

Credit value:

GLH:

Relationship to NOS:

Endorsement by a sector
or regulatory body:

Unit aim:

Communicate and Manage Information in the
Rail Industry

K/503/1245

16

This unit is directly related to GoSkills National Occupational
Standards Unit 2 — Communicate and Manage Information in the
Rail Industry from the Rail Operations Supervisory.

This unitis endorsed by GoSkills approved as a shared unit

The purpose of this unit is for learners to demonstrate getting,
using, providing, recording and storing information

Learning outcome

The learner will:

1. Be able to obtain and assess information

Assessment criteria

The learner can:

1.1 describe to others the lines and methods used for affective communication

1.2 collect specified information and communicate it within the organisation

1.3 retrieve information in line with organisational policy

1.4 keep information confidential in line with organisational procedures

1.5 assess relevant information correctly and identify appropriate action to be taken
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Learning outcome

The learner will:

2. Know and understand how to obtain and assess information

Assessment criteria

The learner can:

2.1 explain organisational policy on retrieving information

2.2 explain organisational policy on keeping information confidential

2.3 explain the procedure for analysing and prioritising information

2.4 explain the different types of electronic based information which are used in the organisation

2.5 explain how the electronic based systems are used within the organisation in relation to the
paper based systems

2.6 explain the different types of monitoring equipment which exist within the organisation

Learning outcome

The learner will:

3. Beable to manage information

Assessment criteria

The learner can:

3.1 record information accurately and clearly in line with the organisation’s policy
3.2 manage information on IT systems within the organisation

3.3 within the limits of own authority communicate information accurately to the relevant target
audience

Learning outcome

The learner will:

4. Know and understand how to manage information

Assessment criteria

The learner can:

4.1 explain organisational policy on recording and storing information
4.2 explain how information is kept confidential

4.3 describe the types of information that needs to be communicated within the organisation and
the appropriate methods for doing this

4.4 explain how essential safety related information is communicated to all relevant people
4.5 explain the procedure for recording electronic based information within the organisation

4.6 explain who the relevant people are within the organisation and their roles and responsibilities
when managing information
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Unit 302 Communicate and Manage Information in the
Rail Industry

Supporting information

Assessment guidance

This unit should be assessed predominately in the workplace. Observation, witness testimony,
questioning and professional discussion are all sources of evidence which can be used.

Simulation must not be used to assess this unit.

If this unit is used in an NVQ qualification linked to GoSkills National Occupational Standards the
overarching assessment strategy must be followed. This can be accessed via the GoSkills website at
the link below:

http://www.goskills.org
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Unit 303

UAN:

Level:

Credit value:

GLH:

Relationship to NOS:

Endorsement by a sector
or regulatory body:

Unit aim:

Maintain a Healthy and Safe Environment in
the Rail Industry

Al503/1444

56

This unit is directly related to GoSkills National Occupational
Standard Unit 3 — Maintain a Healthy and Safe Environment in the
Rail Industry in the Rail Operations Supervisory suite.

This unitis endorsed by GoSkills approved as a shared unit

The purpose of this unit is for learners to demonstrate how they will
contribute to maintaining a healthy and safe workplace, and a
secure working environment

Learning outcome

The learner will:

1. Be able to maintain a healthy and safe workplace

Assessment criteria

The learner can:

1.1 store equipment and materials in line with organisational procedures

1.2 assess and record that the workplace is secure and free from hazards

1.3 warn the relevant people of hazardous situations

1.4 outline an emergency situation and deal with it in line with organisational procedures and
within limits of own authority

1.5 complete and process work documentation accurately and to time

Level 3 NVQ Diploma in Rail Services (7598-01)
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Learning outcome

The learner will:

2. Know how to maintain a healthy and safe workplace

Assessment criteria

The learner can:

2.1
2.2

2.3
2.4

2.5

2.6

explain the organisational policies and procedures for health and safety

explain the organisational procedures for dealing with emergency situations

identify warning signs that are relevant to the organisation and explain their meaning
explain what is classed as the working environment in relation to health and safety explain
who the relevant people within the organisation are and the level of authority they have
identify the documents required by the organisation relating to health and safety and explain
their purpose

explain what is classed as a hazardous situation and explain the organisational procedure for
dealing with this type of situation

Learning outcome

The learner will:

3. Beable to contribute to a secure working environment

Assessment criteria

The learner can:

3.1

3.2

33

deal with lost property, including suspicious packages, in line with the organisation’s
procedures

within own limits of authority assess and respond promptly to a breach of security in line with
the organisation’s procedures

report and feedback suggestions for improving security to the relevant people within the
organisation

Learning outcome

The learner will:

4. Know how to contribute to a secure working environment

Assessment criteria

The learner can:

4.1
4.2
43
A
4.5

28

explain own responsibility for putting security systems and procedures in place

explain organisational procedure for dealing with an emergency

explain organisational procedure for receiving visitors on site

explain organisational procedure for dealing with lost property and suspicious packages
explain organisational procedure for dealing with a breach of security
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Unit 303 Maintain a Healthy and Safe Environment in
the Rail Industry

Supporting information

Assessment Guidance

When assessing this unit the following definition should be used:

J hazard - something with the potential to cause harm (this can include articles, substances,
plant or machines, methods of work, the working environment and other aspects of work
organisation)

This unit should be assessed predominately in the workplace. Observation, witness testimony,
questioning and professional discussion are all sources of evidence which can be used.

