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Learner Unit Achievement Checklist 

BIIAB Level 4 Diploma in Management and Leadership
601/6776/2

BIIAB Level 4 Diploma in Management and Leadership

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.

D/506/1939 Understand the legal context of business  

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

	
1.1 Explain the legal requirements of different types of business

1.2 Describe the roles and powers of government departments and agencies in regulating business

1.3 Explain the legal provisions relating to intellectual property

	
	
	
	

	
2.1 Explain the corporate governance statutory framework of a business

2.2 Explain the roles and responsibilities of an organisation’s governing body

2.3 Explain the financial reporting requirements of an organisation

	
	
	
	

	
3.1 Explain the elements of a valid business contract

3.2 Analyse different types of contracts

3.3 Explain the difference between negligence and liability

3.4 Explain the liabilities and entitlements of sellers and purchasers of goods and services

	
	
	
	

	
4.1 Describe the sources, institutions and enforcement systems for individual employment rights

4.2 Explain the features of types of worker and employment contracts for service

4.3 Explain the implications of contracts of service and contracts for service

4.4 Explain the implications of different types of employment status

4.5 Explain the requirements for an organisation for health and safety

4.6 Explain the requirements for an organisation for equality and diversity

4.7 Explain the implications for an organisation of wrongful dismissal, unfair dismissal and redundancy

4.8 Describe the impact of human rights legislation on the employment relationship

	
	
	
	




	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.

H/506/4454 Principles of building respectful and productive working relationships in organisations - Mandatory Unit

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

	
1.1 Explain the principles of effective communications in the workplace

1.2 Assess the impact of ineffective communications on working relationships and performance standards

1.3 Explain the importance of giving and receiving constructive feedback to colleagues in the workplace

	
	
	
	

	
2.1 Analyse the sources of conflict in the workplace

2.2 Compare the concepts of conflict resolution and conflict management

2.3 Analyse techniques that may be used to manage and resolve conflict in the workplace

	
	
	
	

	
3.1 Assess the impact of Equality legislation on management practices

3.2 Assess the value of diversity in the workplace

3.3 Evaluate techniques for promoting equality and diversity in the work environment

3.4 Evaluate different methods of recognising achievement in the work environment

3.5 Explain the importance of recognising achievement in the work environment


3.6 Describe qualitative information and quantitative data that can be used to evaluate staff wellbeing

3.7 Evaluate initiatives that may be implemented to improve staff wellbeing

3.8 Evaluate different methods of developing a learning and innovation culture in an organisation

3.9 Assess the value of a learning and innovation culture to organisational performance

	
	
	
	




	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/506/4452 Managing personal and professional development - Mandatory Unit

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

	
1.1 Analyse trends and developments in management that influence the need for professional development

1.2 Explain the importance of own values, career and personal goals in planning professional development

1.3 Analyse how changes in the work environment impact on the requirement for professional and personal development

1.4 Assess the benefits of planning own professional development

	
	
	
	

	
2.1 Assess the value of professional networks and professional bodies in professional development

2.2 Describe how to develop an effective personal professional development plan

2.3 Explain the different learning styles and how they contribute to personal development planning

2.4 Explain how development activities are prioritized for personal and professional development

2.5 Assess the effectiveness of different development activities in improving personal performance

	
	
	
	

	
3.1 Explain how to implement a personal development plan


3.2 Assess the value of constructive feedback in implementing and monitoring the development plan

3.3 Explain how to monitor personal development and progression against objectives

	
	
	
	




	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/506/4478 Principles of management and leadership in organisations - Mandatory Unit

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

	
1.1 Compare the different levels of leadership in organisations

1.2 Compare the concepts of assigned leadership and emergent leadership

1.3 Distinguish between responsibility and accountability in leadership

1.4 Analyse the relationship between organisational vision, values and goals and leadership

	
	
	
	

	
2.1 Describe the skills, attitudes and behaviours of effective leaders

2.2 Analyse different models and styles of leadership used in organisations

2.3 Analyse the practices of effective leaders and managers

2.4 Evaluate the role of delegation and empowerment in managerial effectiveness

2.5 Assess the impact of organisational structure, culture and climate on managerial effectiveness

	
	
	
	

	
3.1 Analyse the concept of performance management

3.2 Analyse the main tools used in performance management in organisations

3.3 Assess the value of mentoring and coaching in managing the performance of individuals in an organisation

3.4 Evaluate the role of effective communication in managing the performance of individuals in an 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.

