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	LO 1 
	Be able to use active listening techniques in the workplace.

	AC 1.1 
	Listen to another person and briefly state what they have said.
	
	
	

	AC 1.2 
	Use a strategy to clarify and confirm understanding.
	
	
	

	LO 2 
	Know how to speak to suit the situation.

	AC 2.1 
	State why it is sometimes necessary to speak in different ways to different people.
	
	
	

	AC 2.2
	Identify situations at work when they speak to others.
	
	
	

	AC 2.3
	Respond clearly to questions.
	
	
	

	LO 3
	Be able to recognise body language when communicating with others.

	AC 3.1 
	State how a person may be feeling by observing their body language.
	
	
	

	AC 3.2 
	Demonstrate appropriate body language for a particular situation.
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