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Greenwood Trades and Coppicing 
Unit and Element Titles

Industry specific units 

Unit GWT1
Work safely and according to environmental good practice

Element GWT1.1
Maintain the health and safety of self and others in the workplace

Element GWT1.2
Work according to environmental good practice

Unit GWT2 
Use hand tools for green wood trades and coppicing safely and effectively 

Element GWT2.1
Use a range of hand tools for the appropriate tasks   
Element GWT2.2
Maintain and repair handles and shafts GWT2
Element GWT2.3
Sharpen edged tools GWT2
Unit GWT3
Identify tree species and timber required for a green wood project 

Element GWT3.1
Identify trees GWT4

Element GWT3.2
Identify timber as appropriate to the coppice and green wood work trades including recognizing potential uses for larger diameter timber GWT5

Unit GWT4
Select trees for coppicing and cut coppice  
Element GWT4.1 
Select suitable trees to be coppiced GWT6
Element GWT4.2 
Cut coppice using the appropriate method and extract the timber from the woodland GWT6
Unit GWT5
Process round wood ready to create greenwood products 
Element GWT5.1
Select round wood for green wood products GWT10.1

Element GWT5.2
Prepare round wood as a saleable product GWT10.2
Element GWT5.3
Cleave, split and rive round wood GWT3.1

Element GWT5.4
Make round wood products or parts of products GWT11.1
Unit GWT6
Process wood for green wood products 
Element GWT6.1
Select material for green wood products GWT10

Element GWT6.2
Prepare and shape wood fro green wood products with hand tools GWT3.2

Element GWT6.3
Manipulate green wood to create products GWT7

Element GWT6.4
Make small green wood products or parts of products GWT11

Unit GWT7
Build and use tools and devices for coppice and green wood products 

Element GWT7.1
Build tools and devices for coppice and green wood products GWT8.1 and 8.2

Element GWT7.2
Use tools and devices for coppice and green wood products GWT8.3 and 8.4

Unit GWT8
Lay a hedge GWT13

Unit GWT9
Produce fuelwood and charcoal (new unit from Judy Walker)
Element GWT9.1
Produce fuelwood 

Element GWT9.2
Prepare for charcoal production 

Element GWT9.3
Produce charcoal 
Unit GWT10
Make complex greenwood trades products or parts of products GWT12
Element GWT10.1
Plan and prepare for making complex products and parts of products

Element GWT10.2
Form complex products or parts of products
Unit GWT11
Design greenwood trades products or parts of products GWT9
Element GWT11.1
Research, and experiment with materials, designs and techniques to arrive at a specification for a range of products or parts of products

Element GWT11.2
Adapt designs and techniques to accommodate innovations

Element GWT11.3
Evaluate products or parts of products

Unit GWT12
Establish a new coppice GWT14
Element GWT12.1
Select and obtain plants and materials

Element GWT12.2
Set out and plant a new coppice

Element GWT12.3
Carry out tree protection and maintenance 

Unit GWT13
Maintain woodland health for coppice GWT15
Element GWT13.1
Carry out tree protection and maintenance

Element GWT13.2
Control unwanted vegetation around trees 
Element GWT13.3
Identify the presence of vermin 

Element GWT13.4
Control vermin 

Unit GWT14
Manage or re-establish coppice woodlands GWT16
Element GWT14.1
Develop a woodland management plan

Element GWT14.2
Manage coppice rotations

Element GWT14.3 
Assess wood yield

Unit T20
Process timber on site 
Common units 

Unit CU102
Prepare details of forest woodland products and services for sale

Element CU102.1
Assess and evaluate available markets for wood, and wood products, and evaluate timber

Element CU102.2
Identify, quantify and evaluate forest and woodland products and services other than wood

Element CU102.3
Determine the method and point of sale of forest and woodland products and services

Units imported from other SSCs/SSBs

Unit 1
Give customers a positive impression of yourself and your organisation (ICS)

Element 1.1
Establish effective relationships with customers

Element 1.2
Respond appropriately to customers

Element 1.3
Communicate information to customers

Unit G2
Make the most of business finances (SFEDI)
Element G2.1
Manage the cash flow of the business

Element G2.2
Increase the profitability of the business

Element G2.3
Develop working relationships with finance providers

	Unit GWT1
Work safely and according to environmental good practice

Element GWT1.1
Maintain the health and safety of self and others in the workplace

Element GWT1.2
Work according to environmental good practice



	About this Unit 

This unit includes:

· wearing, maintaining and caring for general dress and special protective clothing

· lifting and carrying heavy or bulky items

· disposing of organic and inorganic waste

· taking appropriate action when there are health and safety risks to self and others

· reporting accidents.

Who this unit is for

This unit is for all workers in the green wood trades




	Element GWT1.1
Maintain the health and safety of self and others in the workplace 



	Performance Criteria

You must:

1
use and care for the correct personal protective equipment and clothing assessed as being necessary for your work

2
use approved methods and handling equipment when moving and lifting items

3
maintain the necessary personal and workplace hygiene at all times
4
give accurate information about your whereabouts so that contact can be made if necessary

5
give health and safety information to others in a manner likely to be understood 

6
behave in a way which minimises risks to yourself and others 

7
perform your work in a manner which minimises environmental damage

8
take appropriate action where incidents affect the health and safety of yourself and others

9
report incidents without delay and fill out records accurately, legibly and completely 


	Knowledge and Understanding

You must know and understand:

(a)
your role in maintaining your own health and safety

(b)
the types of personal protective equipment and clothing needed for your work and how they must be used, cleaned, stored, inspected and replaced

(c)
safe methods for moving and lifting items

(d)
the reasons for maintaining good personal and workplace hygiene relevant to your industry

(e)
the reasons for leaving information about your whereabouts when working in isolation or in remote locations

(f)
your own ability to deal with health and safety emergencies (e.g. not carrying out actions beyond your own capabilities) and the reasons for this

(g)
basic emergency first aid procedures

(h)
methods for minimising environmental damage during work
(i)
why accidents should be reported without delay and recorded in the appropriate document




	Element GWT1.1
Maintain the health and safety of self and others in the workplace 



	Scope

This element requires that you:
A.  
deal with the following incidents:

(i) 
accidents which cause personal injury

(ii) 
adverse changes in an individual's health which puts them at risk


	Notes




	Element GWT1.2
Work according to environmental good practice


	Performance Criteria

You must:

1
perform your work in a manner which minimises damage to the environment
2
select and use equipment and materials that will minimise damage to the environment
3
make sure your work meets the requirements of relevant legislation and organisational procedures

4
recognise any damage to the environment and take the appropriate action

5
identify improvements to working practices in terms of environmental good practice and take the appropriate action
6
dispose of waste materials safely and according to relevant legislation and organisational procedures

7
deal with small scale pollution incidents in line with agreed procedures

8
report more serious pollution incidents to the relevant people

9
report environmental incidents promptly and accurately to the appropriate person

	Knowledge and Understanding

You must know and understand:

(a)
methods for minimising environmental damage during work 

(b)
the most suitable choice of materials and equipment given the nature of the work activity, and its potential impact on the environment 

(c)
ways in which tools and materials should be used in order to minimise environmental damage

(d)
organisational and legislative requirements in terms of minimising environmental damage 

(e)
types of damage which may occur, the impact these can have on the environment, and the corrective actions to be taken 

(f)
methods of waste disposal which will minimise the risk to the environment

(g)
how to recognise and deal with small scale pollution incidents

(h)
procedures in place for dealing with pollution incidents

(i)
the limits of your own capabilities with regard to pollution incidents

(j)
those to whom pollution and other environmental incidents should be reported




	Element GWT1.2
Work according to environmental good practice


	Scope

This element requires that you:

A.  
minimise the following types of damage to the environment:

(i) 
pollution

(ii) 
physical disturbance

B.  
take the following types of appropriate action:

(i) 
make changes to the work you are doing

(ii) 
inform those responsible for the work you are carrying out


	Notes
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	Unit GWT2 
Use hand tools for green wood trades and coppicing safely and effectively 
Element GWT2.1
Use a range of hand tools for the appropriate tasks

Element GWT2.2
Maintain and repair handles and shafts

Element GWT2.3
Sharpen edged tools



	About this Unit

This unit is for those who use maintain and repair tools specifically used in the green wood trades and coppicing sector.

This unit includes:

· using a range of hand tools for the appropriate task 

· identifying and dealing with defects in tools
· replacing tool handles and shafts

· protecting tools to prevent corrosion, damage and personal injury

· sharpening edged tools

Who this unit is for

This unit is for all workers in the green wood trades who use maintain and repair their own hand tools.






	Element GWT2.1
Use a range of hand tools for the appropriate tasks 


	Performance criteria 

You must:

1.
identify the tools required for the specific green wood trades and coppicing task 

2.
use the appropriate tools safely and effectively 

3.
take appropriate action where incidents affect the health and safety of yourself and others

4.
report incidents without delay and fill out records accurately, legibly and completely 

5.
perform your work in a manner which minimises environmental damage 

6.
once you have completed the task, place tools back in their correct case or rack  
	Knowledge and Understanding 

You must know and understand:

(a)
how to identify to tools required for the specific task 
(b)
how to use the tools 

(c)
your ability to deal with health and safety emergencies
(d)
how to report incidents 

(e)
who to report unforeseen difficulties to

(f)
basic emergency first aid procedures 

(g)
methods of minimising environmental damage during work 

(h)
where to store tools once the task is complete 




	Element GWT2.1
Use a range of hand tools for the appropriate tasks 


	Scope 

This element requires that you:


	Notes 




	Element GWT2.2
Maintain and repair handles and shafts


	Performance criteria 

You must:

1
correctly identify minor defects in hand tools and shafts used in green wood trades and coppicing  
2
deal with the defects safely and effectively 

3
correctly identify major defects requiring handle or shaft replacement

4
select the correct equipment for the replacement of defective shafts

5
remove defective shafts effectively and safely 

6
shape and fit replacement shafts properly to ensure the tool is safe and in working order 

7
treat tools correctly so as to maintain their safety and effectiveness 

8
report unforeseen difficulties in maintenance and repair, to the correct person, where appropriate
	Knowledge and Understanding 

You must know and understand:

(a)
how to identify defects in hand tools and shafts used in green wood trades and coppicing 
(b)
how to identify different shaft-fixing methods 

(c)
reasons for using different fixing methods 

(d)
reasons for the protection and maintenance of tools

(e)
how to decide when tools are irreparable 

(f)
the relative properties of different shaft materials 

(g)
how to identify the range of equipment required for shaft maintenance and replacement 

(h)
who to report unforeseen difficulties to



	Element GWT2.2
Maintain and repair handles and shafts


	Scope 

This element requires that you:

A.
shape and fit replacement shafts to the following tools:

(i)
awl 
(ii)
axe
(iii)
bow saw
(iv)
chisel 

(v)
draw knife 
(vi)
gouge 

(vii)
mallet 


	Notes 




	Element GWT2.3
Sharpen edged tools


	Performance Criteria 

You must:

1
identify defects in tool edges correctly

2
use appropriate equipment to safely and effectively restore the correct edge

3
use safe sharpening methods
4
properly maintain and protect sharpened tools
5
report irreparable faults to the correct person where appropriate


	Knowledge and Understanding 

You must know and understand:

(a)
how to identify defects in tool edges 

(b)
how to identify profiles of tool edges which are appropriate for different purposes 

(c)
the types of sharpening device available 

(d)
the correct and appropriate methods  of sharpening 

(e)
correct maintenance and protection methods

(f)
the type of faults that should be reported

(g)
the person to whom any irreparable faults should be reported




	Element GWT2.3
Sharpen edged tools


	Scope

This element requires that you:

A.  
sharpen the following types of tools
(i) 
billhooks

(ii) 
axe

(iii)
draw knife 

	Notes
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	Unit GWT3
Identify tree species and timber required for a green wood project 
Element GWT3.1
Identify trees 

Element GWT3.2
identify timber as appropriate to the coppice and green wood work trades including recognizing potential uses for larger diameter timber 


	About this Unit 

This unit focuses on the first stage in any green wood project, the ability to identify the species of wood and how to recognise the quality of the timber.
Each species has its own properties when opened and seasoned, which determines its quality.

This unit covers:

-
how to identify the different species of wood 

-
how to identify the quality of the timber required for a project 

This unit is appropriate for those working within the green wood trades as a craftsperson.




	Element GWT3.1
Identify trees 


	Performance criteria 

You must:

1
identify the different species of common British woodland trees

2
recognise the different properties of the timber from each species 

3
recognise the different uses of the timber from each species 

4
identify the quality of the timber from different species 
5
work in a safe and effective manor 

	Knowledge and Understanding 

You must know and understand:

(a)
the different species of the common British woodland trees 

(b)
the different properties and uses of the timber from each species

(c)
how to recognise the quality of the timber the each species will produce

(d) 
the different uses of the timber

(e)
relevant health and safety legislation 




	Element GWT3.1
Identify trees 


	Scope 

This element requires that you:

A.
identify three of the following species:

(i)
hazel 

(ii)
oak

(iii)
ash 

(iv)
beech 

(v)
birch  
(vi)
sycamore 

(vii)
willow 

(viii)
cherry 

(ix)
elm 

(x)
yew 

(xi)
poplar


	


	Element GWT3.2
Identify timber as appropriate to the coppice and green wood work trades, including recognising potential uses of larger diameter timber 


	Performance criteria 

You must:

1.
when selecting timber assess individual pieces suitability for the project 

2.
recognise the different properties of the timber from each species
3.
identify timber which will split well 
4.
identify the signs of decay and disease 

5.
work in a safe and effective manor 


	Knowledge and Understanding 

You must know and understand:

(a)
how to assess timber for suitability 

(b)
how to identify timber which will split well 

(c)
the different signs of decay and disease 

(d)
relevant health and safety legislation 




	Element GWT3.2
Identify timber as appropriate to the coppice and green wood work trades, including recognising potential uses of larger diameter timber


	Scope 

This element requires that you:

A.
assess timber for the following:

(i)
angle of growth 

(ii)
rate of growth

(iii)
presence of knots 

(iv)
fungal attack 

(v)
insect attack 
(vi)
degree of seasoning 
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	Unit GWT4 
Select trees for coppicing and cut coppice  
Element GWT4.1 
Select suitable trees to be coppiced 
Element GWT4.2 
Cut coppice using the appropriate method and extract the timber from the woodland


	About this Unit 

This unit covers the process of selecting and extracting timber to a work area ready for processing and create greenwood products.

This unit includes:
-
the preparation prior to extraction 

-
how to fell and extract timber

-
how to use a given specification

-
how to plan a work schedule

-
how to select an area

-
how to select and maintain suitable equipment

This unit is for those working within the green wood trades as a craftsperson.



	Element GWT4.1
Select suitable trees to be coppiced 


	Performance criteria 

You must:

1
obtain and confirm an accurate, clear and comprehensive specification of where and why timber has to be felled

2
ascertain what method of extraction is to be used

3
estimate how much material is available for extraction 
4
confirm the necessary paperwork is in order (TPO’s planning permission etc)

5
plan an effective work schedule ideally visit the wood to gauge the conditions of rides, slope of hill, ease of extraction
6
assemble the necessary tools and equipment in good working conditions

7
record clearly, sufficient information for accurate costing and stock control   


	Knowledge and Understanding 

You must know and understand:

(a)
how to interpret specifications presented in written, aural and pictorial form

(b)
different methods of timber extraction

(c)
now how to estimate volumes of standing timber

(d)
law, local planning considerations and how it effects timber extraction 

(e)
how to maintain tools and equipment in good working condition, including sharpening of blades 

(f)
how to monitor the accuracy of records for costing and stock control 


	Element GWT4.1 
Plan and prepare for timber extraction


	Scope

This element requires that you:
A.
ensure you have the following tools and equipment ready for the task at hand:

(i)
chainsaw

(ii)
bow saw

(iii)
hand saw

(iv)
bill hook

(v)
binch

B.
plan the following methods of cutting and extraction
(i)
coppice

(ii)
coppice with standards
(iii)
clear fell
(iv)
pollarding
(v)
single or group extraction (leaving diverse age stands
(vi)
horse extraction
(vii)
tractor
(viii)
quad bike
(ix)
manual
(x)
winching

	Notes




	Element GWT4.2
Cut coppice using the appropriate method and extract the timber from the woodland 


	Performance Criteria

You must:

1
obtain specifications cutting coppice

2
cut coppice and extract the required quantity of material using the appropriate method
3
meet the work schedule

4
minimise wastage of materials
5
maintain tools and equipment in good working condition

6
record clearly, sufficient information for accurate costing and stock control


	Knowledge and Understanding

You must know and understand:

(a)
how to interpret specification presented in written, aural, pictorial, or physical form 

(b)
how to maintain tools and equipment in good working condition, including sharpening blades 

(c)
how to cut and extract the material in a safe manner both for yourself and for the general public.

(d)
how to select the right method of extraction for the job.

(e)
how and for what purpose to use tools and equipment for tasks 

(f)
the implications of Health and Safety and other legislation relevant to this product

(g)
how to monitor the accuracy of records for costing and stock control 




	Element GWT4.2
Cut coppice using the appropriate method and extract the timber from the woodland 



	Scope

This element requires that you:

(a)
use the appropriate tools and  equipment to prepare the area for felling and fell the timber

(i)
chainsaw

(ii)
bow saw

(iii)
hand saw

(iv)
bill hook

(v)
winch

(b)
work up the area to extract the timber 
(i)
stack cord wood 

(ii)
sort coppice poles

(iii)
sned poles

(iv)
dispose of brash appropriately

(v)
keep work area clear

(c)
extract timber using the most appropriate  methods:
(i)
hand 
(ii)
horse 

(iii)
mechanical pollarding 

	Notes
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	Unit GWT5
Process round wood for green wood products 

Element GWT5.1
Select round wood for green wood products 
Element GWT5.2
Prepare round wood as a saleable product

Element  GWT5.3
Cleave, split and rive round wood 

Element  GWT5.4
Make round wood products or parts of products 



	

	
	About this Unit 

This unit covers the techniques used to create green wood products from round wood.  

This unit covers the process of selecting round wood, preparing the wood using the appropriate methods and creating round wood products or parts of products once the round wood has been brought to a workable condition.

This unit includes:
· following specifications 

· locating and obtaining round wood for the project 

· assembling the appropriate tools and equipment

This unit is for those working within the Greenwood Trades as a crafts person.


	


	Element GWT5.1
Select round wood for green wood products 


	Performance criteria 

You must:

1
obtain and confirm an accurate, clear and comprehensive specification for the product 

2
identify the specification for materials which meets the product specification 

3
locate a source of available materials which meets both materials specification and the budget 

4
obtain the materials necessary to meet the specification 

5
select the materials necessary to meet the specification 

6
resolve any difficulties that arise 

7
record clearly, sufficient information for accurate costing and stock control 
8
work in a safe and effective manor 


	Knowledge and Understanding 

You must know and understand:

(a)
for what purposes each of the materials are suited 

(b)
how to use each of the materials 

(c)
how to specify materials 

(d)
how to recognise good and poor quality in each of the materials 

(e)
potential sources of each of the materials 

(f)
seasonal effects on the availability of materials 

(g)
reasonable prices for each of the materials 

(h)
how to identify and cost all the elements of a job in your trade 

(i)
how to estimate the amount of materials required, and the rate of uptake so as to avoid over or under-stocking 

(j)
how to monitor the accuracy of records for costing and stock control 

(k)
relevant health and safety legislation 


	Element GWT5.1
Select round wood for green wood products 


	Scope 

This element requires that you:

A.
recognise and select appropriate materials from the following to create a specific product:

(i)
hazel 

(ii)
oak 

(iii)
ash 

(iv)
willow 

(v)
sycamore 

(vi)
birch 

(vii)
beech 


	


	Element GWT5.2
Prepare round wood as a saleable product


	Performance Criteria 

You must:

1
assemble the necessary tools and equipment in good working condition

2
prepare the materials as needed to meet the specification

3
bring the materials into a working condition which is suitable for both the job and the work schedule taking seasonal and climatic influences into account

4
carry out all preparations efficiently and with the minimum of waste

5
resolve any difficulties that arise

6
work in a safe and effective manner 


	Knowledge and Understanding 

You must know and understand:

(a)
know and understand meanings of snedding and dressing out 

(b)
which tools are used for each type of work 

(c)
how to keep the tools and equipment in good working order and recognise faults 

(d)
the effect of seasonal and climatic variations on materials
(e)
the implications of Health and Safety and other legislation relevant tot his element




	Element GWT5.2
Prepare round wood as a saleable product


	Scope 

This element requires that you:


	Notes 




	Element GWT5.3
Cleave, split and rive round wood 


	Performance Criteria

You must:

1
position the wood correctly for splitting 
2
decide where to split the wood  

3
drive the appropriate tool into the wood to create a split
4
accurately progress the split through the wood by correctly guiding the split with the appropriate tool 

5
behave in a way which minimises risks to yourself and others 

6
take appropriate action where incidents affect the health and safety of yourself and others

7
report incidents without delay and fill out records accurately and legibly 

8
perform your work in a manner which minimises environmental damage

	Knowledge and Understanding

You must know and understand:

(a)
the correct tools for splitting wood 

(b)
how to position the wood correctly 

(c)
how to split out knots or areas of decay

(d)
where to split the wood 

(e)
how to position the appropriate tools in order to split the wood 

(f)
how to drive the appropriate tools into the wood to create a split

(g)
how to guide the split the appropriate tools 

(h)
how to gauge the number of splits to make in the wood in order to make the most of the timber

(i)
your role in maintaining your own health and safety

(j)
the types of personal protective equipment and clothing needed for your work and how they must be used, cleaned and stored, 

(k)
your own ability to deal with health and safety emergencies and the reasons for this

(l)
basic emergency first aid procedures

(m)
methods for minimising environmental damage 



	Element GWT5.3
Cleave, split and rive round wood 


	Scope

This element requires that you:
A.  
select and split a suitable piece of wood using:

(i)
axe 

(ii)
froe  

	Notes




	Element GWT5.4
Make round wood  products and parts of products



	Performance criteria 

You must:

1
obtain and confirm the specification

2
plan an effective work schedule 

3
organise an effective work space 

4
assemble the necessary tools and equipment in good working conditions 

5
select and prepare the materials necessary to meet the specification 

6
work the materials to a finished product 

7
work in a safe and effective manor which reduces risk to yourself and those around you 


	Knowledge and Understanding 

You must know and understand:

(a)
how to interpret specifications presented in written, aural, pictorial and physical form 

(b)
how to match the qualities of the materials to the products 

(c)
how to maintain tools and equipment in good working condition, including sharpening of blades 

(d)
relevant health and safety legislation 


	Element GWT5.4
Make round wood  products and parts of products



	Scope 

This element requires that you:

A.
use appropriate tools to create two of the 
following products:

(i)
spar gads 

(ii)
pea sticks 

(iii)
hurdle rods 

(iv)
hedge stakes 

	Notes 
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	Unit GWT6
Process wood for green wood products 
Element GWT6.1
Select materials for green wood products 
Element GWT6.2
Prepare and shape wood for green wood products with hand tools 
Element  GWT6.3
Manipulate green wood to create products 
Element  GWT6.4
Make small green wood products or parts of products 


	

	
	About this Unit 

This unit covers the techniques used to create small green wood products or parts of products.  

This unit covers the process of selecting wood, preparing the wood using appropriate methods and creating small products or parts of products once the wood has been brought to a workable condition.
This unit includes:

· following specifications 

· locating and obtaining wood to create small green wood products or parts of products 
· assembling the appropriate tools and equipment

This unit is for those working within the green wood trades as a crafts person.

	


	Element GWT6.1
Select materials for green wood products 


	Performance criteria 

You must:

1
obtain and confirm an accurate, clear and comprehensive specification for the product 

2
identify the specification for materials which meets the product specification 

3
locate a source of available materials which meets both materials specification and the budget 

4
obtain the materials necessary to meet the specification 

5
select the materials necessary to meet the specification 

6
resolve any difficulties that arise 

7
record clearly, sufficient information for accurate costing and stock control 
8
work in a safe and effective manor 


	Knowledge and Understanding 

You must know and understand:

(a)
for what purposes each of the materials are suited 

(b)
how to use each of the materials 

(c)
how to specify materials 

(d)
how to recognise good and poor quality in each of the materials 

(e)
potential sources of each of the materials 

(f)
seasonal effects on the availability of materials 

(g)
reasonable prices for each of the materials 

(h)
how to identify and cost all the elements of a job in your trade 

(i)
how to estimate the amount of materials required, and the rate of uptake so as to avoid over or under-stocking 

(j)
how to monitor the accuracy of records for costing and stock control 

(k)
relevant health and safety legislation 


	Element GWT6.1
Select materials for green wood products 


	Scope 

This element requires that you: 

A.
recognise and select appropriate materials from the following to create a specific product:
(i)
hazel 

(ii)
oak 

(iii)
ash 

(iv)
willow 

(v)
sycamore 

(vi)
birch 

(vii)
beech 


	Notes  


	Element GWT6.2
Prepare and shape wood for green wood products with hand tools 



	Performance Criteria

You must:

1
assemble and adjust the appropriate hand tools for shaping the wood to create green wood products 
2
position the  wood correctly ready for splitting
3
process the split wood to an approximate cylindrical shape 

4
use the hand tools safely to minimize risk to yourself and others 

5
take appropriate action where incidents affect the health and safety of yourself and others

6
report incidents without delay and fill out records accurately and legibly 

7
perform your work in a manner which minimises environmental damage

	Knowledge and Understanding

You must know and understand:

(a)
the appropriate hand tools to shape the wood 
(b)
how to position wood correctly 
(c)
how to process the split wood to an approximate cylindrical shape

(d)
how to work different types of split wood 

(e)
how to get the most out of the wood

(f)
your role in maintaining your own health and safety

(g)
the types of personal protective equipment and clothing needed for your work and how they must be used, cleaned and stored, 

(h)
your own ability to deal with health and safety emergencies and the reasons for this

(i)
basic emergency first aid procedures

(j)
methods for minimising environmental damage 



	Element GWT6.2
Prepare and shape wood for green wood products with hand tools 



	Scope

This element requires that you:


	Notes




	Element GWT6.3
Manipulate green wood to create products 


	Performance criteria 

You must:

1
obtain and confirm an accurate, clear and comprehensive specification

2
plan an effective work schedule 

3
organise an effective work space 

4
assemble the necessary tools and equipment in good working conditions 

5
select, assemble and prepare the materials necessary to meet the specification 

6
bring the materials to suitable working condition 
7
form and finish the products so that they meet the specification

8
minimise wastage of materials

9
maintain tools and equipment in good working condition

10
record clearly, sufficient information for accurate costing and stock control  

11
safeguard and maintain your own health and safety and that of those likely to be affected by your work

	Knowledge and Understanding 

You must know and understand:

(a)
how to interpret specifications presented in written, aural, pictorial and physical form 

(b)
how and for what purposes, to use the material
(c)
how and when to bring each of the materials into a working condition
(d)
how to match the qualities of the materials to the products 

(e)
how to form and finish basic products or parts of products 

(f)
how to monitor the accuracy of records for costing and stock control
(g)
how to safeguard and maintain your own health and safety and that of those likely to be affected by your work

(h)
how to maintain tools and equipment in good working condition, including sharpening blades 

(i)
the implications of Health and Safety and other legislation relevant to this product

(j)
how to monitor the accuracy of records for costing and stock control 

(k)
the importance of safeguarding and maintaining your own health and safety and that of those likely to be affected by your work



	Element GWT6.3
Manipulate green wood to create products 


	Scope 

This element requires that you:

A.
using appropriate materials to create the following green wood products:

(i)
baskets hoops 

(ii)
walking stick 

(iii)
chair backs 

(iv)
woven bench

	Notes 


	Element GWT6.4
Make small green wood products or parts of products 


	Performance Criteria 

You must:

1
form and finish the products so that they meet the specification

2
meet the work schedule

3
minimise wastage of materials
4
maintain tools and equipment in good working condition

5
record clearly, sufficient information for accurate costing and stock control

6
work in a safe and effective manor which reduces risk to yourself and those around you


	Knowledge and Understanding 

You must know and understand:

(a)
how to interpret specification presented in written, verbal, pictorial, or physical form 

(b)
how to maintain tools and equipment in good working condition, including sharpening blades 

(c)
how to form and finish small products or parts of products 

(d)
how to select the right material for the job 

(e)
how and for what purpose to use tools and equipment for tasks 
(f)
the implications of Health and Safety and other legislation relevant to this product

(g)
how to monitor the accuracy of records for costing and stock control 




	Element GWT6.4
Make small green wood products or parts of products 


	Scope 

This element requires that you:

A.
form one of the following basic greenwood products:

(i)
tent pegs 

(ii)
garden dippers

(iii)
chair legs 

(iv)
basket bases

(v)
rake handles 


	Notes 




This page has been left intentionally blank 

	
	Unit GWT7
Build and use tools and devices for coppice and green wood products  
Element GWT7.1
Build tools and devices for coppice and green wood products 
Element GWT7.2
Use tools and devices for coppice and green wood products  


	

	
	About this Unit 

The unit covers the identification of essential parts to assemble tools and devices.  It also covers the assembly and adjustment of the tools and devices.  The use of tools and devices to create green wood products.
The unit also covers the health and safety aspects of using tools and devices to create pieces.