Simulation must not be used to assess this unit.

If this unit is used in an NVQ qualification linked to GoSkills National Occupational Standards the
overarching assessment strategy must be followed. This can be accessed via the GoSkills website at
the link below:

http://www.goskills.org

Level 3 NVQ Diploma in Rail Services (7598-01)
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Unit 308 Set Objectives and Provide Support for Team
Members

UAN: M/60o0o/9600

Level: 3

Credit value: 5

GLH: 35

Relationship to NOS: This unitis linked to the unit Bg from the National Occupational
Standards for Management and Leadership.

Endorsement by a sector This unitis endorsed by GoSkills
or regulatory body:

Unitaim: This unitis about providing direction to the members of your team
and motivating and supporting them to achieve the objectives of the
team and their personal work objectives.

Learning outcome

The learner will:

1. Be able to communicate a team’s purpose and objectives to the team members

Assessment criteria

The learner can:

1.1 describe the purpose of a team

1.2 setteam objectives with its members which are smart (specific, measurable, achievable,
realistic and time-bound)
1.3 communicate the team'’s purpose and objectives to its members
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Learning outcome

The learner will:

2. Beable to develop a plan with team members showing how team objectives will be met

Assessment criteria

The learner can:

2.1 discuss with team members how team objectives will be met

2.2 ensure team members participate in the planning process and think creatively
2.3 develop plans to meet team objectives

2.4 setsmart personal work objectives with team members

Learning outcome

The learner will:

3. Be able to support team members identifying opportunities and providing support

Assessment criteria

The learner can:

3.1 identify opportunities and difficulties faced by team members

3.2 discuss identified opportunities and difficulties with team members

3.3 provide advice and support to team members to overcome identified difficulties and
challenges

3.4 provide advice and support to team members to make the most of identified opportunities

Learning outcome

The learner will:

4. Be able to monitor and evaluate progress and recognise individual and team achievement

Assessment criteria

The learner can:

4.1 monitor and evaluate individual and team activities and progress
4.2 provide recognition when individual and team objectives have been achieved

Level 3 NVQ Diploma in Rail Services (7598-01)
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Unit 309 Manage Health and Safety in own Area of
Responsibility

UAN: R/600/9704

Level: 4

Credit value: 5

GLH: 20

Relationship to NOS: This unitis linked to the unit E6 from the National Occupational
Standards for Management and Leadership.

Endorsement by a sector This unit is endorsed by GoSkills.
or regulatory body:

Unitaim: This unitis concerned with managing the overall health and safety
process in your area of responsibility. It is intended to go beyond
meeting health and safety legislation and move towards a situation
where health and safety considerations are firmly embedded in the
planning and decision making processes and the ‘culture’ of your
area of responsibility. The ‘area of responsibility’ may be, for
example, a branch or department or functional area or an operating
site within an organisation.

Learning outcome

The learner will:

1. Understand the legal requirements and personal responsibilities for health and safety within an
organisation

Assessment criteria

The learner can:

1.1 state the legal requirements that apply to own role in relation to health and safety
1.2 consult with specialist advisor(s) on health and safety policy and procedures
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1.3 explainan organisation’s health and safety responsibilities
1.4 describe health and safety responsibilities in own area of responsibility

Learning outcome

The learner will:

2. Be able to promote the importance of health and safety practices

Assessment criteria

The learner can:

2.1 communicate an organisation’s written health and safety policy to individuals within own area
of responsibility.
2.2 allocate sufficient resources to deal with health and safety issues in own area of responsibility.

Learning outcome

The learner will:

3. Beable to ensure that hazards and risks are identified and managed in own area of responsibility

Assessment criteria

The learner can:

3.1 consult with colleagues on health and safety hazards and risks in own area of responsibility.

3.2 assess health and safety hazards and risks in own area of responsibility.

3.3 identify hazards and risks that require action to be taken to ensure compliance with legal and
organisational requirements.

3.4 develop and implement a plan to mitigate identified hazards and risks in own area of
responsibility.

Learning outcome

The learner will:
4. Be able to monitor and review health and safety performance and policy in own area of
responsibility

Assessment criteria

The learner can:

4.1 establish procedures that monitor health and safety performance in own area of
responsibility.

4.2 review the health and safety performance of own area of responsibility.

4.3 review the health and safety policy in own area of responsibility.

4.4 communicate the review findings to relevant individuals.
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Unit 310 Conduct an Assessment of Risks in the
Workplace

UAN: T/601/7018

Level: 3

Credit value: 4

GLH: 20

Relationship to NOS: This unitis linked to the unit to National Occupational Standards: X3

Endorsement by a sector This unit is endorsed by GoSkills.
or regulatory body:

Unitaim: Fundamental to this unitis an understanding of the process of
carrying out a risk assessment. A person competent in this unit
should be able to carry out risk assessments according to regulatory
requirements. It requires identifying hazards in the production
environment, assessing the level of risk, recommending action and
carrying out a review of the assessment. This unit is applicable to
everyone who works in the Photo Imaging industry with
responsibility for Health and Safety.

