NVQ in Environmental Conservation (0249 Award)  - Level 2

ACTION PLAN FOR UNIT EC 1

COMMUNICATE WITH, AND CARE FOR, THE PUBLIC AND OTHERS

This evidence may be cross-referenced from other units, or from any time you deal with the public.  The evidence should come from real situations when you spend time with both individuals and groups, communicating information to them, and answering questions.  Caring for the public is about the appropriate use of sites, where health and safety considerations, giving advice, and dealing with possible threats are the main points in which you have to show your competence.
	1.   COMMUNICATING EFFECTIVELY      

	Suggested sources of evidence
	Evidence type/ actions

	Actual examples of communicating with the public:

· Communicating politely & in a way which promotes the organisation (pc 1)

· Communicating suitable information (pc 2)
· Responding to requests for information clearly & accurately according to your area of responsibility (pc 3)

	Individuals
	Groups
	ICT 

Evidence

	
	
	
	

	
	
	
	

	
	
	
	

	Actual examples of dealing with questions from people:

· Encouraging people to ask questions or to seek explanations, and providing them with accurate replies (pc 4)

· Referring people to other sources of information if you are unable to help (pc 5)


	
	
	

	
	
	
	

	Maintaining health & safety when communicating with the public (pc 6)
	
	
	

	2.   CARING FOR MEMBERS OF THE PUBLIC
	

	Suggested sources of evidence
	Evidence type/ actions

	Actual examples of caring for people on a site:

· Caring for people according to their needs and your organisation’s own requirements (pc 1)

· Encouraging people to use a site properly – in line with its purpose and condition (pc 2)p[
	Supporting people’s safety & welfare
	Support by giving information & advice

	Actual examples or good simulations of dealing with TWO of the following types of THREATS :

· Threat to the site and its contents

· Threats to flora and fauna

· Threats to individuals (in terms of their own safety)

· Threats to other people

(Dealing with this type of situation means identifying the people who may cause a threat, and taking appropriate action to minimise damage or risk


SHEET TWO – UNIT EC 1

3.  KNOWLEDGE REQUIREMENTS FOR UNIT EC 1

Evidence references for questions, assignments or other ways of showing your knowledge are needed 

	Knowledge points and questions
	PCs
	Knowledge

point
	Evidence type/ actions

	Guidelines for customer care & handling information 
· Knowing the values of the organisation which you should promote  e.g. environmental good practice, customer care, equal opportunities

· Your organisations specific requirements about care of the public e.g. on sites 

· Where to find verbal or written information both inside and outside the organisation

· Correct procedures for handling & communicating confidential information


	1 (1.1)

1 (1.2)

2

3
	a (1.1)

a (1.2)

d

e
	

	How to communicate with people
· Effective methods of communication

· How to elicit queries & comments from people


	all (1.1)

4


	b

c
	

	Dealing with access to sites and threats from the public
· Why your organisation may have certain access policies

· How public access can affect the needs of certain sites

· The importance of balancing the needs of the site with the needs of the public

· How to identify the needs of the public and when to intercept them and offer advice or help

· The types of threats which the public may pose to sites 

· How to handle people who cause threats in a safe & courteous manner


	1 (1.2)

4
	c

e

d

b

g

h


	

	Health & safety

· Your responsibilities for health & safety when communicating with people

· Your responsibilities for health & safety when caring for people on a site

· Other people’s responsibilities for health & safety when using a site

	6

5
	f

f

f
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