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TAE40110 Certificate IV in Training and Assessment: Assessor Guide

Assessment 4: Questions (Learning Guide Section 5)

The answers may be completed by the candidate during workshop sessions, or as a self-
paced assignment.

The candidate may refer to their learning materials and conduct any necessary research
when completing the answers.

These questions relate to Section 5 of the Learning Guide.

Question and Benchmark Answer Mapping

1. There are 4 dimensions of competency that everybody needs (generic) | TAEDES402A-RK3
in order to successfully achieve any task. What are they?

Answer

1. Task skills

2. Task management skills

3. Contingency management skills
4. Job/role environment skills

2. Give an example of how job/role environment skills relate DES402A-RK3
requirements for driving a car.

Answer

Knowing the road rules and what is expected of you

3. When you are packaging a qualificatio selecting u meet TAEDES402A-RK7

client needs, you rleed to refer to the Pa s for a qualification in TAEASS402B-RK1
the relevant Training Package? What wou for on the
training.gov.au website to find the Rackaging TAEDES401A-PC2.2

Answer

The code of the qualificatj

of TAEDES402A define TAEDES402A-RK9
TAEASS401B-RK5

ompetency standard to the work
lient or client group

s of competency, RTOs must NOT ... (complete TAEDES402A-RK9
TAEASS401B-RK5

TAEDES402A-PC5.1
to the number and content of elements and performance

criteria

6. If the Range Statement of a unit of competency states “may include” do | TAEDES402A-RK9

you need to include every item in your assessment? (Yes or no) TAEASS401B-RK5
Answer TAEDES402A-PC5.1

No

© Sandy Welton Page 2
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TAE40110 Certificate IV in Training and Assessment: Assessor Guide

Question and Benchmark Answer

Mapping

7. If the Range Statement of a unit of competency states “must include” do
you need to include every item in your assessment? (Yes or no)

Answer

Yes

TAEDES402A-RK9
TAEASS401B-RK5
TAEDES402A-PC5.1

8. Can you contextualise your learning delivery and assessment process to
substitute industry specific jargon that means the same thing? (Yes or no)

Answer

Yes

TAEDES402A-RK9
TAEASS401B-RK5
TAEDES402A-PC5.1

9. The assessment of competency MUST be based on the competency
standard (unit or module). This means that you need evidence that the
candidate is competent in 4 things. What are they?

Answer

1. All Performance Criteria
2. All Required Knowledge
3. All Required Skills

4. All Employability Skills

10. The unit of competency has an Evidence Guide.
that lists the evidence of competency that you must ga
retain?

Answer

Critical aspects of evidence

TAEASS401B-RK4
TAEASS403B-RK1

11. There are 2 approaches to Tr Needs is. What are they?
Answer

1. Enterprise bas

TAEDEL402A-RK4

raining Needs Analyses, what type of
at you can develop a Learning

TAEDEL402A-RK4

of individuals who may be required to conduct Training

Answer should give 3 of the following:

A team leader or manager

Human Resources personnel

Change Management personnel

External consultants

RTO staff and trainers acting as external consultants

RTO staff and trainers developing learning programs for individual
trainees

e RTO staff and trainers developing learning programs for target
groups

TAEDEL402A-RK4
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TAE40110 Certificate IV in Training and Assessment: Assessor Guide

Question and Benchmark Answer Mapping

14. When selecting a qualification to develop a career path for an BSBLED401A-RK4
individual or group, how would it help you to research the Qualification
Packaging Rules?

(HINT: What 2 headings in the Qualification Packaging Rules might assist
in matching the qualification to the job and future career pathways?)

Answer should indicate:
1. Job roles associated with the qualification

2. Pathways from the qualification

Assessor note: These headings do not appear in all Training Package

qualifications (particularly the older Training Packages). The candidate’s
answer should reflect qualifications in their own area of expertise and
therefore may vary.

15. If you were selecting a qualification for an experienced frontline BSBLED4@1A-RK4
manager to further their career into senior management, what AQ S402A-PC5.1
would you select?

Answer

Diploma or above

16. List 4 types of high risk work that have licensing ré TAEASS402B-RK4
Answer
1. driving a truck
2. operating a fork lift
3. operating earthmoving eq
4. operating cranes

Assessor note: The abave den in the Learning Guide. The
candidate may select ions relevant to their own expertise,
provided that thes ifications have licensing requirements.

ther there are (or may be) licensing TAEASS402B-RK4
consult with the relevant ..... [finish the TAEDES401A-PC2.1
sentence].

ensing Authority
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TAE40110 Certificate IV in Training and Assessment: Assessor Guide

Question and Benchmark Answer Mapping

18. List the title and major headings in the competency standard TAEDES402A_RK5
TAEDES402A

Answer

e TAEDES402A: Use training packages and accredited courses to
meet client needs

e Description

e Employability Skills
e Application Of Unit
e Unit Sector

e Performance criteria

e Skills and Knowledge

e Range statement

e Evidence guide

TAEDES402A_RK5
TAEDES402A-PC5.1

19. List the sub-headings in the Evidence Guide of T
Answer

e Overview of assessment

e Critical aspects for assessment an
demonstrate competency in this

ence req

e Context of and specific resources SS
¢ Method of assessment

e Guidance informati

20. The Evidence Gui
is the other area of a
guidance on ass e

idance for assessment. What | TAEDES402A-PC5.1
e that you should ALWAYS read for

(Hint: It is an end of the Training Package).

Answer
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TAE40110 Certificate IV in Training and Assessment: Assessor Guide

Assessment 8 - Project: Analyse a unit (own area)

MAPPING - TAEDES402A: Use training packages and accredited courses to meet client
needs

CAE 1-2 | PC3.1-34,4.1-42 |RS1-4 |RK5678911

The candidate is required to analyse a unit of competency in their own area of
expertise.

The unit should be either at AQF level Certificate Ill or AQF level Certificate IV.

It is recommended that the candidate select a unit from the qualification t
in Assessment 6.

y unpacked

They are required to demonstrate the ability to locate the Training
training.gov.au and select the relevant unit.

The candidate should print the unit of competency and su intoutdgogether with
their assessment. The trainer/assessor may assist with_sea and
printing, if required.

The candidate should then use the information i complete the following
form.

Assessor note
The Assessment Guidance in the T ing Package requires assessment to be
directly relevant to the candidate’s own itenment and subject matter expertise.

This means that specific benc t be provided for this assessment.

You (the assessor) shoul
analysed the following:

didate has correctly identified and

e Written the cod the unit correctly.

e Copied the or summarised correctly if it is very long).

are relevant licensing requirements that relate to the unit.

quisites for the unit, or alternatively stated “no prerequisites

entified the relevant Qualification code and name where Employability
stated.

o |dentified job roles associated with the unit. These may not be specifically stated in
the unit, and in this case the candidate should use their own experience to identify
relevant job roles.

o Copied all of the elements accurately.

¢ Listed headings in the Range Statement that may allow for contextualisation and

differentiated headings in the Range Statement where “must include” does not allow
for contextualisation.

© Sandy Welton Page 7
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TAE40110 Certificate IV in Training and Assessment: Assessor Guide

o Copied or summarised the Critical Aspects of Evidence

e Summarised appropriate assessment methods and contexts - referring to the
information in the Evidence Guide.

The following form is provided in the candidate’s Assessment Workbook for completing
this assessment task.