	


	Element GWT7.1
Build tools and devices for coppice and green wood products 



	Performance criteria 

You must:

1
identify suitable materials to create the required parts to build tools and devices for creating coppice and green wood products 
2
assemble the tool or device using the correct parts 

3
adjust the tool or device ready to receive a work piece 

4
ensure you assemble and adjust the tool or device in a safe manor which reduces risk to your self and other around you


	Knowledge and Understanding 

You must know and understand:

(a)
how to identify suitable materials to create the required parts to assemble the tools or device
(b)
the function of each part 

(c)
how to assemble the tool or device
(d)
how to adjust the tool or device 
(e)
risks to health and safety of you and those around you
  


	Element GWT7.1
Build tools and devices for coppice and green wood products 



	Scope 

This element requires that you:

A.
assemble the following tools and devices:
(i)
shave horse 

(ii)
pole lathe 

(iii)
cleaving brake 

	Notes 


	Element GWT7.2
Use tools and devices to create coppice and green wood products 


	Performance Criteria

You must: 

1
obtain and confirm an accurate, clear and comprehensive specification

2
plan an effective work schedule 

3
organise an effective work space 

4
assemble the necessary tools and devices to create green wood products 
5
select, and prepare the materials necessary to produce products to meet the specification 

6
process the materials to suitable working condition 

7
record clearly, sufficient information for accurate costing and stock control  

8
ensure you work in a safe manor which minimise risk to yourself and others around you

9
once you have completed your work ensure you place tools in a case or rack 

	Knowledge and Understanding

You must know and understand:

(a)
how to interpret specifications presented in written, aural, pictorial and physical form 

(b)
how and for what purposes, to use each of the materials 

(c)
how and when to bring each of the materials into working conditions 

(d)
how to match the qualities of the materials to the products 

(e)
how to maintain tools and equipment in good working condition, including sharpening of blades 

(f)
how to monitor the accuracy of records for costing and stock control
(g)
the risks to health and safety of you and those around you

(h)
where to store your work tools once the work is complete


	Element GWT7.2
Use tools and devices to create coppice and green wood products 


	Scope 

This element requires that you:

A.
use the following tools and devices to create a green wood products:
(i)
pole lathe
(ii)
shave horse

(iii)
cleaving brake
B.
process material to create a variety of green wood products:
(i)
hollow forms (egg cup or drinking vessel)

(ii)
captive ring turning 

(iii)
bowl turning

(iv)
spoons

(v)
assorted treen
(vi)
chair leg 

(vii)
tool hands 

(viii)
garden dippers

	Notes 
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	Unit GWT8
Lay a hedge  

	

	
	
	

	
	About this Unit

This unit describes the standards for laying a hedge.  

It involves identifying the species of the plant that you are working with and determining the purpose of the hedge.  You must also have knowledge of other species and the characteristics of those species.

You will need to be able to select the appropriate tools and protective clothing to undertake your work.  You must also identify whether there is a presence of utility cables.

You must determine the style in which your hedge will be laid and this will have an effect on the way in which you work.  Whilst you may work predominately with one style you must also be aware of other regional styles.

This unit will require that you have a knowledge of tree preservation order, public access orders and any other relevant legislation and codes of practice.

You must leave your work site clean and tidy after use.

If you carry out this unit using a chainsaw, you will be required to hold a chainsaw certificate of competence.


	

	
	
	


	Element GWT8
Lay a hedge



	Performance Criteria

You must:

1
identify the main purpose of the hedge and its species
2
select and wear appropriate protective clothing to carry out your work
3
select appropriate tools and materials  to carry out your work 

4
clear the area of hedge cuttings and rubbish and dispose of them as specified
5
check for the presence of utility cables

6
determine the style in which the hedge laying will take place taking account of regional variances 

7
identify the stems to be used as pleachers

8
determine the direction in which the hedge will be laid 

9
cut and lay pleachers at the correct angle without breaking them

10
ensure that any sharp protruding stubs are removed  

11
sharpen and install stakes at  determined spacing in accordance with the style of hedging

12
weave the thin end of the pleacher in to place

13
apply binding

14
trim stake tops

15
remove all waste and surplus materials 

16
ensure that your work is carried out in accordance with all relevant legislation and codes of practice
	Knowledge and Understanding

You must know and understand:

(a)
the most appropriate time of year to carryout hedge laying, depending on local climate and the effect of frost on the pleachers

(b)
the purpose of the hedge and the characteristics of the species that will affect your work

(b)
the correct clothing to be worn

(c)
the tools and materials  required to carry out your job

(d)
who to contact to find out whether utility cables are present

(e)
the differing styles of hedge laying and regional variances

(f)
the length and diameter stems that are best to best used as pleachers

(g)
how to identify a healthy stem

(h)
the effect of using stems that are too long, too short or too thin, as pleachers

(i)
the direction in which to cut pleachers, particularly if working with others

(j)
the correct height off the stump to lay the pleachers

(k)
how to bend a pleacher without breaking it and the correct angle to lay a pleacher

(l)
how to sharpen stakes

(m)
relevant legislation and codes of practice applicable to your work




	Element GWT8
Lay a hedge



	Scope 

This element requires that you:


	Notes 
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	Unit GWT9
Produce fuelwood and charcoal


	

	
	Element GWT9.1
Produce fuelwood

Element GWT9.2
Prepare for charcoal production

Element GWT9.3  
Produce charcoal


	

	
	About this Unit

This unit describes standards for producing fuel wood as logs, woodchip, faggots, charcoal and kindling.  It covers the storage and seasoning of materials, preparation of wood using machinery and manually methods, and understanding the relationship between species of timber, moisture content, timber size and the use of the final product. Charcoal burning includes the siting of the kiln, determining the purpose of the product and the actual burning process.


	

	
	
	


	Element GWT9.1
Produce fuelwood



	Performance Criteria

You must:

1
wear protective clothing

2
select species according to burning and processing properties

3
store and stack timber appropriately

4
prepare fuelwood for processing using appropriate methods and equipment


5
prepare, set up and service machinery for processing fuelwood

6
produce fuel wood products 
7
bundle, pack or store in bulk fuelwood products to meet customer requirements
8
work in safe and effective manner which reduces the risk to yourself and those around you 


	Knowledge and Understanding

You must know and understand:

(a)
the different markets for fuelwood, and the range of products

(b)
the importance of wearing the correct protective clothing

(c)
which species is appropriate for which fuelwood products

(d)
how to process logs and forest wastes manually and mechanically to produce a range of fuel wood products 

(e)
how to season, dry and store the different products to meet market requirements

(f)
health and safety issues 

    


	Element GWT9.1
Produce fuelwood



	Scope

This element requires that you:

A.  
produce two of the following fuel wood products:

(i)
kindling

(ii)
pellets

(iii)
split logs

(iv)
wood chip

(v)
faggots

	Notes




	Element GWT9.2
Prepare to produce charcoal 



	Performance Criteria

You must:

1
identify the wood species to be burnt and the characteristics of that species that will affect how the wood is burnt

2
determine the amount of wood to be burnt to meet the required output level of charcoal 

3
identify a siting for the kiln that is near a track or road  and with appropriate ground conditions


4
clear and prepare the ground for siting the kiln

5
ensure there is an adequate supply of water in case of emergency

6
if the site is in a public access area, ensure the area is adequately cordoned of and signposted

7
check the wood is dry enough to be burnt 

8
prepare wood to an appropriate size for the type of burn
9
ensure that you have the correct tools and protective clothing to carry out the operation

10
store tools and materials safely and securely when not in use

11
maintain the health, safety and well-being of self and others


	Knowledge and Understanding

You must know and understand:

(a)
the characteristics of wood species and the effect of species on the quality of charcoal produced

(b)
the loss of weight and volume of wood burnt for charcoal and its effect on the yield

(c)
where to find out whether planning permission is required 

(d)
the type of ground that is best suited to siting a kiln

(e)
whether the public are likely to require access to the area

(f)
the impact of moisture content, species and value of timber and the burning process

(g)
how long wood should be dried prior to burning and how this may vary from species to species of tree

(h)
how the way wood is stacked has an impact of the efficient drying and  burning

(i)
what protective clothing should be worn

(j)
the tools that will be required 




	Element GWT9.2
Prepare to produce charcoal 



	Scope

This element requires that you:

A.  
prepare a site for at least one of the following types of burning operation:

(i)
large scale using four or more kilns

(ii)
medium scale using one or two kilns

(iii)
small scale using an home made drum kiln


	Notes




	Element GWT9.3
Produce charcoal



	Performance Criteria

You must:

1
wear appropriate protective clothing

2
ensure wood is packed appropriately 
3 
seal the lid and the base of the kiln
4
ignite the kindling

5
monitor the kiln until it reaches the required temperature then reduce the draught 

6
maintain control of the burn to ensure the quality of the charcoal produced

7
ensure there are buckets of water, sand or soil available incase of the event of a fire breaking out during unloading of the kiln
8
check the kiln is cool enough to unload 

9
unload the kiln 
10
grade the charcoal to ensure it is suitable for its end use

11 
where appropriate sift the charcoal to remove the dust or fines

12
bag the charcoal in the  appropriate size and type of bags

13
maintain the health, safety and well-being of self and others


	Knowledge and Understanding

You must know and understand:

(a)
the type of protective clothing to be worn and the reason why 
(b)
how the wood should be packed in the kiln to provide appropriate lighting points and to allow air ducts to be formed, most appropriate to the type of kiln you are using

(c)
how to reduce the draught using sand and/or soil

(d)
how to identify when the kiln has reached the required temperature

(e)
methods of controlling the burn process, including clearing the outlet channels and the chimney and the effects of too much or too little air flow 

(f)
how to identify when the burning process is complete

(g)
what to do if you open the kiln and some of the charcoal is still alight 

(h)
the purpose for which the charcoal is being graded and relevant legislation relating to it

(i)
other uses for the dust/fines

(j)
the target market for the charcoal in relation to how it will be packed




	Element GWT9.3
Produce charcoal



	Scope

This element requires that you:
A.  
carry out a burning operation in one of the following types of kiln:
(i)
large diameter eg 8’ (2.4m)

(ii)
tall narrow kilns eg 5’ (1.5m) x 2’6” (0.8m)

(iii)
drum kiln


	Notes
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	Unit GWT10
Make complex greenwood trades products or parts of products

Element GWT10.1
Plan and prepare for making complex products and parts of products

Element GWT10.2
Form complex products or parts of products



	About this Unit 
This unit includes:

· following specifications for complex products

· planning and meeting work schedules

· selecting, assembling and maintaining tools, equipment and materials

· bringing materials into working condition for complex products

· making, treating and finishing complex products

· recording information for costing and stock control

Who this unit is for

This unit is for highly skilled craftspersons in the greenwood trades who can make complex products.

Complex products such as Trugs, Rustic Furniture, Windsor Chairs and other similar furniture, Turnery Products, Hurdles, Swill Baskets, Woven Hurdles, Sculptures, small scale Greenwood Structures such as garden architecture.







