NVQ in Environmental Conservation (0249 Award)  - Level 2

ACTIONPLAN FOR UNIT CU 5

PERSONAL PERF0RMANCE & WORKING RELATIONSHIPS

It is very useful here to have evidence from your line- manager, supervisor, or other independent witness who has seen you at work over a period of time, and has helped you to set targets and to review your own performance.  You can also use personal examples to show how you coped with situations involving different types of people at work.  Your assessor will help you plan how to get this evidence using the sheets below.
	Suggested sources of evidence
	Knowledge & understanding needed
	Evidence needed / Actions
	ICT Used / 

Evidence

	Working effectively

· How you carried out your work in line with your responsibilities and  the requirements of your organisation 
      (pc 1)

	· The tasks and activities for which you are responsible (a)

· The limits of your responsibility in relation to  specific tasks and  activities (b)
	
	

	Seeking advice 

· How you sought advice from an appropriate person when clarification was needed about specific tasks (pc 2)
	· From whom you should seek advice about tasks and activities ( c )

· Procedures for getting advice (d)

· Risks in not obtaining advice when you are unclear about certain tasks & activities (e)
	
	

	Personal development

· How you agreed your development needs and  ways of meeting these (pc 4)

· How you agreed personal performance targets (pc 3) and developed yourself with regard to: 
· working to targets

· completing specific tasks

· the quality of your work

· How you reviewed your personal performance at suitable intervals with an appropriate person (pc 6)
	· How to determine and agree personal development needs(f)

· How to determine and agree personal targets (f)

· Reasons why personal performance should be reviewed (g)
	
	


 SHEET TWO - UNIT CU 5 

	Suggested sources of evidence
	Knowledge & understanding needed
	 Evidence needed / Actions
	ICT Evidence / Used

	Working with others

· Evidence that you have established and maintained effective working relationships with the different people below, and that you have co-operated with them in activities (pcs 1, 3)

· Colleagues

· Supervisors & managers

· People outside the team or

Organisation


	· Why good working relationships are important (a)

· How they can be maintained (b)

· How to work effectively with others (d)
	
	

	
	
	
	

	
	
	
	

	Communicating with others

· Examples of how you have communicated with the types of people above in a way which promoted effective working relationships

(pc 5)
	· How to communicate effectively (g)

· Why effective communication is important (h)
	
	

	Dealing with disagreements

· How you dealt with any disagreements effectively or how you would do this in an appropriate way (pc 4)


	· How to deal with disagreements in the workplace (e)
	
	

	Improving working practice

· An example of how you discussed improving working practices with an appropriate person (pc 2)


	· Changes in working practices and why these should be supported ( c )
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