Code and Title of Unit

Description

Licensing requirements

STATEMENT IN THE CODE OF RELE
UNIT:

Employability Skills LIFICATION

Relevant Job roles

Element 1

Element 2

Element 3

Element 4

Element 5

Element 6

Element 7

Element 8

Element 9

Headings in Range ‘
statement allowing for
contextualisation

Headings in Range
Statement *must
include” (if any)

Critical aspects of
evidence

(copy or summarise)

Assessment methods
(context and resources
assessment guidance
in Evidence Guide)
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TAE40110 Certificate IV in Training and Assessment: Assessor Guide

Assessment 11 - Project: Training Needs Analysis (own
area)

MAPPING - TAEDES401A: Design and develop learning programs

| PC1.1-1.4 | | RK3512

MAPPING -TAEDES402A: Use training packages and accredited courses to meet client
needs

|PC1.1,2.3,41,52 |RS12 | RK37
MAPPING -BSBLED401A: Develop teams and individuals
CAE 1 PC1.1,1.3-1.4 RS 4
PC2.1

The candidate is required to complete Training Needs Analysis (TNA) ba upon the
gualification that they unpacked in Assessment 6 in their own area '
The candidate is to identify an organisation that employs work ills and
knowledge relevant to the unpacked qualification. Ideally thi date’s
own work environment. Where this is not possible, the trai
the candidate on the selection of a real or simulated orgaqi

The special need should preferably rel )
the individual’s functionality or ability ot prevent them from doing the
is a fork-lift driver who has a prosthetic

left arm. This will not prevent t ing the job, but they would need

assistance with manual lifting
The TNA will have 3 secti
1. Enterprise

The candidate
Workbook for th

report or use the form provided in their Assessment

They sho identify the skills and knowledge that the organisation requires
for their wo ecified field (department/section). This needs to take into
a spe rk*skills for the job and also “generic” skills.

2. ual based - target group

The can e may provide a typed report or use the form provided in their Assessment
Workbook for this purpose.

They should identify the workers and their job role as it relates to the qualification.
They should analyse the current skills and knowledge of the workers. This should
include generic skills (such as LLN) as well as existing skills and knowledge for the tasks

they need to perform.

The TNA should also identify the consultation processes undertaken and the feedback
received - particularly from the individual workers.

© Sandy Welton Page 10
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TAE40110 Certificate 1V in Training and Assessment: Assessor Guide

The final section of the TNA should be a gap analysis and recommendation to undertake
training and assessment leading to the qualification identified in Assessment 6.

3. Individual based - special needs

The candidate may provide a typed report or use the form provided in their Assessment
Workbook for this purpose.

They should identify one worker with special needs who was included in the second
TNA.

The special need may be a disability or other relevant special need such as LLN

disability does not prevent the worker from achieving the learning and a:
outcome and performing the required work tasks.

The TNA should also identify the consultation processes u feedback
received - from the individual worker in relation to their, i

The final section should recommend reasonable
assessment process in order to support the lear

ining and
e gualification.

Suggested special needs list
Physical disability such as:
missing limb

y such as:
depression

e vision impairment schizophrenia

e hearing impairment mental impairment eg Downs
e back injury Syndrome

¢ medical condition e Attention deficit disorder,

e Asperger’s syndrome or autism

Cultural special needs

¢ religion (eg Islam prayer breaks)

e race (eg Aboriginal suffering
prejudice in Australian society)

e immigrants (eg dealing with trauma,
victim of torture, culture shock)

Learning disability
Dyslexia: re

nt Guidance in the TAE10 Training Package requires assessment to be
t to the candidate’s own work environment and subject matter expertise.
that specific benchmark answers cannot be provided for this assessment.

The candidate’s Assessment Workbook contains the following form. Assessor guidance
on benchmark criteria has been included in this Assessor Guide in italics.

© Sandy Welton Page 11
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TAE40110 Certificate IV in Training and Assessment: Assessor Guide

1. Training Needs Analysis - Enterprise Based

Name of the organisation

Brief outline of the organisation’s purpose / function

example may be a retail organisation such as Woolworths - purpose to sell food and
household products to the general public

A

Role of the department/team/workgroup investigated

example may be warehousing team involving goods receipt, goods

despatch.
a

Outline of the tasks performed by the team/workgroup

examples may be:

e communication with suppliers, transporter
checking incoming goods and completing
stocktakes and comparison with invento
reporting stock discrepancies
safe operation of a forklift
safe manual handling
compliance with organisationa angd procedures

o

Summary of the generic skills required

examples may be:
e reading and
verbal com

Summary of the work specific knowledge required for the tasks

guirements

ational policies and procedures

legislative requirements

use-by dates

MSDS

NOTE: The candidate should refer to the selected qualification and summarise the
knowledge requirements. This can be a list of the relevant units.

© Sandy Welton Page 12
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TAE40110 Certificate IV in Training and Assessment: Assessor Guide

Summary of the work specific skills required for the tasks

examples may be:
e technology skills (computers / databases / email etc)
¢ mathematical skills for inventory management
e operation of forklift
e safe manual handling

Organisational stakeholders - management and HR personnel consulted and their
feedback

examples may be:
e Warehouse manager
¢ HR manager
feedback may be:
e Errors in inventory management
¢ Ineffective teamwork
¢ High staff turnover

2. Training Needs Analysis - Individual Baseh

Names of the individual interviewed and their job titles
example may be:
e individual A - warehouse inven
e individual B - warehou
e individual C - warehous atch officer
All individuals may also ifi the same job title.
Generic skills assessment - related to TNA 1 list
Average of
Manager self-
Generic Skills List grade (1-5) | assessments
grade (1-5)
3 4
3 4
munication 3 3
teamwork 2 4
problem solving 1 3
technology 2 2
© Sandy Welton Page 13
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TAE40110 Certificate IV in Training and Assessment: Assessor Guide

Work specific knowledge assessment - related to TNA 1 list

Average of
Manager self-
Work specific knowledge list grade (1-5) | assessments
grade (1-5)
OHS requirements 3 4
organisational policies and procedures 3 3
legislative requirements 2 4
use-by dates 3
MSDS 2
Work specific skills assessment - related to TNA 1 list
Average of
elf-
Work specific skills list assessments
grade (1-5)
technology skills (computers / databases / email 4
mathematical skills for inventory management 3 3
operation of forklift 2 4
safe manual handling 1 3

o
Feedback from interviews of individuals in the work group - their self-assessment and
personal wishes for self-development

This should be a paragral ning the workers individually felt about their
career path and/or eir personal motivations for self-development and
undertaking traj

VR
Gap analysis and recommendations for learning program

aph identifying the key gaps and recommending a learning
preferences for delivery and assessment methods - work based
y learning - time frame etc.

There s be a final paragraph recommending the individuals undertake a learning
and assessment pathway to achieve the qualification identified in Assessment 6 - listing
the relevant units.
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TAE40110 Certificate IV in Training and Assessment: Assessor Guide

3. Training Needs Analysis - individual with special needs

Names of the individual with special needs (one of the individuals identified in TNA 2)

example may be:
e individual B - warehouse forklift driver

Identification of the individual’s special need

example may be: prosthetic left arm

Explanation of the individual’s ability to do the job and undertake training / assessment

example may be that it does not affect their ability to drive a forklift or to rtake
g.

inventory, receipt and despatch tasks but limits their ability for manu

Generic skills assessment

Work specific knowledge assessment

Work specific skills assessment

Refer to TNA 2 - This individual was included in the TW—

Feedback from the individual to identify reasonable adjustments
example may be the individual cannot lift heavy «

ability to write quickly because they are left-hand y ha 3arned to write with their
right hand but they are slow. OK to fill in forms b

Recommendations for reasonable adjustments

example may be to omit manual han ion tasks and to use oral questioning
for confirmation of knowledge r i
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TAE40110 Certificate IV in Training and Assessment: Assessor Guide

Assessment 16 - Project: Assessment Plan (own area)

MAPPING - TAEASS401B: Plan assessment activities and processes

CAE 1-2 PC1.1-1.2 RS134 RK2345910
PC 2.1-2.3

The candidate is required to design an Assessment Plan based upon:

e The qualification in their own area of expertise that they unpacked in Assessment
6.

e The learning program that they developed for the group of learners ijyTask 2 of
Assessment 11. This assessment plan does not need to consider re
adjustments. In practice, this would require a second (different) ent plan.