	Element GWT10.1
Plan and prepare for making complex products or parts of products 


	Performance criteria 

You must:

1
obtain and confirm an accurate, clear and comprehensive specification 

2
plan an effective work schedule 

3
assemble the necessary tools and equipment in good work condition

4
select, assemble and prepare materials necessary to meet the specification 

5
bring materials into a working condition suitable for both the job and the work schedule 

6
resolve any difficulties that arise 

7
record clearly, sufficient information for accurate costing and stock control 

	Knowledge and Understanding 

You must know and understand:

(a)
how to interpret specifications presented in written, oral, pictorial and physical form 

(b)
how, and for what purposes, to use each of the materials 

(c)
how and when to bring each of the materials into working condition 

(d)
how to maintain tools and equipment in good working condition, including sharpening blades 

(e)
how to organise batch production, including workplace and team organisation and practical application of processes (such as jigs)

(f)
 how to design and build jigs and workshop aids for batch production and appropriate product design 




	Element GWT10.1
Plan and prepare for making complex products or parts of products 


	Scope 

This element requires that you:

A.
prepare the following materials for make a range of greenwood products:

(i)
hazel 

(ii)
oak

(iii)
ash 

(iv)
willow

(v)
sycamore

(vi)
birch 

(vii)
beach 


	Notes


	Element GWT10.2
Form complex products or parts of products


	Performance criteria 

You must:
1
form and finish the products so that they meet the specification

2
meet the work schedule

3
minimise wastage of materials
4
maintain tools and equipment in good working condition

5
resolve any difficulties that arise

6
advise the client on measures required to minimise degradation of products in use, in storage and in transit

7
record clearly, sufficient information for accurate costing and stock control


	Knowledge and Understanding 

You must know and understand:

(a)
how to interpret specifications presented in written, oral, pictorial, or physical form 

(b)
how to maintain tools and equipment in good working condition, including sharpening blades 

(c)
how to form and finish complex products and parts of products 

(d)
how to select the right material for the job 

(e)
how, and for what purposes, to use equipment and tools for tasks 

(f)
how to apply finishes 
(g)
how to set up, use and manage batch production systems

(h)
how to protect products against damage and degradation in use, in storage and in transit

(i)
the implications of Health and Safety and other legislation relevant to this element

(j)
how to monitor the accuracy or records for costing and stock control 




	Element GWT10.2
Form complex products or parts of products


	Scope 

This element requires that you:

A.
form four of the following complex green wood products:

(i)
trugs 

(ii)
rustic furniture 

(iii)
chairs 

(iv)
turnery products 

(vi)
hurdles 

(vii)
swill baskets 

(viii)
woven hurdles 
(ix)
sculptures 
(x)
small scale greenwood structures (garden architecture)

(xi)
fencing 

(xii)
gates 

(xiii)
yurts 
B.
use two of the following materials to make the complex green wood product:

(i)
hazel 

(ii)
oak

(iii)
ash 

(iv)
willow

(v)
sycamore

(vi)
birch 

(vii)
beach 


	Notes 
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	Unit GWT11
Design greenwood trades products or parts of products including larger diameter timber 
Element GWT11.1
Research and experiment with materials, designs and techniques to arrive at a specification for a range of products or parts of products

Element GWT11.2
Adapt designs and techniques to accommodate innovations

Element GWT11.3
Evaluate products or parts of products



	About this Unit 

This unit involves designing a range of green wood trades products or part of products.

This will include:

· following a given product specification

· planning and meeting research schedules

· selecting suitable tools, equipment and materials

· adapting methods and techniques

· making prototypes

· identifying a final design specification

· resolving any difficulties

· recording information for costing and stock control

· communicating where the product does and does not meet the given specification

Who this unit is for

This unit is for Craftsperson’s in the green wood trades who can carry out product design for a range of products.







	Element GWT11.1
Research and experiment with materials, designs and techniques to arrive at a specification for a range of products or parts of products 


	Performance Criteria 

You must:

1
obtain and confirm an accurate, clear and comprehensive product specification 

2
plan and implement an effective research schedule to meet the required deadlines 

3
ascertain the practicality and availability of materials and tools and equipment suitable and necessary to meet the final specification 

4
resolve any difficulties that arise 

5
make a prototype sufficient to confirm the final specification for materials and technical ability 

6
ensure that the final specification is achievable economic and fit for purpose 

7
record clearly, sufficient information for accurate costing, stock control and repetition of the materials, designs and techniques used 

	Knowledge and Understanding 

You must know and understand:

(a)
ways of identifying and resolving problems with specification requirements 

(b)
how to interpret specifications presented in written, oral, pictorial and physical form 

(c)
how to communicate effectively all aspects of your proposed design to your client 

(d)
how and for what purposes, to use materials 


(e)
how to bring materials into working condition

(f)
visual and physical characteristics of materials 

(g)
the implications of health and safety, and other relevant legislation 

(h)
sources of information on styles, techniques, historical background and contexts 





	Element GWT11.1
Research and experiment with materials, designs and techniques to arrive at a specification for a range of products or parts of products 


	Scope 

This element requires that you:

A.
obtain and confirm specifications for four of the following products:

(i)
trugs 

(ii)
rustic furniture 

(iii)
chairs 

(iv)
turnery products 

(vi)
hurdles 

(vii)
swill baskets 

(viii)
woven hurdles 
(ix)
sculptures 
(x)
small scale greenwood structures (garden architecture)

(xi)
fencing 

(xii)
gates 

(xiii)
yurts 

(xv)
walking sticks

	Notes 




	Element GWT11.2
Adapt designs and techniques to accommodate innovations 


	Performance criteria 

You must:

1
identify where design techniques should be adapted so as to meet the product specification more effectively 

2
confirm that the proposed adapted technique meets the product specification

3
resolve any difficulties that arise 

4
make a prototype sufficient to confirm the final specification for the technique 

5
ensure that the final technique to be used is achievable and economic 

6
record clearly, sufficient information for accurate costing, stock control and repetition of the adapted technique 

	Knowledge and Understanding 

You must know and understand:

(a)
the design techniques specified for your trade 

(b)
criteria for deciding whether design techniques should be adapted 

(c)
indicators that a proposed adaptation if not suitable

(d)
how to assess the economic and practical viability of techniques 

(e)
sources of information on techniques 


	Element GWT11.2
Adapt designs and techniques to accommodate innovations 


	Scope 

You must know and understand:


	Notes 




	Element GWT11.3
Evaluate products or parts of products 


	Performance criteria 

You must:

1
identify and agree evaluation criteria which are appropriate to the product specification and to your business 

2
apply those evaluation criteria fairly to the product 

3
judge the product in a manner consistent with the evaluation criteria 

4
where the product does not meet the criteria, give sufficient, valid and reliable information to explain why and propose modifications which could result in meeting the evaluation criteria 

5
where the product does meet the criteria, communicate this effectively to the relevant people

6
record clearly, sufficient information for later validation of the evaluation  

	Knowledge and Understanding

You must know and understand:

(a)
how to identify evaluation criteria 

(b)
how to select evaluation criteria 

(c)
how to apply evaluation techniques 

(d)
how to apply aesthetic and ergonomic principles 

(e)
how to identify and take account of cultural values 

(f)
potential constraints of materials, equipment and technology 

(g)
potential constraints of the techniques 


	Element GWT11.3
Evaluate products or parts of products 


	Scope 

This element requires that you:

A.
evaluate one of the following greenwood trades products:

(i)
trugs 

(ii)
rustic furniture 

(iii)
chairs 

(iv)
turnery products 

(vi)
hurdles 

(vii)
swill baskets 

(viii)
woven hurdles 
(ix)
sculptures 
(x)
small scale greenwood structures (garden architecture)

(xi)
fencing 

(xii)
gates 

(xiii)
yurts 
(xv)
walking sticks 


	Notes 
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	Unit GWT12
Establish a new coppice 

	

	
	Element GWT12.1
Select and obtain plants and materials

Element GWT12.2
Set out and plant a new coppice

Element GWT12.3
Carry out tree protection and maintenance 


	

	
	About this Unit

This unit describes standards for establishing  a new coppice.  

This unit covers:

-
how to identify the types of trees to be planted based upon the location, site and soil.  To achieve this you must be able to take delivery of trees and planting materials and check that they meet the planting specification and handle and store them appropriately

-
ground preparation ready for planting 

-
being able to plant the trees or plants to the required specification

-
maintenance and protection of the trees within the wood 

This unit is for those working within the green wood trades as a craftsperson and coppice worker.


	

	
	
	


	Element GWT12.1
Select and obtain plants and materials



	Performance Criteria

You must:

1
determine tree species to be planted based upon the location, site and soil
2
obtain planting stock of local provenance

3
check all plants and materials are those specified in the planting specification

4
check the condition of plants and materials is satisfactory

5
report any defects in plants and materials to the relevant person

6
transport and store plants and materials in a manner which minimises damage to the plants and ensures safety and security 


	Knowledge and Understanding

You must know and understand:

(a)
how plants and their species vary in their adaptions to local conditions

(b)
the different species which different soils will support

(c)
how to identify plant genera

(d)
the required condition of plants and materials

(e)
how to recognise healthy planting stock

(f)
how to handle and store different types of plant material to maintain stock in good condition

(g)
how to interpret planting plans and specifications

(h)
how to check species mixes of planting stock

(i)
how to avoid plant shock when handling, transporting and storing

(j)
how to safely and securely transport and store planting materials




	Element GWT12.1
Select and obtain plants and materials


	Scope

This unit requires that you:

A.  
check plants and materials against  a specification which includes all of the following:

(i)
plant species

(ii)
plant sizes

(iii)
plant condition

(iv)
planting materials required


	Notes




	Element GWT12.2
Set out and plant a new coppice



	Performance Criteria

You must:

1
handle plant material in a manner which minimises damage and wastage and optimises growth 

2
transport and distribute planting stock and materials in accordance with the planting plan

3
maintain equipment in a safe and effective condition throughout

4
prepare planting notches or pits

5
prepare and position plants within the notch/pit appropriately and in line with the planting specification
6
safeguard and maintain your own health and safety and that of others who are likely to be affected by your work

7
maintain records of planting
	Knowledge and Understanding

You must know and understand:

(a)
how to handle, transport and distribute planting stock and materials with minimal damage

