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EVIDENCE LOG
	Unit Title:    Working In An Office 
	Unit Code(s):         L/504/1458 WJB350

	Unit Level:  Entry 2
	Unit Credit Value: 2 (20 GLHs)

	Course Name:



	Course Start Date:                                                                                 
	Course End Date:

	Learner Name:



	Tutor Name:                                                                                            
	Centre/Venue:

	
	
	
	

	
	Date Assessment Criteria 

Met
	Location

of

Supporting 

Evidence
	TUTOR SIGNATURE

	LO 1 
	Know safety rules in an office.

	AC 1.1 
	State health and safety rules in an office.
	
	
	

	AC 1.2
	Maintain the safety of self and others in an office.
	
	
	

	AC 1.3 
	Identify fire procedures in an office.
	
	
	

	LO 2 
	Know types of equipment used in an office.

	AC 2.1 
	Recognise common equipment used in an office.
	
	
	

	AC 2.2
	State his/her use of equipment in an office.
	
	
	

	LO 3
	Be able to use a piece of equipment safely in an office.

	AC 3.1 
	Participate in a given activity, using equipment in an office, safely.
	
	
	

	LO 4 
	Be able to communicate with others in an office.

	AC 4.1 
	Respond to queries politely.
	
	
	

	AC 4.2
	Identify a person to refer a query to in an office.
	
	
	

	AC 4.3
	Identify a person to refer a complaint to in an office.
	
	
	


	Tutor Feedback


	
	Tutor Name, Signature 
and Date

	Learner Comment
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