The format used may be a typed report, or the candidate may
Matrix form provided in their workbook.

The Assessment Plan (matrix) for this course (TAE401 [ ining and
Assessment) is provided at the end of the candidate’s
reference.

The Assessment Plan should identify a range of ds of assessment for
each unit of competency. (Third Party verificatio supplementary, may be the
3" method of assessment identified). T essment Plan is to identify

The Assessment Guida
directly relevant to the

ining Package requires assessment to be
environment and subject matter expertise.
ers cannot be provided for this assessment.

should be cited in each row.

a logical chronological order for assessment. Often this
nits (such as OHS) as the first units but not always.

place an X in the relevant columns. The key aspects are to
e selecting appropriate assessment methods for the unit, and
g'that a range of assessment methods is always used.

is no specific requirement for 3 assessment methods - however this tends
to be the practice. The candidate may identify more than 3 assessment methods
if this is relevant for the unit of competency.

e The candidate may identify self-assessment in all cases, on the basis that an
individual should not be assessed as competent unless the individual personally
believes they are competent.

Assessor note: The form in the candidate’s Assessment Workbook has 12 rows. If the
gualification selected by the candidate has more than 12 units, they may complete the
Assessment Matrix for a partial qualification of only 12 units.

© Sandy Welton Page 17
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Assessment Matrix (Assessment Plan)

Qualification Code and Title same as Learning Program Assessment 13
Target group of candidates same as Learning Program Assessment 13
Assessment context/s as identified in Learning Program Assessment 13
(environment)

OHS considerations and strategy as identified in Learning Program Assessment

Assessment method / instruments required

Unit Code and Name (in chronological order of assessment) Written oral Projects / Observation / Third party | Self-

Questions Questions Practical Practical assessment

Unit code and name (of the first unit) X X X

Second unit

X
X X X
Third unit ... etc % ’ X X «
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Assessment 21: Questions (Section 10)

The answers may be completed by the candidate during workshop sessions, or as a self-

paced assignment.

The candidate may refer to their learning materials and conduct any necessary research

when completing the answers.

These questions relate to Section 10 of the Learning Guide.

Question and Benchmark Answer

Mapping

1. List 5 kinds of specialist support that you may need to arrange under the
requirement for reasonable adjustments.

Answer - 5 of:
1. Assistance by third party, such as carer or interpreter
2. Support from specialist educator
3. Provision of developed online assessment activities
Support for remote or isolated candidates and asse
Support from subject matter or safety experts
Advice from regulatory authorities

Assessment teams and panels

Support from lead assessors

© © N o g k&

Advice from policy development

SS402B-RK1

2. If a candidate has a disability,
you are required to make rea
process. What is the one si

candidate to undertake ei

ther special needs,
the assessment
d not permit the

Answer should indica

If the special ne ould not be able to do the job.

TAEASS402B-RK1

3. Reason adj
is client-fo
relation to a

requirement under the AQTF because it
ciples that underpin this requirement in

essment)

4. Valid

TAEASS402B-RK1

4. Is it a requirement under the principle of fairness to always agree upon
the assessment process with the candidate and to give feedback?

Answer

Yes

TAEASS402B-RK1

© Sandy Welton
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Question and Benchmark Answer

Mapping

5. If a candidate was seeking RPL, what document would you always ask
them for, regardless of the qualification?

Answer

Curriculum Vitae

TAEASS402B-RK2

6. What is the most common organisational procedure for authenticating
an RPL candidate’s work experience?

Answer

2 references (third party verification)

TAEASS402B-RK2

7. If you are conducting assessment in a high risk environment such as
drilling, rigging, construction or mining, what must you do prior to the
assessment?

Answer

Complete a risk assessment and implement risk control mea

8. If at any time during the assessment process you believe t
person is at risk, what must you do?

Answer

Immediately abort the assessment and repor

S402B-RK5
03B-RK1

AEASS402B-RK5
TAEASS403B-RK1

9. If you fail to correctly record an asse
during an audit, what can happen to the

Answer

The RTO may be marked as |
will be at risk

ir scope of registration

TAEASS402B-RK4

10. An RTO should i
prior to assessment.

s of théir rights and responsibilities
ude the RTOs commitment to

ho will have access to personal
ent decisions.

t the candidate does before commencing

TAEASS402B-RK4

11. Ifa e advises you that they have a medical condition and they
need to t an extension of time, what information should you pass
on?

Answer

Only the information required to gain the extension - not the personal
details

TAEASS402B-RK4
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TAE40110 Certificate IV in Training and Assessment: Assessment Workbook

Assessment 22 - Project: Assess Competence -
RIICOM201A: Communicate in the workplace

The candidate is required to assess a candidate for competence in the unit
RIICOM201A: Communicate in the workplace.

The completed Assessment Task Workbook is on the following pages.

e The candidate (Joe Smith) has completed the answers to the written questions.
e The practical activities are not yet completed.

You (the assessor) should give the candidate the Assessor Guide hand
RIICOM201A _Assessor Guide_ HANDOUT and the candidate shoul his through
prior to completing the assessment project.

NOTE: The assessment task workbook has been provided in
candidate is only required to complete the assessment of t

You (the assessor) should use questioning to confirm
of the difference between an assessment instrument a

Benchmark answers are provided in italics in thi

© Sandy Welton Page 22
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ASSESSMENT TASK WORKBOOK: Candidate Name
RIICOM201A: COMMUNICATE IN THE WORKPLACE ’
_)oe Smith

The Assessment Tasks

This document contains all of the summative assessment tasks required for the unit
RIICOM201A: Communicate in the workplace.

Methods of Assessment
The Assessment task workbook uses a range of assessment methods which should be
conducted over a period of time. There are two main projects, as follows:

Project 1: A written test in a classroom environment

Project 2: A practical demonstration, observed by your assessor.

Both projects must be completed satisfactorily within the assessor’s expert professional
judgement. The forms in the candidate’s Assessment task workbook should be campleted and
signed at each stage of the assessment process by the assessor and the candi (student).

If at any stage of the assessments, the assessor believes that the safet nyone is in
jeopardy, they will abort the assessment session.

Assessment Project 1. Written Test
This test may be completed in a classroom environment.
The test must be completed by you individually, working alo

Questions Satisfactory /

Write the answers in the spaces below Not Yet
Satisfactory
S NYS
v v

1. Give 2 reasons why you need to comm
of the team, while you are doing the job.

So theg kwnow what you are
S0 You kunow what th

constantVawith'other members | v

Assessor Comments:

Answer accepted - candi afety but the answer is appropriate

2. Listthe 5 key r
Act (Qld).

1, C nstructions given for workplace
ea safety

onal protective equipment if the

yer provides it and if You are properly
instructed in its use

3, Not wilfully or recklessly interfere with or
misuse anything provided {for workplace health
and safety at the workplace

4. Not wilfully place others at risk

5, Not wilfully tnjure yourself,

orkers under the Workplace Health & Safety | v
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ASSESSMENT TASK WORKBOOK:
RIICOM201A: COMMUNICATE IN THE WORKPLACE

Questions
Write the answers in the spaces below

Satisfactory /
Not Yet
Satisfactory

S NYS
v v

Assessor Comments:

correct in all details

3. If a Code of Practice applies in your workplace, you (or your employer) has 2

choices - they MUST do one or the other. What are the 2 choices?

