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Learner Unit Achievement Checklist 

BIIAB Level 1 Award in Business Administration
601/6796/8

BIIAB Level 1 Award in Business Administration

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

L/506/1791 Principles of personal performance and development 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 State an organisation’s expectations for the conduct of its employees

1.2 State an employee’s rights in relation to their employment

1.3 State why it is important to work within employees’ rights and employers’ expectations

1.4 State where to find information and advice on employees’ rights and employers’ expectations

	
	
	
	

	
2.1 Describe ways of managing allocated tasks to ensure they are completed on time

2.2 State the purpose of keeping other people informed of progress and problems with work activities

2.3 Explain the importance of accepting responsibility for one’s own work

2.4 State the limits of their own responsibilities at work

2.5 State what to do when a problem arises with work activities

	
	
	
	

	
3.1 State the purpose and benefits of personal development at work

3.2 Describe the purpose of individual and team goals and targets

3.3 Explain the use of personal development plans

3.4 Explain the importance of fulfilling a personal development plan 

3.5 Outline a manager’s role in an individual’s personal development

3.6 Outline relevant personal development opportunities and career paths within the organisation

3.7 Describe how acting on feedback can benefit a team and organisation

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

A/506/1804 Principles of business communication 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 State the features of a telephone and voicemail system

1.2 State how a telephone and voicemail system should be used

1.3 State expected standards of behaviour when using a telephone

1.4 Identify the type of information that should be given when transferring calls and leaving messages

	
	
	
	

	
2.1 Outline different methods of business communication

2.2 State why it is necessary to use different methods of communication

2.3 Outline the importance of accuracy and clarity when writing and speaking

	
	
	
	

	
3.1 State the purpose of different types of business documents

3.2 State the different techniques for producing business documents

3.3 Outline the importance of using correct spelling, punctuation, grammar and word order in documents

	
	
	
	

	
4.1 Describe different types of information storage and backup systems

4.2 State the different ways in which information can be indexed and stored

4.3 Describe the different ways in which information can be retrieved and presented

4.4 State the purpose of cross-referencing information

4.5 Outline the possible consequences of poor information storage

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

F/506/1805 Principles of business administration - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 State the different ways in which to make visitors welcome

1.2 State the importance of dealing with visitors promptly and courteously

1.3 Outline the purpose of recording visitors’ arrival and departure

1.4 Describe possible health, safety and security requirements relevant to visitors’ arrival

1.5 Describe the different types of needs that visitors may have


1.6 Describe ways of dealing with challenging behaviour from visitors

	
	
	
	

	
2.1 State what is meant by “junk mail”

2.2 State the factors to be taken into account when choosing postage methods

2.3 Describe different methods of paying postage charges

2.4 Outline the purpose of a franking machine

2.5 State the different types of mail used in business

2.6 State why it is important to distribute and dispatch mail efficiently and to the correct persons

	
	
	
	

	
3.1 Describe the features and uses of different types of office equipment

3.2 State why it is important to adhere to manufacturers’ instructions and organisational procedures when using office equipment

3.3 Describe how equipment and the work area should be left after use

3.4 Describe ways to minimise waste in the use of resources

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

R/506/1792 Principles of working in a business environment - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 State the purposes of different types of business organisations

1.2 Explain why it is important for a business to be financially secure

1.3 State the purposes of an organisational chart

1.4 Describe the role of the main functional areas of business organisations

	
	
	
	

	
2.1 State what is meant by “environmental sustainability”

2.2 Explain why it is important to keep waste to a minimum

2.3 Describe practices that may be used to minimise waste in a business environment

2.4 State the standard procedures to be followed when recycling and disposing of waste

	
	
	
	

	
3.1 State the meaning of the terms “equality” and “diversity”

3.2 State why it is important to support equality and diversity in the work environment

3.3 Describe ways of behaving that show sensitivity and respect for other people

3.4 State the legal requirements relating to equality and diversity

	
	
	
	

	
4.1 State the importance of maintaining organisational standards of confidentiality

4.2 Outline how confidentiality requirements affect the workplace

4.3 State the importance of maintaining organisational standards of security

4.4 Outline how security requirements affect the workplace

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

Y/506/1793 Work with others in a business environment 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Describe how their own role fits in with the role of others in their team

1.2 Describe how their own behaviour can affect teamwork

1.3 Describe behaviours that show trust, respect and consideration for others

1.4 Outline the importance of following instructions when completing tasks

1.5 State the importance of understanding authority at work


1.6 State why it is important to behave in a way that does not cause conflict

1.7 State what to do if problems occur when working with others

1.8 Describe different ways to help colleagues with work activities

	
	
	
	

	
2.1 Meet agreed deadlines, targets and quality standards

2.2 Maintain expected standards of performance

2.3 Act positively on feedback on own performance

2.4 Treat others with courtesy and respect

2.5 Follow organisational policies and procedures and legal requirements whilst working with others

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

A/506/1964 Understand employer organisations 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Explain the differences between the private sector, public sector and voluntary sector

1.2 Explain the functions of different organisational structures

1.3 Describe the features of different types of legal structures for organisations

	
	
	
	

	
2.1 Describe the internal and external influences on organisations


2.2 Explain the use of different models of analysis in understanding the organisational environment

2.3 Explain why change in the business environment is important

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

L/506/1905 Employee rights and responsibilities 

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Explain the role of their own occupation within an organisation and industry

1.2 Describe career pathways within their organisation and industry

1.3 Identify sources of information and advice on an industry, occupation, training and career pathway

1.4 Describe an organisation’s principles of conduct and codes of practice

1.5 Explain issues of public concern that affect an organisation and industry

1.6 Describe the types, roles and responsibilities of representative bodies and their relevance to their own role

	
	
	
	

	
2.1 Describe the employer and employee statutory rights and responsibilities that affect their own role

2.2 Describe an employer’s expectations for employees’ standards of personal presentation, punctuality and behaviour

2.3 Describe the procedures and documentation that protect relationships with employees

2.4 Identify sources of information and advice on employment rights and responsibilities

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.
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