UNIT 204 Follow the rules to deliver customer service
NAME ___________________________________


	1
	Please describe organisational practices and procedures that relate to your customer service work
	

	2
	Please state the limits of what you are allowed to do when delivering customer service
	

	3
	Please explain when and how you should refer to somebody in authority about the rules for delivering customer service
	

	4
	Please explain how you protect the security of:-
	Customers:
Their Property:


	5
	Please describe your health and safety responsibilities relating to customer service work
	

	6
	Please explain your responsibilities in delivering customer service and how you treat customers equally
	

	7
	Please explain why it is important to respect customer and organisation confidentiality
	

	8
	Please list the main things you MUST DO in you job under legislation that affects customer service work
	

	8
	Please list the main things you MUST NOT DO in you job under legislation that affects customer service work
	

	9
	Please list the main things you MUST DO in you job under EXTERNAL regulations that affects customer service work
	

	9
	Please list the main things you MUST NOT DO in you job under EXTERNAL regulations that affects customer service work
	


SIGNED: .....................................................  DATE:  .........................................

ASSESSOR: .........................................  SIGNATURE:  .....................................

DATE:  .....................................................
C204 Outcome 2: Know how to follow the rules to deliver customer service


Your Workplace