Do what the code says
Do it a better way thaw the code says

Assessor Comments:

answer has summarised benchmark answer in the candidate’s o

4. What is the name of the Act that makes disability discrimi
aims to promote equal opportunity and access for pe

DLsabiLttH Dlserimination Act

Assessor Comments:

correct - date omitted but this is acceptal

5. List 4 safety procedures that y , when using

communication equipment.

site safety plan
traffic mana
environme

nt pLaw

Oré USE

irectly comply with benchmark but is more specific and demonstrates knowledge

6. List 5 signalling methods to convey information that may apply at a
construction work site.

hand stgnals
whistles
lights

signs

sirens

v

© Sandy Welton
TAE40110-Assessor-Guide-SAMPLE-V2

Page 24
December 2011




ASSESSMENT TASK WORKBOOK:
RIICOM201A: COMMUNICATE IN THE WORKPLACE

Questions
Write the answers in the spaces below

Satisfactory /
Not Yet
Satisfactory

S
v

NYS
v

Assessor Comments:

correct in context of candidate’s work environment

7. List 2 types of earthmoving plant where you may need to act as a “spotter” and | v/

give hand signals to guide the operator.

bobeat
digger

Assessor Comments:

these are not listed in benchmarks but answer is correct

8. What are the 2 hand signals that every construction site w

stop
emergency stop

Assessor Comments:

correct

9. How do you know when a 2-w io batte d?
it beeps

v
Assessor Comments:
correct
10. What isgthe us e¥or communicating a serious accident? 4
dial 00
1t 0 Y
t ¢ around
ma rem sofe
help theperson
Assessor Comments:
much more detailed answer than required by benchmark - good work
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ASSESSMENT TASK WORKBOOK:
RIICOM201A: COMMUNICATE IN THE WORKPLACE

Questions
Write the answers in the spaces below

Satisfactory /

Not Yet

Satisfactory

S
v

NYS
v

11. What are the 5 steps in active listening?

1. Pny attention,

2. Show that you are Listening,
3. Provide feedback.

4. Defer judgement.

5. Respond appropriately.

Assessor Comments:

correct

12. If you located underground services that were damage
equipment would you use to record and report the damage?

camern
phone

4

Assessor Comments:

correct with additional information - good

13. List 6 ways that you can
Be on time

Listen
Don't talk

ratively in meetings.

from benchmark but means the same

14. List 2 reasons why you need to complete documentation to track (log)
supplies.

budgeting
having wmaterials whew you need them
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ASSESSMENT TASK WORKBOOK:
RIICOM201A: COMMUNICATE IN THE WORKPLACE

Questions
Write the answers in the spaces below

Satisfactory /
Not Yet
Satisfactory

S
v

NYS
v

Assessor Comments:

wording differs from benchmark but means the same

15. When are personal danger tags attached to a piece of machinery or
equipment?

Whew it’s being maintaineo

Assessor Comments:

wording differs from benchmark but means the same

Total Number of Questions 15
Result (total satisfactory answers) 15
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ASSESSMENT TASK WORKBOOK:
RIICOM201A: COMMUNICATE IN THE WORKPLACE

Assessment Checklist — Project 1: Written Test

Student
name

Joseph Smith

Student
Number

1224

Assessor NAME TO BE WRITTEN HERE

name

Candidate Assessment Declaration (tick the relevant box)

The purpose and outcomes of the assessment have been
explained to me

Yes |Z| No

I have received information about the qualification

Yes No

I understand the type of evidence to be collected

M
Yes |ZI No

The appeals system has been explained to me

I have informed my assessor of any special needs that may need
to be considered during the assessment
Candidate signature

Jae Suitl

Assessor comments (tick the relevant box)
RPL / accelerated progression required

O0O00o O

Date

sl:l No|Z|
ves O No|Z|

Language / Literacy / Numeracy support require

Any other special needs (describe in the space ves O No M

Assessor signature Date

SIGNATURE TO BE WRITTENHERE DATE TO BE WRITTEN
S HERE

Result of assessment - Project 1: Written Test

Attempt No 1: S

Attempt No 3: s I nys O

Satisfactory [ Not Yet

ar and good understanding of the required knowledge for this unit.

Assessor signature Date
SIGNATURE TO BE WRITTEN HERE DATE TO BE WRITTEN
HERE
| intend to lodge an appeal on the above decision ves O No M
Candidate signature Date
P DATE TO BE WRITTEN
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ASSESSMENT TASK WORKBOOK:
RIICOM201A: COMMUNICATE IN THE WORKPLACE

%
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N
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ASSESSMENT TASK WORKBOOK:
RIICOM201A: COMMUNICATE IN THE WORKPLACE

Assessment Project 2: Practical Demonstration Tasks

You will be asked to complete a number of practical tasks to demonstrate your competency.
Your assessor will observe you individually completing the task or, where relevant, completing the
task as part of a team.

The tasks will be completed either in a real workplace or a realistic simulated workplace.

Your assessor will complete the Task Checklists in your Assessment task workbook while they
observe you demonstrating the tasks. Your assessor will discuss your performance and give you
feedback and support during the practical demonstration and after it is completed.

The assessor may ask you to explain the purpose or reasons for your actions as you perform
each task. This is to confirm that you have the underpinning knowledge relating to the
gualification and units of competency.

Task Instructions to Candidate

Task 1:
You are required to access a site traffic management plan (your assessor m
may be a traffic management plan for your current work site).
1. Explain the meaning of the symbols and words on the traffic our
assessor.
2. Explain the reason for having a site traffic management p
3. Explain how you comply with the site traffic manag
may be a job that you are required to complete as pa
in your qualification or a work job that you are
role).

this, or it

t for another unit
part of your job

Assessor Checklist:

O Explained and applied documented

O Clear and concise communicatio

O Explained the purpose of the tra ent plan in terms site safety requirements
and public safety

O Knowledge of relevant si

Assessor comments and r,

Satisfactory 0 Not Satisfactory O

radio at your workplace or a realistic simulated workplace.

ed communications equipment faults and methods of resolving / reporting
O Operated the communications equipment effectively

O Communicated using standard phrases for 2-way radio

O Communicated effectively and concisely

O Applied all operational safety requirements

Assessor comments and reasons for decision

Satisfactory O Not Satisfactory O

© Sandy Welton Page 30
TAE40110-Assessor-Guide-SAMPLE-V2 December 2011



ASSESSMENT TASK WORKBOOK:
RIICOM201A: COMMUNICATE IN THE WORKPLACE

Task 3
You are required to use hand signals to communicate with a plant operator.
1. Describe to your assessor and demonstrate the range of hand signals.
2. Explain to your assessor the safety aspects of hand signalling and the reasons why you
need to use hand signals.
3. Guide a plant operator to complete a work job safely, using hand signals.

Assessor Checklist:
O Correctly interpreted and used hand signals
O Ensured that the plant operator understood the signalling before commencing the work
O Applied all operational safety requirements - effectively guiding the plant operator
O Explained why hand signals are required

Assessor comments and reasons for decision

Satisfactory O isfactory O

Task 4

You are required to participate in a site meeting to plan a job.
1. Demonstrate active listening and active participation.
2. Communicate in a clear and concise manner
3. Ask questions and confirm the meaning of instructio
4. Ensure that you have obtained and communica .
5. Demonstrate appropriate communication and ; 0-Ope€ration with others

Assessor Checklist:
Demonstrated active listening - concentrating
Did not indulge in side discussions
Demonstrated focusing on the tea)
Participated actively in the meeti
Spoke clearly and concisely
Used appropriate languag
Demonstrated active co-

Oooooooo

Assessor comments and

Satisfactory O Not Satisfactory OO

You are reggi Safety Analysis for a specific job
i on of hazards and documenting the hazards clearly.
ment of risks associated with the hazards and document the risks

e analysis of risk control measures, and document the risk control measures

document to your assessor and include it in your evidence portfolio.

to transfer thoughts and verbal communication to clear written communication
O Following organisational procedures for safe work practices and risk management
O Following organisational procedures for reporting.