R/506/4479 Operational and Human Resource Planning and Management - Mandatory Unit

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

	
1.1 Assess the need for operational planning for different types of operations

1.2 Discuss the process of developing an operational plan for an organisation

1.3 Evaluate the use of different planning tools and techniques in the operational planning for an organisation

1.4 Assess the usefulness of different decision making techniques for operational planning decisions


1.5 Explain the purpose of risk analyses and risk management in operational planning

1.6 Assess how the interdependencies in work activities impact on operational planning and implementation

	
	
	
	

	
2.1 Analyse the principles underpinning the management of physical resources

2.2 Explain methods of analysing the physical resource needs of an organisation

2.3 Analyse the potential impact of physical resource use on the environment and the actions that can be taken to minimise adverse effects

2.4 Analyse the factors to be considered in evaluating the quality and effectiveness of physical resources

2.5 Evaluate the use of different workforce planning models and approaches in determining the human resource requirements of an organisation

2.6 Analyse approaches to the identification and development of talent in different organisations

	
	
	
	

	
3.1 Assess the impact of health and safety legislation on carrying out work activities in an organisation

3.2 Explain the purpose and benefits of carrying out a risk assessment when managing work activities

3.3 Assess the need to regularly review organisational health and safety policies and procedures

	
	
	
	




	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.

M/506/4456 Business Performance Measurement and Improvement 

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

	
1.1 Analyse the benefits of modern business performance measurement to an organisation

1.2 Analyse the features of an effective performance measurement system

1.3 Assess the relationship between corporate strategy and performance measurement systems

	
	
	
	

	
2.1 Differentiate between financial and non-financial performance measures


2.2 Examine different non-financial and financial performance measures used in performance measurement systems

2.3 Compare the use of ‘leading’ and ‘lagging’ performance measures in performance management systems

2.4 Differentiate between Key Performance Indicators (KPIs) and performance measures

2.5 Evaluate the role of Key Performance Indicators in measuring the performance of an organisation

	
	
	
	

	
3.1 Analyse the use of the Balance Scorecard Framework in measuring business performance

3.2 Examine the benefits and limitations of Total Quality Management in measuring business performance

3.3 Compare different measurement frameworks in business performance measurement

	
	
	
	

	
4.1 Explain the functions of a management information system (MIS)

4.2 Assess how management information can be used to improve the performance of an 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.

J/506/3877 Corporate Social Responsibility and Sustainability 

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

	
1.1 Discuss types of corporate social responsibility and sustainability activity

1.2 Analyse the range of stakeholders who have an interest in corporate responsibility and sustainability

1.3 Evaluate the impact of legal and regulatory requirements on a business, in respect of corporate social responsibility and sustainability

1.4 Examine ways in which corporate social responsibility and sustainability is managed

	
	
	
	

	
2.1 Evaluate the impact of stakeholders’ interests on corporate social responsibility and sustainability

2.2 Evaluate ways in which corporate social responsibility and sustainability requirements can be incorporated into the development of new products and services

2.3 Discuss how corporate social responsibility and sustainability requirements can affect business performance

	
	
	
	

	
3.1 Explore the need for businesses to develop a corporate social responsibility and sustainability strategy

3.2 Evaluate the social impacts business activities have on society


3.3 Evaluate the environmental impacts business activities have on society

	
	
	
	

	
4.1 Analyse the approaches businesses adopt at a strategic level when managing ethical issues

4.2 Evaluate the impact of an ethical approach to leadership and management on a business

4.3 Evaluate the impact of corporate social responsibility and sustainability on leadership and management

	
	
	
	




	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/506/3866 Budget Management 

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

	
1.1 Assess the need for long and short term budgetary plans in a business

1.2 Discuss the relationship between functional departments and responsibility centres

1.3 Evaluate internal and external sources of information used to determine cost, price and demand

	
	
	
	

	
2.1 Evaluate strategies used to manage budget variance

2.2 Assess how budgetary management controls are used to optimise business performance

	
	
	
	

	
3.1 Distinguish between the different types of cost incurred by businesses

3.2 Discuss the uses of cost data for business planning and control purposes

3.3 Evaluate methods and techniques used to calculate business costs

	
	
	
	




	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.

T/506/4457 Understanding organisational structure, culture, and values 

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

	
1.1 Compare the use of different types of formal organisational structures

1.2 Analyse the factors affecting the development of a formal organisational structure

1.3 Assess the extent to which informal organisational structures contribute to achieving organisational effectiveness

	
	
	
	

	
2.1 Examine the factors influencing the development of organisational culture

2.2 Evaluate the influence of different groups of stakeholders on organisational culture

2.3 Analyse the different types of organisational cultures

2.4 Analyse the features of a high-performance organisational culture

2.5 Explain how organisational cultural analysis can be used to align organisational culture to strategy

	
	
	
	

	
3.1 Explain the concept of organisational values

3.2 Analyse the benefits to an organisation of having a set of shared values

3.3 Examine the relationship between organisational values and organisational culture


3.4 Analyse different models of organisational behaviour

3.5 Assess the impact of organisational culture and values on team and individual behaviour in an 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.

