Unit 20: Handling Mail

Unit reference number: A/502/4008
QCF level: 1

Credit value: 2

Guided learning hours: 20

Unit aim

This unit aims to enable learners to develop skills in handling mail and aspects
associated with it.

Unit introduction

In this unit, learners will gain an understanding of how to handle mail efficiently
and why this is important for an organisation. It is important for those working in
administrative roles to have a good understanding of how to handle mail to ensure
the flow of communication meets an organisation’s administrative needs.

In the first part of the unit, learners will develop a knowledge of the benefits for an
organisation of efficient mail distribution, and of the negative impact of inaccuracies
or delays. They will also learn about procedures for dealing with confidential post.

In the second part of the unit, learners will have the opportunity to carry out mail-
related tasks, such as sorting and distributing incoming mail, collecting, sorting and
despatching outgoing mail and considering how to deal with damaged or suspicious
items.

Essential resources

Visits to local organisations should be encouraged and guest speakers will add
currency and vocational relevance to the topic.

110 Specification - Pearson BTEC Entry Award/Level 1 Award/Certificate/Diploma qualifications in
Business Administration — Issue 5 - August 2013 © Pearson Education Limited 2013



ITT

€T0Z PayWI] uoieonpsy uosiead @ €107 ISNBNy — G SNSS — UOIIeIISIUIWPY SSauisng

u] suopipedyijenb ewojldig/aeduia)/plemy T |9A97/piemy Aljug D31g uos.aead - uopedynads

Aep Jo sawiy 39s 3e 3sod bulisalap faoe|d 3024400 3Y3 Ul 19|

si 3sod Bulinsus fuosiad 3094402 03 paJaAlap si 3sod bulnsua :bunnqLisig o

auljpesp
uaAlb e 0] pue Aj@3edndde
llew Bujwodul 3INquIsIa | £°¢C

swa]l shoiidsns 4o pabewep bBuiplodad {1aA19034
yam buppayd faapuas yum bupoayd o3 Jodad 03 oym buimouy {pabewep

10 snopidsns sI wall ue uaym buimouy :sways pabewep 1o snodidsns O

swal
pabewep 4o snoiidsns

UM |eSap 03 Moy 33e31S | 2°C

s|enpiaipul

‘swea) ‘syjuswnedsap ‘sao140 Jualayip 01 buipiodoe 3sod buinos :Huipios O

Ajojelidoidde [rew Bujwooul
llew Bujwodul WoS | T°C yiim |esp 03 9|qe ag | ¢

DIAIDS
121un0d ‘AuaAlap |eioads ‘AlaAlep paplodad *ba ‘adiAlas |eysod dejnoided
Buisn {3sod |eiauapyuod doj sadojaAud |epads buisn {A3094100 paJdaAlPp
s| 3sod |elquapiyuod bulnsua {AJaAl9p 240joq pauado Jou S| |elRUSPIIUOD
paxJew 3sod jeyy ainsus ‘,|euostad, Jo ,|eiauapiyuod, 3sod |aqe| "H6°2
‘saunpadodd fuonijesiuebio 01 SARISUSS uoiRWIOUI ‘S|ielap 92A0|dwd

J0 Jawo3snd “6°9 ‘uoijewlolul [elauspluod Jo sadAy :Ayjenuspyuo)y o

uolzewJojul
|elauapjuod 30930.4d
03 saJnpadodd AJuapl | €T

uoizeyndal s,uonesiueblo ayy abewep

pue sjuiejdwod Jowo3Isnd 0} pes| ued ‘a1e| PaAISdal e 10 paAladal

jou aJe sjuswAed J0 sa210AUl ‘saljddns ‘passiw aJe saulpeap 0s 3]g|
P3AISJ3J S| UuolieWJIOojuUl ‘uosdad 3034400 AQ pPaAISJaJ J0U uoijewdodul "ba

‘1oedwi Jo sadAy :sAejap o saioelndoeul Jo 3pedwll anljebapN O

1oedwi aanebau
e 9ARY URD SsAe|op
10 sapeandoeul Aym 21els | Z°T

sol|ddns Jo sabeyoed ‘sad10AuUl ‘S19139] ‘|eulaIxd ‘jeudajul 6o
‘13s0d jo sadA] {juswAed ‘sadloaul ‘swiuio) bupjooq ‘sjuiejdwod
‘sallanb Jowolsnd "6 9 ‘yum 3jeap aq 03 uosiad 3094400 sayoeal

UOI_WLIOJUI fUOI3_UIIOUI JO MO YIOOWS :UO/INGLIISIP JUBIDIYS JO Siyjausyg o

uoneoyidwe jun

A|2anoas
ssauisng e sjlyauaq pue Ajjuspiye |lew
[lew Jo uoinqliisip d|puey 03 ssaulshq e J0J

JUSDIYS Moy 33e3S | T°T | Juepodwi st 3 Aym mouy | T

L19]11D JUDWISSOSSY sawod3no bujuiean

:pjnoys Jausea] e jun siyj jo uonajdwod up

"JIUN 3Y) SA3IYDE 0} paJdinbal piepuels ayj aullIS)Sp B9} JUSWISSISSe 3y "}un ay3 Joj SSWwo02Ino
Buiudes| ay [|e 399w ued Aay] 1ey) 93LJ3SUOWSP 03 SPIU JUSLISSISSE 10) SJuasald Jauldes| ayl 3.yl 90UapIAS ay3 ‘3un siyy ssed 03 Jap.o Ul

uonijeoyyijdwe JiUN pue elIR}LID JUSBWSSISSE ‘SOW023N0 BululeaT]