Learning outcome

The learner will:

1. Beable to identify hazards in the workplace

Assessment criteria

The learner can:

1.1 identify why and where the risk assessment will be carried out
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1.2 checkthat all available information on statutory health and safety regulations is current and
from recognised and reliable information sources

1.3 identify when and from where to obtain expert advice and guidance on risk assessment
1.4 selecta method of identifying hazards that is appropriate to the workplace being assessed

1.5 identify those areas in the workplace where hazards with a potential for serious harm to health
and safety are most likely to occur

1.6 identify hazards which could result in serious harm to people

1.7 record identified hazards in a way which meets legal, good practice and workplace
requirements

1.8 report the results of the process of identifying hazards to the responsible parties in an agreed
format and timescale

Learning outcome

The learner will:

2. Beable to assess the level of risk in the workplace

Assessment criteria

The learner can:

2.1 identify all legal requirements that are appropriate to the workplace and working practices
being assessed

2.2 check that effective control measures are in place to meet all legal requirements
2.3 checkthat industry standards and all other reasonable precautions are in place
2.4 identify hazards that should be eliminated

2.5 prioritise hazards that are most likely to cause serious harm to people when carrying out a risk
assessment

2.6 determine the level of risk, identifying how the risks can be controlled to minimise harm

2.7 rate unacceptable risks in priority order, including breaches of relevant health and safety
legislation and workplace procedures

Learning outcome

The learner will:

3. Beable to recommend action following risk assessment

Assessment criteria

The learner can:

3.1 identify recommendations for minimising risks

3.2 present the results of the risk assessment to the responsible parties in the agreed format and
timescale

Learning outcome

The learner will:
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4. Be able to review own assessment of risk in the workplace

Assessment criteria

The learner can:

4.1
4.2
4.3
b4
4.5
4.6

36

review current workplace and working practices in relation to own risk assessment

identify accurately any significant differences between previous and new working practices
review the action taken as a result of own recommendations in the latest risk assessment
identify accurately new hazards arising from changes in the workplace or working practices
make the required changes to the risk assessment as a result of the review

inform promptly all parties affected by the changes
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Unit 312

UAN:

Level:

Credit value:

GLH:

Relationship to NOS:

Endorsement by a sector
or regulatory body:

Unit aim:

Ensure Responsibility for Actions to Reduce
Risks to Health and Safety

A/601/5867

38

This unitis linked to the ENTO (formerly Employment National
Training Organisation) suite of Standalone National Occupational
Standards for Health and safety, where it appears as unit A.

This unitis endorsed by GoSkills.

This unit is about providing you with the knowledge, understanding
and skills to be responsible for health and safety in the workplace.

Learning outcome

The learner will:

1. Beable toidentify the hazards and evaluate the risks in the workplace

Assessment criteria

The learner can:

1.1 identify workplace instructions that are relevant to them and their job role.

1.2 identify working practices and hazards in the workplace that could be harmful.

1.3 evaluate the hazards and prioritise in risk order.

1.4 report hazard(s) to the responsible person
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Learning outcome

The learner will:

2. Beable to reduce the risks to health and safety in the workplace

Assessment criteria

The learner can:

2.1 perform work activities at own level of competence in accordance with identified health and
safety:
a [Bworkplace policies
b BEinstructions and procedures,
¢ Bsuppliers and manufacturers’ information and
d [Hrelevant legal requirements.
2.2 manage hazards in accordance with workplace instructions and legal requirements.

2.3 report any differences between workplace instructions and supplier/manufacturer
instructions.

Learning outcome

The learner will:

3. Know how to reduce risks to health and safety in the workplace

Assessment criteria

The learner can:

3.1 explain their responsibility in remaining alert to hazards and risks.

3.2 describe own responsibilities and scope for action in controlling risk.

3.3 explain the importance of adhering to health and safety policies and practices.
3.4 describe where and when to get additional health and safety assistance.

3.5 describe the importance of personal presentation and behaviour in maintaining health and
safety in the workplace.
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Unit 312 Manage Difficult Situations in the Rail Industry

UAN: F/503/1445

Level: 3

Credit value: 3

GLH: 20

Relationship to NOS: This unitis directly related to GoSkills National Occupational
Standard Unit 12 — Manage difficult situations in the rail industry in
the Rail Operations Supervisory suite

Endorsement by a sector This unitis endorsed by GoSkills approved as a shared unit
or regulatory body:

Unitaim: The purpose of this unit is for learners to demonstrate how they will
deal with situations where there is a conflict between people. The
learner will need to be able to communicate with people effectively
both verbally and non-verbally to deal with difficult situations.
Learners should be able to maintain own personal safety, giving
advice and warnings and calling for help when needed

Learning outcome

The learner will:

1. Be able to follow organisational procedures to resolve conflict

Assessment criteria

The learner can:

1.1 undertake a risk assessment in a difficult