(b)
what equipment can be used for planting trees and how to maintain equipment and materials in a fit state for use

(c)
best weather conditions for planting and types of weather to avoid planting

(d)
how big the planting notch or pit needs to be to avoid root damage

(e)
how to interpret planting plans and specifications

(f)
how to handle and plant different types of plant material to maintain stock in good condition

(g)
the purpose of having planting plans and specifications

(h)
why planting records must be kept



	Element GWT12.2
Set out and plant a new coppice 


	Scope

This unit requires that you:

A.  
plant to a specification which includes all of the following:

(i)
spacing and layout of planting

(ii)
plant species


	Notes




	Element GWT12.3
Carry out tree protection and maintenance



	Performance Criteria

You must:

1
identify the damaging agent
2
choose appropriate cost effective protection measures against the likely damaging agent 

3
select appropriate material to carry out the protection work 
4
transport and store materials in a manner which minimises damage and ensures safety and security 

5
carry out protection to prevent damage to the planted trees 

6
carry out maintenance avoiding damage to the planted trees and to the environment

7
safeguard and maintain your own health and safety and that of others who are likely to be affected by your work

8
remove all waste and surplus materials and dispose of them as specified


	Knowledge and Understanding

You must know and understand:

(a)
how to identify the cause of damage

(b)
the required quantity, types and condition of materials

(c)
how to safely and securely transport and store planting materials

(d)
the range of damaging agents and how to protect against them

(e)
the range of protection and maintenance methods and how they are used

(f)
the organisational and legislative requirements for disposing of waste and surplus materials




	Element GWT12.3
Carry out tree protection and maintenance



	Scope 

This element requires that you:

A.
choose protection against the following damaging agents:

(i)
deer

(ii)
voles

(iv)
rabbits/hares

(iii)
vandalism

(iv)
weather

B.  
use at least one of the following range of protection:

(i)
tree guards

(ii)
fencing

(iii) 
spirals

(iv)  
tree shelters

C.  
carry our at least one of the following types of maintenance:

(i)
soil amelioration

(ii)
watering

(iii)
maintenance/replacement of protection


	Notes 
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	Unit GWT13
Maintain woodland health for coppice 


	

	
	Element GWT13.1
Carry out tree protection and maintenance

Element GWT13.2
Control unwanted vegetation around trees 
Element GWT13.3
Identify the presence of vermin
Element GWT13.4
Control vermin

	

	
	About this Unit

This unit describes standards for protecting the trees within a coppice from vertebrate pests and unwanted vegetation.    In the case of this unit vertebrate pests will mean rabbits, voles or badgers. 
This units covers:

-
carrying out trees protection against damaging agents and carrying out maintenance of the young trees 

-
identifying and controlling unwanted vegetation around the young trees 

-
identifying the presence of vertebrates 

-
shooting vertebrate pests to protect the trees 

-
identifying and controlling diseases and disorders in trees 

This units is for those working in the Greenwood Trades as a craftsperson of coppice worker.


	

	
	
	


	Element GWT13.1
Carry out tree protection and maintenance



	Performance Criteria

You must:

1
identify the damaging agent
2
choose appropriate cost effective protection measures against the likely damaging agent 

3
select appropriate material to carry out the protection work 
4
transport and store materials in a manner which minimises damage and ensures safety and security 

5
carry out protection to prevent damage to the planted trees 

6
carry out maintenance avoiding damage to the planted trees and to the environment

7
safeguard and maintain your own health and safety and that of others who are likely to be affected by your work

8
remove all waste and surplus materials and dispose of them as specified


	Knowledge and Understanding

You must know and understand:

(a)
how to identify the cause of damage

(b)
the required quantity, types and condition of materials

(c)
how to safely and securely transport and store planting materials

(d)
the range of damaging agents and how to protect against them

(e)
the range of protection and maintenance methods and how they are used

(f)
the organisational and legislative requirements for disposing of waste and surplus materials




	Element GWT13.1
Carry out tree protection and maintenance



	Scope

This unit requires that you:

A.
choose protection against the following damaging agents:

(i)
deer

(ii)
voles

(iv)
rabbits/hares

(iii)
vandalism

(iv)
weather

(v)
farm animals 

(vi)
squirrels

B.  
use at least one of the following protection methods for protecting large areas or individual plants:

(i)
hedging
(ii)
fencing

(iii) 
spirals

(iv)  tree guards 
C.  
carry out at least one of the following types of maintenance:

(i)
maintenance/replacement of protection

(ii)
checking and replacement of trees 

D. use one of the following pest control measures:
(i)
lethal (trapping, poison, shooting)

(ii)
non-lethal (sacrifice crop, pollarding)

	Notes




	Element GWT13.2
Control unwanted vegetation around trees




	Performance Criteria

You must:

1
identify vegetation which requires control

2
control competing vegetation in line with current industry recognised guidelines on best practice and with job specification
3
operate and maintain machinery and equipment as per manufacturers’ recommendations

4
ensure that damage to the environment is kept within specified limits

6
safeguard and maintain your own health and safety and that of others who are likely to be affected by your work

7
take appropriate action in the event of unforeseen circumstances 

8
record chemical use and user details for every site
	Knowledge and Understanding

You must know and understand:

(a)
the damage caused to trees by the different types of unwanted vegetation

(b)
the environmental benefits of some types of weeds

(c)
how to identify hazards and comply with the control measures of risk assessments

(d)
how to interpret risk assessments 

(e)
how to use the relevant safety guides and monitoring procedures

(f)
how to apply the content of the current, relevant legislation and industry-recognised guidance 

(g)
how to prepare, use and maintain tools and equipment (operator daily and weekly maintenance)

(h)
how to plan control work 

(i)
how to select equipment for vegetation control

(j)
the basic implications of terrain, ground conditions, vegetation type, season, weather and species 

(k)
how to weed, clear and respace

(l)
causes of, and how to prevent, pollution and environmental damage 

(m)
the capabilities and limitations of the equipment used

(n)
types of damage acceptable under various circumstances

(o)
the reasons for placing unwanted material clear of crop trees




	Element GWT13.2
Control unwanted vegetation around trees





	Scope

This element requires that you:

A.  
control all of the following kinds of competing vegetation:

(i)
woody

(ii)
herbaceous

(iii)
grass

B.  
work to a specification which covers all of the following:

(i)
vegetation to be controlled

(ii)
the method of control

(iii)
the degree of control

(iv)
limits of acceptable damage to the environment

(v)
the desired condition of the site after control operations

(vi)
legislative and organisational requirements

(vii)
the records to be kept by the operator


	Notes




	Element GWT13.3 
Identify the presence of vermin



	Performance Criteria

You must:

1
carry out work safely in line with health and safety requirements 

2
interpret signs to determine vermin activity 

3
modify monitoring activities to take account of seasonal variations, prevailing weather conditions and habitat

4
safeguard and maintain your own health and safety and that of others around you who are likely to be affected by your work 

5
take appropriate action in the event of unforeseen circumstances 

	Knowledge and Understanding

You must know and understand:

(a)
the individual's specific responsibilities under environmental legislation in relation to monitoring vermin 
(b)
common species of vermin  

(c)
the significance and potential effects of, vermin to the site and its purpose

(d)
behavioural characteristics of vermin and how these can influence the selected control method 
(e)
the effects of the seasons and weather conditions on monitoring activities 

(f)
the effects of vermin on animal/plant populations

(g)
the health and safety requirements associated with monitoring activities




	Element GWT13.3
Identify the presence of vermin



	Scope

This element requires that you:

A.
interpret at least three of the following signs to determine vermin presence:
(i) 
direct sightings

(ii)
runs 

(iii) 
footprints

(iv) 
damage to trees

(v)
droppings


	Notes




	Element GWT13.4  

Control vermin  



	Performance Criteria

You must:

1
select control method appropriate to the type of vermin and site characteristics 

2
minimise the disturbance caused to non-target species

3
dispose of any dead vermin correctly according to approved codes of practice
4
carry out work safely in line with health and safety requirements


	Knowledge and Understanding

You must know and understand:

(a)
the codes of practice covering all aspects of vermin control

(b)
health and safety risks associated with vermin control 

(c)
the habits of common vermin
(d)
how behavioural characteristics of vermin can be used to increase the effectiveness of control methods 

(e)
how to safely dispose of vermin 




	Element GWT13.4  

Control vermin  



	Scope  

This element requires that you: 

A.
use one of the following vermin control methods:

(i)
lethal (trapping, poison, shooting)

(ii)
non-lethal (sacrifice crop, pollarding)

	Notes
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	Unit  GWT14
Manage or re-establish coppice woodlands 


	

	
	Element GWT14.1
Develop a woodland management plan

Element GWT14.2
Manage coppice rotations
Element GWT14.3 
Assess wood yield


	

	
	About this Unit

This unit describes the competences for managing or re-establishing a coppice woodland.   You are required to show that you can coppice woody plants both to establish/re-establish rotations and to harvest coppice products.   You are likely to be working to a site management plan which will have conservation or production objectives or a combination of both.   Your work must conform to all relevant legislation and codes of practice including, where appropriate, requirements set by Tree Preservation Orders, Conservation Areas and the Wildlife and Countryside Act. 

You are not required to use chainsaws for this unit but if you do, you must hold the appropriate certification. 