Assessor comments and reasons for decision

Satisfactory 0 Not Satisfactory OO
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ASSESSMENT TASK WORKBOOK:
RIICOM201A: COMMUNICATE IN THE WORKPLACE

Assessment Checklist — Project 2 Practical Demonstration

Student Student

name Number
Assessor

name

Candidate Assessment Declaration (tick the relevant box)

The purpose and outcomes of the assessment have been ves O nNo O
explained to me

I have received information about the unit ves O No O
I understand the type of evidence to be collected ves O No O
The appeals system has been explained to me Ye O
I have informed my assessor of any special needs that may need A O
to be considered during the assessment

Candidate signature Date

Assessor comments (tick the relevant box)
RPL / accelerated progression required

Language / Literacy / Numeracy support required

ESD

No

Any other special needs (describe in the space

Yes |:|

O0od

No

Assessor signature Q
A

Result of assessment Project 2 Practical Demonstration

O

2: sONYs | AttemptNo 3: s I NYs

Satisfactory [ Not Yet

Feedback overall performance

Assessor signature Date

| intend to lodge an appeal on the above decision ves O nNo O
Candidate signature Date
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ASSESSMENT TASK WORKBOOK:
RIICOM201A: COMMUNICATE IN THE WORKPLACE

Summative Assessment Record
1

RIICOM201A: Communicate in the workplace
_Joseph Smith

Student’s name

Date of
assessment

Signature of Assessor

Assessment 1: Written
Date:

Date:

Assessment 2: Practical
Date:
Date:

Assessor’s comments:

D Not yet competent O
Assessor’s signature
Student’s signature
Date
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Assessment 25 - Project: Validation (own area)

MAPPING - TAEASS403B: Participate in assessment validation

CAE 1-6 PC 1.1-1.3 RS 1-4 RK 1-3
PC 2.1-2.3
PC 3.1-3.3
MAPPING: TAEASS401B: Plan assessment activities and processes
| PC3.23.335 |RS13-6 | RK 1-10
Option 1:

The candidate is required to actively participate in a validation of one of the assessment
instruments that were designed in Assessment 18: This may be the instrument that they
personally designed or an instrument designed by another person.

This activity can be completed in a simulated workplace environmerit;
holding meetings and documenting the outcomes. All participants must si
documented outcome and submit a copy in their evidence por

Option 2:
The candidate is required to attend a validation meeti or the
purpose of validating an assessment instrument or tool.

The documented outcome (minutes and action ting must be
presented in the candidate’s evidence portfolio.

e Arrange all of the materials require ation - including the unit of
competency, the assessm i nd a checklist or form designed to
guide the meeting. (NOTE: following page may be used for this
purpose).

e Apply the ent and the rules of evidence.

or improvement.

e of the meeting is correctly documented together with an
ementing improvements.

e following form is partially completed to provide benchmark criteria.

The an rovided are a guide only. The candidate’s answers may vary.

It should be noted by the participants in the meeting that the assessment instrument is
not sufficient alone to assess competence for the whole unit and there should be
recommendations for development of other assessment instruments.

NOTE: The benchmark answers provided in italics on the following form may not apply.
This will depend upon the assessment instrument that is validated. They are
provided simply as a guide for you, the assessor.
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Validation form for assessment instrument

Benchmarks for
Training package code and name

assessment

Unit of competency code and hame

Date assessment
instrument created

Date of validation
session

Participants in
validation session

Brief description of
the assessment
instrument and its
purpose

performed

work task.

Observation checklist and instructions to the can

To be used by the assessor in the workpl
workplace to record observation of th

task to be

realistic simulated
ing a specific

Outcomes of Validation Session

Questions — does the instrument: Y/N

Comments/improvements/ amendments

Y

provide a valid measure of competenc
which enables consistent and accur
assessments to be made?

required*
[ icient guidance for the
as corporated into the observation

checklist.

he task relates directly to the required

ills for the competency standard. It
incorporates all skills in the competency
standard and does not require skills that are
additional to the competency standard.

competency
competency?

The instrument is insufficient alone to cover
the entire unit of competency.

A range of assessment methods needs to
be used.

Performance criteria, required knowledge
and critical aspects of evidence are not
incorporated in the assessment instrument.

requirements of access and equity and
allows for reasonable adjustments for
special needs?

Y The instrument is an observation to be
f ensuring the evidence conducted by the assessor and therefore
e candidate’s current requires the candidate to demonstrate
nd skills? current skills (but not current knowledge)
Y The instrument is an observation to be
4. provide a way of confirming that the conducted by the assessor.
evidence is authentic and the
candidate’s own work?
Y The instrument can be used in the
5. provide a fair measure which meets workplace for any candidate who is capable

of doing the task.
The task relates directly to the required
skills for the competency standard.
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Y The instrument is to be used for observing

6. provide for situations where the actual work skills in the workplace.
assessment may need to be

contextualised for a particular industry
or type of employment?

Y The instrument can be used in the

7. provide appropriate flexibility in the workplace or a simulated workplace for any
method of assessment to maintain a candidate who is capable of doing the task.
client-focused approach?

N The instrument incorporates task skills.

8. incorporate assessment of the There is an element of management
dimensions of competency? skills, contingency ent skills and

job/role environme t this would

er forms of

9. incorporate required skills and
knowledge?

s not fully incorporate all
. It would need to be

10. incorporate employability skills?

Final Recommendations and Com

The instrument meets the rules of evide ciples of assessment for assessing a
portion only of the competenc

suggestions for further i

upplementary
ormance criteria and critical aspects of evidence

3.
6.
7 8. 9
10. 11. 12.
* Comments must be completed for each question.
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Assessment 30: Questions (Section 15)

The answers may be completed by the candidate during workshop sessions, or as a self-

paced assignment.

The candidate may refer to their learning materials and conduct any necessary research

when completing the answers.

These questions relate to Section 15 of the Learning Guide.

Question and Benchmark Answer

Mapping

1. What are the 2 main purposes of a presentation?
Answer
1. To impart information.

2. To present ideas and to persuade.

2. List 3 audience characteristics that would influence your
strategy.

Answer - 3 of:

1. Age
Language background
Educational background or gen
Gender

Culture

o g A~ w DN

Religion

B MM401A-RK 4

CMM401A-RK 4

3. List 3 legislative or
account when prepari

at you would take into

Answer - 3 of:

BSBCMM401A-RK3
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Question and Benchmark Answer

Mapping

4. List 5 types of presentation aid.
Answer
1. Computer simulations and presentations
Diagrams, charts and posters
Models
Overhead projector
Paper-based materials
Video and audio recordings
Whiteboard

N o o bk~ w D

BSBCMM401A-RK 5

5. List 3 benefits of using PowerPoint as a presentation aid.
Answer - 3 of:
1. Itis avisual aid that can be used to emphasise key paints.

2. The PowerPoint slides can be printed as handouts,
memory aid for the audience to take away wit

It can display pictures and graphical images.

4. It can display charts

It can be used instead of keyword , as a pro
speaker on track.

6. The slides can be printed together Page, for the

speaker’s reference.
The slide show can b ion and movement.

8. The slide show ¢

6. What are the 3 m
PowerPoint as a

stakes that speakers make when using

Answer

1. R oint slide without expanding upon the

tion on a slide. Slides should contain no more
points. If there are more points, they should be on
es.

aker standing in front of the slide projection or walking past
slide will then be projected on to the speaker’s body, which
is distracting for the audience.

BSBCMM401A-RK 5

7. What are the 2 key benefits of making eye contact with your audience?
Answer
1. The audience feels acknowledged and valued.

