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This unit has 2 learning outcomes. 

 

LEARNING OUTCOMES  ASSESSMENT CRITERIA  

The learner will:  The learner can:  

1. Know how to behave in an office 
environment. 

1.1 Demonstrate how he/she would 
communicate appropriately with 
colleagues. 

1.2 Demonstrate how he/she would use 
appropriate language for the 
workplace. 

2. Know about the rules that organisations 
have relating to confidentiality and 
security. 

2.1 Give examples of at least three rules 
that relate to confidentiality and 
security. 

 
 

Assessment Guidance: 

NA  
 

Additional Information: 

NA 

 