	


	Element GWT14.1
Develop a woodland management plan



	Performance Criteria

You must:

1 Identify the location and entrance to the woodland under management

2
define and subdivide the area under management so as to identify logical units of management

3
identify and record key aspects of the woodland

4
identify and record existing public access and planned future access

5
identify and record surrounding land use and other nearby woodland

6
identify and record any special values
7 
identify and record the management objectives in relation to the woodland 

8
identify and record management proposals for the long term (25 year) strategy of the woodland

9
determine how the effectiveness of your management proposals will be monitored and at what frequency


	Knowledge and Understanding

You must know and understand:

(a)
how to read ordnance survey maps and interpret standard methods of marking

(b)
how to measure areas from maps

(c)
how to use survey techniques

(d)
how to identify forest and woodland tree species by tree shape and growth habit, bark, leaf, twig and bud

(e)
how to identify ground flora

(e)
the reasons why information should be recorded

(f)
how to recognise key aspects that should be recorded

(o)
where to obtain information regarding existing and future proposed access

(p)
how to develop long term plans

(q)
what evaluation methods may be used and how to determine the most effective method




	Element GWT14.1
Develop a woodland management plan



	Scope

This element requires that you:

A.  
record key aspects of the woodland which may include some or all of the following:

(i)
soils, drainage

(ii)
historical aspects including past usage

(iii)
trees and shrub species, dominant trees and abundant underwood shrubs

(iv)
age, class distribution of trees

(v)
stocking;composition and condition of any natural regeneration

(vi)
ground flora; dominant species and any unusual species

(vii)
fauna, especially any rare or notable species

(viii)
archaeological features

B.  
record special values of the woodland which may include some or all of the following: :

(i)
the crops to be recorded

(ii)
the format of the inventory

(iii)
the accuracy and clarity required of the survey and of the inventory

(iv)
the updating of stock maps

(v)
legislative and organisational environmental and conservation requirements

C.  
taking the appropriate action to meet:

(i)
organisational requirements and constraints

(ii)
legal requirements


	Notes




	Element GWT14.2
Manage coppice rotations



	Performance Criteria

You must:

1
carry out coppice management at an appropriate time

2
select plants to be coppiced in accordance with the job specification or work to be undertaken

3
select the stems to be coppiced in order to achieve the desired outcomes of coppicing

4
cut stems to give desired product without damage to the surrounding vegetation

5
leave a coppice stool which will encourage healthy regrowth

6
protect the regenerating stools from damage by browsing animals

7
maintain tools and equipment in safe and effective condition

8
maintain and safeguard your own health and safety and that of others affected by your work

9
manage waste from coppicing in a manner which causes minimum damage to the environment

10
maintain coppice at appropriate density


	Knowledge and Understanding

You must know and understand:

(a)
how to identify hazards and comply with the control measures of risk assessments

(b)
emergency planning and procedures

(c)
the reasons for coppicing

(d)
how to interpret job specifications and management plans

(e)
how to select the plants and stems to coppice

(f)
how to maintain tools and equipment

(f)
the implications for your work of the desired outcomes of coppicing

(g)
how to cut coppice to give usable products and leave a suitable stool

(h)
how to protect stools from damage by deer and other browsers either by protection of individual trees or fencing off larger areas

(i)
how to manage waste generated by coppicing

(j)
the implications for your work of relevant legislation and codes of practice

(k)
how to identify tree and shrub species

(l)
how to alter the species composition 

(m)
how to layer hazel

(n)
how to select tree stock to meet management 
objectives 

  (o)
how to plant new stock

  (p)
how to  encourage natural regeneration 


	Element GWT14.2
Manage coppice rotations


	Scope

This element requires that you:

A.  
carry out coppicing at an appropriate time defined by at least one of the following:

(i)
management plan

(ii)
season

B.  
carry out coppicing to achieve the following outcomes of coppicing:

(i)
establishing/re-establishing coppice management

(ii)
producing specified wood products

(iii)
habitat/conservation management


	Notes




	Element GWT14.3 
Assess wood yield


	Performance Criteria 

You must:

1
determine appropriate measurement method for volume of wood

2
identify and record the sustainable yield to meet the requirement 
3
set the thinning cycle and intensity to achieve sustainable yield in both a practical silvicultural and cost effective way

4
formulate production plans and forecasts consistent with the available data, the organisation's policies and realistic projections

5
maintain the health, safety and well-being of self and others  


	Knowledge and Understanding 

You must know and understand:

(a) the reason for timber measurement

(b)
the different methods for measuring woodland yield dependent on the purpose of the calculation

(c)
how to use forest and woodland mensuration techniques, maps, yield class tables and yield models

(d)
where to obtain information about forestry mensuration and timber measurement

(e)
how to assess the silvicultural requirements of the crop 

(f)
analysis of cost effective ways of achieving sustainable yield

(g)
the implications of terrain, soil texture and structure, season, weather and species

(h)
how to deal with peaks and troughs in production

(i)
causes of and how to prevent, potential pollution, environmental and conservation damage

(j)
the effects on crops of under and over thinning, thinning and non thinning, late or early thinning and factors that affect the decision whether or not to thin

(k)
factors affecting rotation length

(l)
the effects on yields of species mixtures




	Element GWT14.3
Assess wood yield


	Scope 

This element requires that you:
A.  
identify sustainable yield on:

(i)
thinnable crops

(ii)
non-thinnable crops

(iii)
wood products

(iv)
non-wood products

B.  
produce the following production forecasts:
(i)
short-term

(ii)
medium-term

(iii)
long-term


	Notes
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	Unit T20
Process timber on site 
	

	
	
	

	
	About this Unit

This unit describes the competences for converting timber on site using a mobile saw bench or firewood processor.   You are required to set up and maintain machinery and use it for ripping, cross-cutting and pointing.

The unit excludes dimensional sawing i.e. it excludes the use of mobile sawmills such as bandsaws.


	


	Element T20.1
Process timber on site 



	Performance Criteria

You must:

1
position the saw bench to facilitate safe and efficient working

2
process timber in accordance with the job specification

3
carry out daily and weekly maintenance, settings and pre-start checks efficiently and as per manufacturers’ recommendations

4
stack products safely and in a position which facilitates uplift and dispatch

5
safeguard and maintain your own well-being and that of those affected by your work

6
maintain the safety and security of plant and equipment

7
minimise negative environmental impacts caused by your work

8
take appropriate action in the event of unforeseen circumstances

9
present waste for disposal in accordance with job specification and restore the site to an acceptable condition


	Knowledge and Understanding

You must know and understand:

(a)
how to identify hazards and comply with the control measures of risk assessments

(b)
emergency planning and procedures

(c)
how to position saw benches appropriately

(d)
how to maintain the saw and associated equipment

(e)
industry guidance on stacking 

(f)
the causes of, and how to prevent, environmental damage




	Element T20.1
Process timber on site 



	Scope

This element requires that you:

A. 
position the saw bench in relation to:

(i)
safe working

(ii)
the location of materials to be sawn

B.  
carry out maintenance on the following:

(i)
drive system

(ii)
blade (including sharpening and setting)

(iii)
table

(iv)
guarding

C.  
work to job specifications which include:

(i) 
ripping

(ii)
cross cutting

(iii)
pointing


	Notes
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	Unit CU102
Prepare details of forest and woodland products and services for sale

Element CU102.1
Assess and evaluate available markets for wood, and wood products, and evaluate timber

Element CU102.2
Identify, quantify and evaluate forest and woodland products and services other than wood

Element CU102.3
Determine the method and point of sale of forest and woodland products and services


	

	
	About this Unit

This unit describes standards for preparing details of forest and woodland products and services for sale.  It involves researching and evaluating markets, and identifying timber and non-wood products available for sale.  'Non-wood' products include; foliage, Christmas trees, seed and cones, moss, wood harvesting-residues, recreation facilities and sporting facilities.  The unit also covers negotiating and agreeing method and point of sale of products and services, and making the sale.

The points of sale for products may include: roadside, delivered, at source or at cold store.


	

	
	
	


	Element CU102.1
Assess and evaluate available markets for wood, and wood products, and evaluate timber



	Performance Criteria

You must:

1
identify the realistic markets and products for sale

2
determine the specification and quantities of each product to be marketed in relation to the time of supply, volume assortment tables, product specifications and historical evidence

3
maintain the health, safety and well-being of self and others

4
meet the specified legislative and environmental requirements

5
keep accurate and up-to-date records according to legislation and organisational requirements

6
quantify and value the products to be marketed in relation to the value of the product, the cost of production, transport and the reliability of the market


	Knowledge and Understanding

You must know and understand:

(a)
how to identify hazards, assess risk training requirement, and use the requisite safety guides and monitoring procedures

(b)
how to apply the content of relevant legislation and industry-recognised guidance

(c)
how to initiate and maintain effective communication

(d)
how to locate available markets

(e)
how to use volume assortment tables

(f)
how to use timber specifications

(g)
the type of timber defects which may occur and how to detect them

(h)
how to assess the reliability of markets

(i)
how to classify and specify softwood sawlogs

(j)
how to assess and evaluate broad-leaved products such as butt, second length, cordwood etc

(k)
the market values of different products

(l)
the timber haulage and harvesting costs

(m)
forest and woodland mensuration techniques

(n)
the use of historical evidence

(o)
the implications of different points of sale: roadside, delivered, standing

(p)
the effects on standard assortments of tree form and tree quality

(q)
the implications of terrain, soil texture and structure, season, weather and species

(r)
the use of IT in assessment and evaluation

(s)
the causes of, and how to prevent, potential pollution, environmental and conservation damage

(t)
how to identify forest and woodland tree-crop species




	Element CU102.1
Assess and evaluate available markets for wood, and wood products, and evaluate timber



	Scope

This element requires that you:

A.  
quantify and value the following products:

(i)
sawlogs

(ii)
small roundwood

(iii)
hardwood and softwood products

B.  
produce valuations of:

(i)
standing timber

(ii)
roadside timber


	Notes




	Element CU102.2
Identify, quantify and evaluate forest and woodland products and services other than wood



	Performance Criteria

You must:

1
identify all justifiable non-wood forest and woodland products and services
2
quantify products and services accurately

3
value the products and services in relation to the value of the product, the cost of production and transport, the reliability of the market, and risk of environmental damage

4
keep accurate and up-to-date records required by legislation and the organisation

5
meet the specified legislative, organisational and environmental requirements

6
maintain the health, safety and well-being of self and others


	Knowledge and Understanding

You must know and understand:

(a)
how to identify hazards, assess risk training requirement, and use the requisite safety guides and monitoring procedures

(b)
how to apply the content of relevant legislation and industry-recognised guidance

(c)
how to initiate and maintain effective communication

(d)
how to research market requirements and constraints

(e)
how to interpret product specification

(f)
the types of operational constraints which may exist

(g)
how products are stored

(h)
the costs of haulage

(i)
the use of historical evidence

(j)
the implications of different points of sale: roadside or delivered

(k)
the implications of terrain, soil texture and structure, season, weather and species

(l)
the causes of, and how to prevent, potential pollution, environmental and conservation damage

(m)
how to identify forest and woodland tree-crop species relevant to non-wood forest and woodland products