2. The speaker can gauge audience reaction and respond quickly.

BSBCMM401A-RK 4
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Question and Benchmark Answer

Mapping

8. What percentage of information is likely to be remembered by your
audience in a presentation or training session?

Answer
20%

BSBCMM401A-RK 4

9. What kind of Learning Domain outcome are you usually seeking in a
presentation?

Answer

Affective

BSBCMM401A-RK 4

10. List 2 ways that you can collect data that will support your review of a

Answer
1. Seek feedback

2. Action research

O
N

M401A-RK 1
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Assessment 31 - Project: 2 Delivery Sessions

MAPPING - TAEDEL401A: Plan, organise and deliver group-based learning

CAE 1-3 PC1.1-14 RS 1-6 RK456714
PC2.1-2.3
PC 3.1-3.3
PC4.1-4.4
PC5.1-5.4
MAPPING - TAEDEL402A: Plan, organise and facilitate learning in the workplace
CAE 1-3 PC1.1-1.3 RS 1-6 RK57
PC 3.1-3.23.4-35
PC4.1-4.4
PC5.1-5.4
PC 6.1-6.2
MAPPING- TAEDEL301A: Provide work skill instruction
CAE 1 PC1.2-1.6 RS 1-35-8
PC2.1-2.8
PC 3.1-3.2
MAPPING - BSBCMM401A: Make a presentation
CAE 1-2 PC1.1-1.3 RS 1-3
PC2.1-2.6
MAPPING - BSBLED401A: Develop teams and individ
CAE 2 | PC2.2-2.4 |R

The candidate is required to prepare and delive
to 2 different groups.

sessions for group delivery

The sessions should relate to the uni
Assessment 8. This is the unit of co
expertise.

tency that the candidate analysed in
ithin the candidate’s own area of

The first training session 8 i or the learner group identified in
Assessment 11 - Trai - Task 2.

The second trainin Id be designed for a group that includes the learner
with special ne i j essment 11 - Training Needs Analysis - Task 3.

Each sessi 40 minutes duration.

minute theory session - involving:

e learning outcome - based upon the unit description

e presentation of the theory (including a PowerPoint or other type of
n aid)

ion of discussion and questioning

rt examination (formative assessment)

Review of the examination and further discussion

Explanation of activities to be completed in Session 2.

Summary of the session

Group to complete evaluation sheets.

Session 2 should be a presentation followed by a practical session of 40 minutes
duration - involving:
¢ A 15 minute presentation which includes demonstration and instruction in work
based skills, using a presentation aid (model, equipment etc)
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¢ A5 minute (per trainee) activity for each of the trainees in the group to practice
work-based skills while being coached/mentored by the candidate.

e 5 minute discussion and questioning.

e Summary of the outcomes of the session

e Group to complete evaluation sheets

For session 1 the candidate should prepare:
e The session plan
e The presentation “speech”
e The presentation aid (eg PowerPoint or a model, plan, overheads, samples,
pictures, charts, equipment etc)
e The examination - a one page handout with short answer questio
e The evaluation form.

NOTE: Section 13 of the Learning Guide contains an example of an form.
The candidate may use this format or use a different format th ill achieve

outcome.

For session 2 the candidate should prepare:
The session plan
e The presentation
Instructions, materials and/or equipment
trainee.
e The evaluation form.

ctical activity for each

The Session Plan forms on the followi
to guide the candidate in prepaging the t
blank sections of the session rms.

have been partially completed, in order
. The candidate should complete all

Two Observation Chec
candidate’s Assess
conduct a formal o

supplied in this Assessor Guide and in the
e may be used by you (the assessor) to

elivery.

Alternatively, other person to complete the observations. The
Critical Aspects 0 the units do not specifically state that the delivery
y a qualified assessor (see CAE on the next page).

ce that the training sessions have been delivered by the

tion forms from participants, together with observation forms from an
these evidence requirements, provided that they can be

authentica

The Assessment Guidelines in the TAE10 Training and Education Training Package
specify that assessment should take place in the workplace wherever possible.

Where assessment is being conducted in a “workshop” environment, this assessment
activity must relate to the candidate’s own area of expertise and it must result in
evidence which meets all of the Critical Aspects of Evidence that are shown on the
next page.
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Critical Aspects of Evidence relevant to this Assessment:

TAEDELA401A: Plan, organise and deliver group-based learning

CAE 1. -facilitate group-based learning by preparing and delivering a series of training
sessions, including:

a. catleast two consecutive sessions, of a duration commensurate with a
substantive training session (e.g. 40-60 minutes), that follow one of the learning
program designs

b. -atleast one session delivered to a different learner group, with evidence of how
the characteristics and needs of this group were addressed

CAE 2. «identify and respond to diversity and individual needs

CAE 3. -access and use documented resources and support personnel to guide inclusive
practices.

TAEDEL402A: Plan, organise and facilitate learning in the work e

CAE 1. -prepare and facilitate work-based learning

CAE 2. +provide evidence of a minimum of two examples of developing work-bas
pathways, that include:

a. cidentifying needs for learning

b. -analysing work practices, work environment and wo

c. corganising and allocating work in a way that re

provides effective learning opportunities through

CAE 3. <provide a minimum of two examples of a learqi ' hip being
conducted:
a. ewith different individuals
b. edemonstrating communication skills and
c. °demonstrating one or more of gues identified.

TAEDEL301A: Provide work skill i

involving demonstrating and

CAE 1. «carry out a minimum of three traini
i ps; with each session addressing:

instructing particular wor s for di
a. cdifferent learning gbje
ommunication skills appropriate to the
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Assessment 32 - Project: Review of Delivery

MAPPING - TAEDEL401A: Plan, organise and deliver group based training

CAE 2 | | RS 6 | RK11
MAPPING - TAEDEL402A: Plan, organise and facilitate learning in the workplace
PC 6.2-6.3
PC 7.1-7.3
MAPPING - TAEDEL301A: Provide work skill instruction
PC 3.3 RS 4-58 RK16
PC4.1
MAPPING - BSBCMM401A: Make a presentation
CAE 1-2 PC 15 RK 1
PC 3.1-3.2

MAPPING - BSBLED401A: Develop teams and individuals

| PC3.1-3.2

RS 1

The candidate is required to analyse the feedback from the 2
conducted in Assessment 31 and review the effectiveness

strategies for improvement.

The candidate may submit the review as a report, or co

page.

The report should state.

1. The characteristics of each gro

groups.

2. The required learning o

forsession 1.

How the learning o

omes

he sessions.

the following

rences between the two

ing areas and strategies for improvement in the facilitation methods used

10. Identifying areas and strategies for improvement in the demonstration methods
used for session 2.

11. Identifying areas and strategies for improvement in the methods used to provide
opportunities for practice and skills development in session 2.
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Review of Presentations and Training Delivery

Delivery date/s

Unit of Competency

Group 1 characteristics

Group 2 characteristics

Learning outcome
statement session 1

Learning outcome
statement session 2

Formative assessment
methods

Methods of seeking
feedback

Methods of analysing
feedback

Result of feedback
analysis

Trainer overall strengths
(what worked well)
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Presentations - areas for
improvement

Facilitation - areas for
improvement

Demonstration - areas for
improvement

Trainee practice / skills
development - areas for
improvement

%
QV
N
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Assessor note:

The following form is provided in the candidate’s Assessment Workbook for them to
complete. The form must be completed in full and signed by the candidate prior to the
final assessment.

You (the assessor) should complete all of the forms in the candidate’s Assessment

Workbook where indicated, including the summative assessment forms at the end of the
Workbook.

Candidate self-assessment and submission of evidence

Self-assessment:

I have successfully completed the training course and
assessment activities for the qualification TAE40110 G
Assessment.