R/506/3865 Staff Recruitment and Selection 

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

	
1.1 Examine how current employment legislation impacts upon staff recruitment and selection

1.2 Assess how current employment legislation can be incorporated into organisational policies for staff recruitment and selection

	
	
	
	

	
2.1 Analyse staffing resources to meet business needs

2.2 Evaluate the components of a business case for additional staffing resources

2.3 Evaluate the components of a job description and person specification

	
	
	
	

	
3.1 Evaluate the effectiveness of the stages for a selection process

3.2 Evaluate methods implemented to support a selection decision

	
	
	
	




	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/506/4459 Principles of business strategic planning and development 

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

	
1.1 Analyse the relationship between ‘strategy’ and ‘tactics’

1.2 Analyse the benefits of strategic planning to an organisation

1.3 Discuss strategic planning as a tool for formulating and implementing business strategy

1.4 Evaluate the role of stakeholders in developing organisational strategy

	
	
	
	

	
2.1 Analyse the different techniques used to conduct a strategic analysis of the business environment

2.2 Explain how a SWOT analysis is generated from a strategy audit

2.3 Interpret SWOT and PEST analyses in particular contexts

2.4 Evaluate the use of Porter’s Five Forces Analysis in strategic analysis

	
	
	
	

	
3.1 Assess how product portfolio analysis supports the formulation of a product strategy

3.2 Analyse different growth strategies in strategy formulation

3.3 Apply strategies for the growth of an organisation in differing contexts

	
	
	
	




	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.

T/506/4460 Stakeholder engagement and management  

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

	
1.1 Differentiate between primary and secondary stakeholder groups

1.2 Analyse the expectations of different stakeholder groups and the potential conflict of interest between groups

	
	
	
	

	
2.1 Assess the value of stakeholder engagement to an organisation

2.2 Discuss the main stages in the stakeholder engagement process


2.3 Analyse techniques used to identify the relevant stakeholders with whom to engage

2.4 Evaluate the suitability of different methods of engaging with stakeholders in relation to stakeholder level of participation and engagement goals

2.5 Analyse strategies for managing risks associated with stakeholder engagement

	
	
	
	

	
3.1 Analyse strategies that may be used to meet the competing needs and interests of different stakeholder groups

3.2 Assess the suitability of methods of developing and maintaining collaborative relationships with different stakeholders



3.3 Assess the importance of monitoring the effectiveness of stakeholder relationships

	
	
	
	




	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/506/3682 Principles of Innovation and Change Management 

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

	
1.1 Analyse the relationship between innovation and competitive advantage in an organisation

1.2 Discuss the contribution of internal and external factors to organisational change

	
	
	
	

	
2.1 Evaluate the management styles needed to promote an innovative culture in an organisation

2.2 Analyse the features of a culture that supports innovation in an organisation

2.3 Assess sources of innovation in an organisation

2.4 Examine ways in which innovation is encouraged in an organisation

	
	
	
	

	
3.1 Discuss organisational factors that might enable change and those which might hinder change processes in an organisation

3.2 Evaluate current theories and models relating to change and how they might support effective change management in an organisation

	
	
	
	

	
4.1 Evaluate ways in which positive work relationships can support change processes

4.2 Discuss the different communication needs and types of support that might be required by different stakeholder groups
	
	
	
	




	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/506/4185 Principles of Project Management 

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

	
1.1 Define the aim, scope and objectives of a project

1.2 Evaluate the importance of identifying the tasks, deliverables and schedule of a project

1.3 Assess the importance of identifying the impact of a project on the business

1.4 Identify the components of a business case that supports a project

	
	
	
	

	
2.1 Evaluate the role of the project manager in a project

2.2 Explain the role of the project sponsor in a project

2.3 Assess the importance of selecting a project lifecycle plan to achieve the project objectives

2.4 Assess the importance of analysing sources of data and information to support a project

2.5 Explain the importance of defining project stakeholders and their management throughout a project lifecycle

2.6 Explain project resourcing, monitoring and controls

2.7 Assess the importance of identifying the critical success factors in the realisation of a project

2.8 Assess the importance of specifying performance measures to monitor project outcomes

2.9 Evaluate ways to monitor the progress of a project through its lifecycle

	
	
	
	

	
3.1 Explain how to assess the achievement of project outcomes against project scope objectives

3.2 Assess the importance of evaluating the outcomes of a project against the original business case

3.3 Explain how to present the outcomes of a project

	
	
	
	




	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/506/4167 Principles of Quality Management 

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

	
1.1 Evaluate the concept, purpose and scope of quality management

1.2 Distinguish between quality management, quality control and quality assurance

1.3 Analyse the features of different approaches to quality management

1.4 Explain the benefits of adopting an holistic approach to quality management

1.5 Analyse the role of administrative systems in the effective management of quality
	
	
	
	

	
2.1 Analyse the potential benefits to an organisation of effective quality management

2.2 Explain the relationship between quality management and customer satisfaction

2.3 Evaluate the impact of quality management on continuous improvement

	
	
	
	

	
3.1 Explain the purpose of user and non-user surveys

3.2 Analyse the relationship between quality controls and customer complaints

3.3 Evaluate the risks attached to the self-assessment on the quality of business performance

3.4 Evaluate the benefits of involving others in the management of quality

	
	
	
	




	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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