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	Title
	Maintain records regarding vessels in marinas and boatyards

	Level
	2

	Credit Value
	2

	Learning Outcomes - The learner will:
	Assessment Criteria - The learner can:

	1
Be able complete documentation relating to marina and boatyard operations
	1.1  Obtain copies of the correct documentation

1.2  Complete documentation accurately and clearly in accordance with organisational procedures

1.3  Store records in relevant files to aid future reference

	2
Understand the importance of correct administration to the effective operation of a marina and boatyard
	2.1  State the range of records that  are required to be completed by marina and boatyard staff

2.2  State the impact on the operation of the business if accurate records are not maintained

2.3  Explain why it is important to complete records accurately and legibly

2.4  State where completed records should be stored

	Additional information about the unit

	Unit purpose and aim(s)
	This unit assesses the candidate’s knowledge and skills associated with completing and maintaining records. Records may relate to maintenance schedules, records of work carried out or of faults that have been identified. 

	Unit expiry date
	31 December 2018

	Details of the relationship between the unit and relevant national occupational standards or other professional standards or curricula (if appropriate)
	This unit is based on NOS unit LANCS 5 ‘Maintain and store records within the workplace’ developed by Lantra.

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	 Assessment will be by a combination of the following methods – assignment; knowledge based testing; project work; presentation; practical demonstration; other - as agreed in consultation with the external verifier

	Support for the unit from a sector skills council or other appropriate body (if required)
	Maritime Skills Alliance
British Marine Federation 

The Yacht Harbour Association

	Location of the unit within the subject/sector classification system
	4.3 Transportation operations and maintenance

	Name of the organisation submitting the unit
	 

	Availability for use
	

	Unit available from
	

	Unit guided learning hours
	20