€T0Z Pa3IwI] uoieonp3 uosiead @ £T10Z ISNBny — G aNsSsT - uoneIISIUIWPY SSaulsng
u] suonedyyijenb ewojdig/aedlia)/plemy T |9A97/piemy Aiju3 D31g uosiesd - uopiedlynads

CT1

SwII0)
pajejal-Jdaiiddns ‘sjaqge| AdaAliap |epads 6 2 ‘uoiejuswnoop bunajdwod
!passalppe Ajajeldndoe pue Ajea) si 3sod buninsua {Aj@anodas buijeas
‘3z1s '6'2 ‘swa]l buibexoed !abexoed jo azis ‘quabuin si jiew Ji buppayd

‘6°9 ‘suoindo 3saq bBuiAjauapl THA ‘el |eA0Y 6°9 ‘suspinoad Jusuayip Qw3 uo
1sod 3ybiutano ‘Ausalep |edads "6 o ‘sadiAlas Jo sadA] :bulyojedsag O |lew bBujobino yojedsiq | z'€
awn
uo pue Aj@iedndoe |lew
pa309||02 2q 03 1sod bulAjiauapl ‘sawil 319s 1e 3sod buiyda) 0o buoson  © | Bulobino J0s pue PJ|I0D | T°E

uoneoyidwe jun

LI9]LID JUDWISSOSSY

[lew bujobino
Ylim |esp 01 s|qe ag | €

sawod3no buju.iean




Information for tutors

Delivery

This is essentially a practical unit. Learners will need the opportunity to develop and
practise the administrative skills needed to collect, sort and distribute mail.

Visits need to be arranged to different organisations, for example one with a
mailroom, one where mail is dealt with on reception.

Learners could observe the mailroom, or mail procedures, of different
organisations, including the centre, and be aware of the types of task undertaken.
Learners could work in small groups with each group researching a different
organisation. The findings could be presented to the rest of the group for
discussion.

Learners can discuss the types of problems they might encounter when delivering
or collecting items and prepare a poster of how these could be dealt with. Learners
should practise securing packages correctly and will need access to the relevant
materials. Learners can discuss the types of deliveries and collections made in an
organisation. They can then work in small groups to discuss the security measures
that need to be in place when handling post with regard to confidentiality and
damaged or suspicious items. A guest speaker could provide useful information
regarding aspects of confidentiality and security.

Outline learning plan
The outline learning plan has been included in this unit as guidance.

Topic and suggested assignments/activities

Introduction to unit and structure of the programme of learning.

Tutor-led discussion — what type of mail might a business receive? What might it
send?

In small groups, learners discuss how efficient distribution of mail benefits a business
and what would happen if there are inaccuracies or delays. Learners to record
thoughts on a flip chart and feed back to the rest of the group.

Tutor-led delivery on the importance to businesses of handling mail efficiently and
securely to underpin learner knowledge.

Assessment — learners to have a one-to-one discussion with the tutor and to state at
least two benefits of the efficient distribution of mail to business, and at least two
effects of inaccuracies and delays (learning outcome 1).

Assessment — learners complete a checklist of procedures for dealing with
confidential information for future reference (learning outcome 1).

Visiting from speaker who works in the post-room of an organisation to discuss
procedures for sorting and distributing mail and dealing with suspicious or damaged
items. Learners to prepare questions in advance.

In small groups, with materials and timelines supplied by the tutor, learners to
practise sorting and distributing incoming post and sorting and despatching outgoing
post, choosing the most appropriate postal service.

Assessment - learners to be observed sorting and distributing incoming post and
collecting, sorting and despatching outgoing post according to agreed timelines
(learning outcome 2 and 3).
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Topic and suggested assignments/activities (continued)

Assessment - learners produce a checklist of procedures for dealing with damaged or
suspicious items for future reference (learning outcome 2).

Assessment feedback, review and evaluation of unit.

Assessment

Assessment criteria 1.1, 1.2 and 1.3 can be achieved through group discussions or
through one-to-one or question and answer sessions with the tutor. Alternatively,
learners could produce short written statements, perhaps by completing a pro
forma.

To achieve 1.1, learners will need to state two ways in which the efficient
distribution of mail can benefit a business. ‘Efficient’ means mail is delivered on
time and to the correct person. For 1.2, learners should then state two negative
effects of inaccuracies or delays. To achieve 1.3, learners need to identify two
procedures for protecting confidential information.

Assessment criteria 2.1, 2.3, 3.1 and 3.2 can be assessed through practical
activities and it would be helpful if learners had access to a model post-room or
office and materials for packaging post.

Assessment criteria 2.1 and 2.3 can be achieved through sorting and distributing
post correctly within a given timescale. Learners should be observed by a tutor and
this observation should be taped or recorded observation on a witness statement.
Assessment criterion 2.2 can be achieved through a question and answer session
and learners need to state two procedures relating to how to deal with damaged or
suspicious items. This must be assessed through tutor observation.

To achieve 3.1 learners must be observed collecting and sorting outgoing mail
accurately within a given timescale. To achieve 3.2, learners must despatch two
different types of mail in a given timescale, choosing the most appropriate method
of despatch and preparing the mail appropriately, for example for urgent or special
delivery.

Any witness statements or observation records should be retained for verification
purposes.

Suggested resources

Books

Tetley C — BTEC Entry 3/Level 1 Business Administration Student Book (Pearson,
2010) ISBN 9781846909214

Websites
www.hse.gov.uk Health and Safety Executive - information on health
and safety in the workplace
www.skillscfa.org The Council for Administration
114 Specification - Pearson BTEC Entry Award/Level 1 Award/Certificate/Diploma qualifications in

Business Administration — Issue 5 - August 2013 © Pearson Education Limited 2013


http://www.hse.gov.uk/
http://www.cfa.uk.com/