TAEASS401B: Plan assessment activities and pro
TAEASS402B: Assess competence
TAEASS403B: Participate in assess
TAEDEL401A: Plan, organise and -based learning

TAEDEL402A: Plan, organise and fac ing in the workplace
TAEDEL301A: Provide work skill i
. BSBLED401A: Develop team
0. BSBCMMA401A: Make a

BOoNooO~wNE

| have submitted:

e MyA k - fully completed.

Curric ing my work experience for the past 5 years.

o me ce of my skills and knowledge in my own area of expertise.

Confir of authenticity

I confirm that the evidence | have submitted for assessment is my own work and/or the
result of my own research.

Candidate:

(print name) (signature) (date)
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TAEDES401A: Design and develop learning programs

Assessment #

1. Define parameters of the learning program

to program development

1.1 Clarify purpose and type of learning program with key stakeholders 11
1.2 Access and confirm the competency standards and other training 11
specifications on which to base the learning program

1.3 Identify language, literacy and numeracy requirements of the program 11
1.4 Identify and consider characteristics of the target learner group 11

2. Work within the vocational education and training (VET) policy framework

2.1 Access relevant VET policies and frameworks, and apply to work practices 134
2.2 Identify changes to training packages and accredited courses and apply these 124

2.3 Conduct work according to organisational quality assurance policies and
procedures
3. Develop program content

3.1 Research, develop and document specific subject matter content accorg
agreed design options

3.2 Evaluate existing learning resources for content relevance and qua
3.3 Specify assessment requirements of the learning program
4. Design structure of the learning program

materials and pre-developed learning activities

4.1 Break the learning content into manageable segments 3 ? 1213

timeframe for each segment

4.2 Determine and confirm delivery strategies and require 1213

and tools

4.3 Document complete learning program in li 121314

requirements

4.4 Review complete program with key stake d adjust as required 12 13

4.5 Ensure a safe learning progressio learning 12 13

environment and including a risk con

Required skills

RS 1.  eorganisational skills e available and suitable 1213

RS2.  eevaluation skill equired for each learning 1213

lines of the learning program
RS 3. garning program content and design its 12 13
RS 4. o read and interpret a range of 1213
technical and subject matter documents,
Required knowledge
R i about training package developers and course accreditation | 1
onsible for specific learning program parameters
RK 2. packages and relevant competency standards to be used asthe | 11213
the learning program

RK 3.  eother performance standards and criteria to be used as the basisof the | 1111213
learning program, where relevant

RK 4.  edistinction and relationship between a training package/accredited 12 13
course, learning strategy and learning program, where linked

RK5.  edifferent purposes and focus of learning programs 10111213

RK 6. esound knowledge of learning principles 10

RK 7. einstructional design principles relating to different design options for 101213
learning program design and structure

RK 8. eavailability and types of different relevant learning resources, learning 101213
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TAEDES401A: Design and develop learning programs

Assessment #

considerations that need to be included in the learning program

RK9. emethodology relating to developing and documenting new learning 10 12
activities and related learning materials

RK 10. edifferent delivery modes and methods 12

RK11. erelevant policies, legal requirements, codes of practice and national 1314
standards, including commonwealth and state or territory legislation that
may affect training and assessment in the VET sector

RK 12. erelevant OHS knowledge relating to the work role, and OHS 11121314

Critical aspects for assessment and evidence required to demonstrate
competency in this unit Evidence of the ability to:

CAE 1. edesign, develop and review learning programs within the VET
context

CAE 2. eprepare and develop a minimum of two learning programs:
a. cthat contain differentiated learning program designs to reflect
particular needs, contexts and timelines
b. -atleast one of which must be based on competency standar:
accredited courses and must cover at least one entire uni
competency or accredited course module.

TAEDES402A: Use training packages and accredited courses to
meet client needs
1. Select appropriate training package or accredited course

Assessm

ent#

training packages and accredited courses

1.1 Confirm training and/or assessment needs of client 11
1.2 Identify and source training packages and/q h could 13
satisfy client needs
1.3 Use training products in line with the trai sessment organisation's 14
quality assurance policies and procedyres
2. Analyse and interpret the qualifications framework
2.1 Read and interpret qualificati v 56
2.2 Review and determine a ments and prerequisites 56
2.3 Determine suitable el eeds and job roles 5611
3. Analyse and interpret umts of competency and accredited modules
odule to meet client needs 78
of the unit or accredited module for 78
/or accredited module to develop effective 78
it or accredited module in a clear and accessible 78
4. Contextualise units and modules for client applications
41 or n from the client to contextualise the unit or accredited module | 7 8 11
to meet eds
4.2 Use advice on contextualisation produced by the training package developer 78
or course developer to meet client needs
5. Analyse and interpret assessment guidance
5.1 Read, analyse and apply the assessment guidance of the relevant training 34
package or accredited course
5.2 Determine any special requirements for assessment or reasonable adjustment | 11
to suit client needs
Required skills
RS 1. ecommunication and interpersonal skills to collaborate with others in 567811
using training products
RS 2. eplanning skills to develop a structure for a particular application of 567811
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TAEDES402A: Use training packages and accredited courses to
meet client needs

Assessment #

one training package; the other may be
credited course that meets a specific

RS 3. ecognitive skills to analyse, interpret and apply the various components 5678
of selected training packages and accredited courses

RS 4. eresearch skills to analyse and interpret training package and accredited 5678
course content to meet client needs

Required knowledge

RK1.  eAustralian Qualifications Framework (AQF) guidelines, including 1356
characteristics of AQF qualification levels

RK 2.  efunctions and responsibilities of training package developers and course | 1
accreditation agencies, and their roles as key vocational education and
training (VET) organisations

RK 3. edimensions of competency

RK 4.  eformat and structure of accredited courses

RK5.  eformat and structure of competency standards

RK 6.  efunction of training packages and accredited curriculum as benchm
in a competency-based VET training and assessment system

RK7. emethodology relating to analysing and using competency sta
a range of applications and purposes to meet the needs of.2
range of VET clients

RK 8.  elanguage and terminology used in training package
courses

RK9.  eparts of training packages that can be contextua 48
cannot

RK 10. estructure of training packages and the and purp 23
endorsed component

RK 11. esources of training package infor 25678

Critical aspects for assessment and evidence required to demonstrate

competency in this unit Evidence of the ability to:

CAE 1. eanalyse a training package a ccredjte rse to examine its 5678
component parts, ide i mpetency or modules, and
contextualise those need

CAE 2. les of analysing training 5678

Assessment #

1. Determine assessment approach

and confirm purposes and context of assessment/RPL with 16 20

ding to legal, organisational and ethical requirements

ss benchmarks for assessment/RPL and any specific 16 20

2. Prepare the assessment plan
2.1 Determine evidence and types of evidence needed to demonstrate 16 20
competence, according to the rules of evidence
2.2 Select assessment methods which will support the collection of defined 16 20
evidence, taking into account the context in which the assessment will take place
2.3 Document all aspects of the assessment plan and confirm with relevant 16 20
personnel
3. Develop assessment instruments
3.1 Develop simple assessment instruments to meet target group needs 171819
3.2 Analyse available assessment instruments for their suitability for use and 1718 1925
modify as required
3.3 Map assessment instruments against unit or course requirements 171819 25
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Assessment #

TAEASS401B: Plan assessment activities and processes
3.4 Write clear instructions for candidate about the use of the instruments

171819

3.5 Trial draft assessment instruments to validate content and applicability, and
record outcomes

17181925

Required skills

RS 1.  cognitive interpretation skills to: 1617 18 19 20 25 26
a. interpret competency standards and other assessment
documentation, including material relating to reasonable adjustment
b. identify opportunities for integrated competency assessment
contextualise competency standards to the operating assessment
environment, including RPL
d. consider access and equity needs of diverse candidates
RS2.  technology skills to use appropriate equipment and software to
communicate effectively with others
RS3.  research and evaluation skills to: 9202526
a. obtain competency standards, assessment tools and other r
assessment resources
b. research candidate characteristics and any reasonable adj
needs
c. evaluate feedback, and determine and implement imp
processes
RS 4. literacy skills to read and interpret relevant infor 1617 18 19 20 25 26
facilitate assessment and recognition processes
RS5.  communication skills to discuss assessm sses with | 19 20 25 26
clients and other assessors
RS 6. interpersonal skills to: 19202526
a. demonstrate sensitivity to acces
candidate diversity
b. promote and implemen
flexibility in plannj
Required knowledge
RK1. ethical and lega f an assessor 15 25
RK 2.  competency b , including: 151617 18 19 20 25

26

assessment and different assessment contexts,

1516 18 19 20 25 26

nd interpret the identified competency standards as the
rKs for assessment

416171192526

instruments; relevance of different instruments for specific evidence-
gathering opportunities.