	Element CU102.2
Identify, quantify and evaluate forest and woodland products and services other than wood



	Scope

This element requires that you:
A.  
identify the following non-wood products and services:

(i)
foliage and Christmas trees

(ii)
seed and cones

(iii)
harvesting residues

(iv)
recreation

(v)
moss

(vi)
other

	Notes




	Element CU102.3
Determine the method and point of sale of forest and woodland products and services



	Performance Criteria

You must:

1
determine the method and point of sale in accordance with organisational requirements

2
obtain the maximum feasible return for each available product and service, efficiently, and in accordance with organisational policy

3
keep accurate and up-to-date records required by legislation and the organisation

4
meet the specified legislative and environmental requirements

5
maintain the health, safety and well-being of self and others


	Knowledge and Understanding

You must know and understand:

(a)
how to identify hazards, assess risk training requirement, and use the requisite safety guides and monitoring procedures

(b)
how to apply the content of relevant legislation and industry-recognised guidance

(c)
how to initiate and maintain effective communication

(d)
how to produce estimates of expenditure required to obtain income

(e)
how to use specifications for the end product categories

(f)
how to use forest and woodland mensuration techniques

(g)
how to use stand volume assortment tables

(h)
how to identify the current market prices for various products 

(i)
how to access and interpret UK price size curves, and local price size curves

(j)
the implications of timing and grouping of sales for achieving maximum effect

(k)
the pros and cons of each sale method

(l)
how to evaluate and implement contract alternatives e.g. short, medium and long term contracts, period contracts etc

(m)
the implications of terrain, season, weather and species on valuations, markets, and different points of sale

(n)
the causes of, and how to prevent, potential pollution, environmental and conservation damage

(o)
availability and seasonality of markets

(p)
production and transport costs

(q)
re-establishment costs and ground values for freehold sites

(r)
operational constraints




	Element CU102.3
Determine the method and point of sale of forest and woodland products and services



	Scope

This element requires that you:
A.  
determine the following methods of sale:

(i)
tender

(ii)
auction

(iii)
negotiation

(iv)
stated price

B.  
determine the following points of sale:

(i) 
standing

(ii)
at stump

(iii)
roadside

(iv)
delivered

C.  
obtain the maximum feasible return by:

(i)
setting valuation and reserve

(ii)
selecting method of promotion

(iii)
selecting method of sale

(iv)
selecting point of sale

(v)
the timing and grouping of sale


	Notes
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	Unit 1
Give customers a positive impression of yourself and your organisation (ICS)

Element 1.1
Establish effective relationships with customers

Element 1.2
Respond appropriately to customers

Element 1.3
Communicate information to customers


	

	
	About this Unit

This unit was produced by the Institute of Customer Service (ICS). 

Excellent customer service is provided by people who are good with people.  

Your behaviour affects the impression that customers form of the service they are receiving.

This unit is all about communicating with customers and giving a positive impression of yourself whenever you deal with a customer.  By doing this you will also be giving a positive impression of your organisation and the customer service it provides.

All of us enjoy the experience of good customer service if we feel that the person serving us really wants to create the right impression, respond to us and give us good information. Every detail of your behaviour when dealing with a customer counts and this unit gives you the opportunity to prove that you can create that positive impression.

The work for element 1.1, 1.2 and 1.3 must be from a working environment.

	

	
	
	


	Unit 1
Give customers a positive impression of yourself and your organisation



	Element 1.1

Establish effective relationships with customers

You must:

1
meet your organisation’s standards for appearance and behaviour

2
greet your customers in a way that is appropriate to their needs

3
communicate with your customers in a way that makes them feel valued and respected

4
identify and confirm the needs and expectations of your customers
5
treat your customers courteously and helpfully even when you are working under pressure

6
maintain communication with your customers to ensure that they are kept informed and reassured

7
adapt your behaviour to respond effectively to different customer behaviour

Element 1.2

Respond appropriately to customers

You must:

1
respond appropriately to customers who indicate that they need or want your attention

2
select an appropriate way of communicating with your customers to suit their individual needs

3
respond promptly and positively to your customers' questions and comments

4
allow your customers time to consider your response and give further explanation when appropriate

5
check with your customers that you have fully understood their needs and expectations

Element 1.3

Communicate information to customers

You must:

1
quickly locate information that will help your customer
2
give your customers the information they need about the products or services offered by your organisation

3
recognise information that your customers might find complicated and check whether they fully understand 

2 explain clearly to your customers any reasons why their needs or expectations cannot be met


	Knowledge and Understanding

You must know and understand:

(a)
basic legal and organisational responsibilities you need to apply when you are dealing with your customers

(b)
how to work within the rules and regulations of your organisation and to whom you should go to for help or advice where your knowledge of the rules and regulations is limited

(c)
what your customers’ rights are and how these rights limit what you are able to do for your customer

(d)
the specific aspects of:

-
health and safety

-
data protection

-
equal opportunities

-
disability discrimination 

-
legislation and regulations that affect the way the products or services you deal with can be delivered to your customers 

(e)
industry, organisational and professional codes of practice and ethical standards that affect the way the products or services you deal with can be delivered to your customers 

(f)
any contractual agreements that your customers have with your organisation

(g)
the products or services of your organisation relevant to your customer service role

(h)
the guidelines laid down by your organisation that limit what you can do within your job

(i)
the limits of your own authority and when you need to seek agreement with  or permission from others

(j)
any organisational targets relevant to your job, your role in meeting them and the implications for your organisation if those targets are not met

(k)
how to communicate in a clear, polite, confident way and why this is important

(l)
your organisation’s standards for appearance and behaviour

(m)
your organisation’s guidelines for recognising customers’ needs and expectations and responding positively to them

(n)
the rules and procedures regarding the methods of communication you use

(o)
how to recognise when a customer is angry and confused


	Unit 1
Give customers a positive impression of yourself and your organisation



	Scope

This element requires that you:

A.
give customers a positive impression of yourself and your organisation:

(i)
over a period of time

(ii)
with different customers

(iii)
on different occasions

B.
give customers a positive impression of yourself and your organisation during the following periods:

(i)
very busy periods 

(ii)
quiet periods

(iii)
periods when you are working under pressure

C.
deal with customers who:
(i)
have different needs and expectations

(ii)
appear angry

(iii)
may be confused

D.
communicate with customers effectively by:
(i)
using appropriate spoken or written language

(ii)
applying the rules and procedures suitable for the method of communication you have chosen

	Notes

Customers can be internal or external to the organisation or a combination of both.

Your communication with customers may be face to face, by letter, fax, telephone, e-mail, internet, intranet or any other method you would be expected to use within your job.
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	Unit G2
Make the most of business finances (SFEDI)
Element G2.1
Manage the cash flow of the business

Element G2.2
Increase the profitability of the business

Element G2.3
Develop working relationships with finance providers


	

	
	About this Unit 

You need to understand and develop skills in managing your cash flow and profitability to be successful in business. This will usually involve getting help from professional advisers. Most businesses need outside finance and this unit also covers how to work well with your funders.

Making the most of finances in the business involves:


-
cash flow forecasting and control


-
profit forecasting and control


-
control of assets and liabilities


-
reporting variances against forecasts 


-
analysing trends in business activity


-
meeting the needs of funders of the business


-
getting the right advice


	


	Element G2.1
Manage the cash flow of the business


	Performance Criteria 

You must:

1
Set cash flow targets that are in line with your financial plans for the business

2
Identify where cash comes from and monitor how it is used in the business

3
Control sources and use of cash where appropriate

4
Produce cash flow forecasts at set times that are suitable for the business

5
Accurately forecast any cash shortfalls and plan what actions need to be taken


	Knowledge and Understanding

You must know and understand:

(a)
How to prepare and make sense of basic cash flow statements and forecast possible high and low cash flow rates 

(b)
How to monitor cash flow 

(c)
How to control sources and uses of cash 

(d)
How the timing of cash receipts and spending affects cash flow

(e)
How not meeting agreed targets can affect cash 

(f)
How to choose the most useful timescales for financial forecasts 

(g)
Who can provide financial advice on a business 




	Element G2.2
Increase the profitability of the business


	Performance Criteria 

You must:

1
Set profit targets that are in line with your financial plans for the business

2
Accurately work out business income and spending and regularly assess their effect on profit targets

3
Use reliable information to work out profit and to produce forecasts

4
Correctly identify differences between forecast profits and actual profits, and investigate what has caused them

5
Control the business income and spending to help meet profit targets

6
Identify ways to keep your tax liabilities to a minimum within the law


	Knowledge and Understanding 

You must know and understand:

(a)
What the appropriate profit margins are for the business and its products and services and how to work out the difference between gross and net profit

(b)
How to compare yourself with others in the same field, for example by seeing if your business is doing as well as other business like it by using information from the local business advice centre or chamber of trade

(c)
How to make sense of cash flow forecasts, profit and loss statements, and balance sheets, and what they should contain

(d)
How to work out basic profit and loss statements, high and low forecasts and simple ratios, how to use this information to analyse the profit margins for different products and markets

(e)
How to monitor profitability, and how often this should be done

(f)
How to decide what range of stock to offer by taking account of, product life cycle and stock turn 

(g)
How to compare stock range and volume of sales with, production, finance, purchase and pricing policy 

(h)
What basic ways there are of keeping the amount of tax you pay to a minimum

(i)
What laws and regulations refer to owner-managers 

(j)
What sources of information are available 

(k)
Who can provide financial advice on a business 




	Element G2.3
Develop working relationships with finance providers


	Performance Criteria 

You must:

1
Agree the aims of your relationship with each finance provider

2
Maintain regular contact with finance providers

3
Make the best use of the skills and experience of your finance provider

4
Agree the costs and benefits of the finance with the finance provider

5
Make sure that you understand what they want you to do

6
Meet the requirements of finance providers by taking suitable action and asking for help when you need it

7
Monitor the costs and benefits of the finance to your business regularly


	Knowledge and Understanding 

You must know and understand:

(a)
What the financial needs of the business are 

(b)
How to keep in contact with finance providers and how often 

(c)
The different kinds of information finance providers need

(d)
What sources of finance are available from finance providers, and how to assess the suitability of each for the business 

(e)
What paperwork should be used for recording financial agreements
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