RK 5. ontextualise competency standards within relevant guidelines 41617 18 19 25 26

RK 6.  fourprinciples of assessment and how they guide the assessment process | 1517 18 19 20 25 26

RK7. purpose and features of evidence, and different types of evidence used in | 1517 18 19 20 25 26
competency-based assessments, including RPL

RK 8. rules of evidence and how they guide evidence collection 1517 18 19 25 26

RK9. different types of assessment methods, including suitability for collecting | 1516 17 18 19 20 25
various types of evidence 26

RK 10. assessment instruments and their purpose; different types of 15161718 19 20 25

26
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TAEASS401B: Plan assessment activities and processes Assessment #
Critical aspects for assessment and evidence required to demonstrate
competency in this unit Evidence of the ability to:

CAE 1. plan and organise the assessment process on a minimum of two 16171819 20
occasions
CAE 2. collect evidence that demonstrates: 16171819 20

documented assessment plans

having covered a range of assessment events

catering for a number of candidates

different competency standards or accredited curricula

an RPL assessment

contextualisation of competency standards and the selected

assessment tools, where required

incorporation of reasonable adjustment strategies

h. development of simple assessment instruments for use in the
process

i. organisational arrangements.

-0 o0 oo

TAEASS402B: Assess competence Assessment #
1. Prepare for assessment
1.1 Interpret assessment plan and confirm organisational, leg 3 | 18192223
requirements for conducting assessment with relevant peg
1.2 Access and interpret relevant benchmarks for assess 18192223
assessment tools to confirm the requirements for evidence
1.3 Arrange identified material and physical resoufice require 18192223
assessment system policies and procedures
1.4 Organise specialist support required for 18192223
1.5 Explain, discuss and agree details of the as t plafwith candidate 18192223
2. Gather quality evidence
2.1 Use agreed assessment methods a ther, organise and 181922 23
document evidence in a forma r g competence
2.2 Apply the principles of a evidence in gathering quality 181922 23
evidence
2.3 Determine opportu e gathering in actual or simulated 18192223
activities through g didate and relevant personnel
2.4 Determine opp@ ated assessment activities and document 18192223
any changesgd@yassess
ing their own evidence to support recognition of 18192223
mmunication and interpersonal skills to develop a 1819 22 23
ip with the candidate that reflects sensitivity to individual
ables two-way feedback
ons on reasonable adjustments with the candidate, based on 18192223
candidate’s needs and characteristics
3.4 Access required specialist support in accordance with the assessment plan 18192223
3.5 Address any OHS risk to person or equipment immediately 18192223
4. Make the assessment decision
4.1 Examine collected evidence and evaluate it to ensure that it reflects the 18192223
evidence required to demonstrate competence
4.2 Use judgement to infer whether competence has been demonstrated, based 18192223
on the available evidence
4.3 Make assessment decision in line with agreed assessment procedures and 18192223
according to agreed assessment plan
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TAEASS402B: Assess competence Assessment #

b. interpret assessment tools and other assessment inform
including those used in RPL

c. identify candidate needs

d. make judgements based on assessment of available e

4.4 Provide clear and constructive feedback to candidate regarding the 18192223
assessment decision and develop any follow-up action plan required
5. Record and report the assessment decision
5.1 Record assessment outcomes promptly and accurately 18192223
5.2 Complete and process an assessment report according to agreed assessment 18192223
procedures
5.3 Inform other relevant parties of the assessment decision according to 18192223
confidentiality conventions
6. Review the assessment process
6.1 Review the assessment process in consultation with relevant people to 18192223
improve own future practice
6.2 Document and record the review according to relevant assessment system 1 2223
policies and procedures
Required skills
RS 1. analysis and interpretation skills to: 18

a. break down competency standards ‘

RS2.  observation skills to:
a. recognise candidate’s prior learning
b. determine candidate’s performance
c. identify when candidate may need

18192223

lain the assessment, including RPL process

give clear and precise instructions

ask effective questions

provide clarification

discuss process with other relevant people

give appropriate feedback

discuss assessment outcome

use language appropriate to candidate and assessment environment
establish a working relationship with candidate.

b.
C.
d.
e.
f.

g.
h.
i

processes
RS 3. research and evaluation skills to: 18192223
a. access required human and mat for assessment
b. access assessment syst olicies
c. access RPL policies and ures
d. evaluate evidenc
e. evaluate asses
RS 4. cognitive skills 18192223
a. weighup make a judgement
sonable adjustments
18192223
e’S prior learning
candidate’s competence
18192223
ret relevant information to conduct assessment
required documentation and records or reports of
ent outcomes in required format
RS 7. ication and interpersonal skills to: 18192223
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A A A. : A - 0 Dete -

Required knowledge

RK'1. competency-based assessment, including:
a. vocational education and training as a competency-based system
b. criterion-referenced assessment as distinct from norm-referenced

assessment

competency standards as the basis of qualifications

structure and application of competency standards

principles of assessment and how they are applied

rules of evidence and how they are applied

range of assessment purposes and assessment contexts, including

RPL

h. different assessment methods, including suitability for gathering
various types of evidence, suitability for content of units, and
resource requirements and associated costs

i. reasonable adjustments and when they are applicable

j.  types and forms of evidence, including assessment instrumeni
are relevant to gathering different types of evidence used jn
competency-based assessment, including RPL

k. potential barriers and processes relating to assessme
methods

I.  assessment system, including policies and prog
the industry, organisation or training authorij

@ oo

1341518192223

training and assessment in the voca tion and training sector,

such as:

a. copyright and privacy | ic technology
b. security of inform

c. plagiarism

d. training packag ete ndards

e.

f. uirements

g. aw

h. d confidentiality requirements

i.

awards and enterprise agreements

RK2.  RPL policies and procedures established by the o 18192223
RK 3. cultural sensitivity and equity considerations 1418192223
RK 4.  relevant policy, legislation, codes of pr; 418192223

ibilities associated with assessing competence, such as:
ents for reporting hazards and incidents

rgency procedures

procedures for use of relevant personal protective equipment
d. safe use and maintenance of relevant equipment

e. sources of OHS information.

14181922 23

Critical aspects for assessment and evidence required to demonstrate
competency in this unit Evidence of the ability to:

one assessment

CAE 1. assess competence of a number of candidates within the vocational 18192223
education and training context against different units of competency or
accredited curricula, following the relevant assessment plan
CAE 2. assess at least one candidate for RPL 18192223
CAE 3. consider reasonable adjustment and the reasons for decisions in at least 18192223

© Sandy Welton
TAE40110-Assessor-Guide-SAMPLE-V2

Page 57
December 2011




TAEASS402B: Assess competence Assessment #

CAE 4. cover an entire unit of competency and show: 18192223
a. the application of different assessment methods and instruments

involving a range of assessment activities and events

two-way communication and feedback

how judgement was exercised in making the assessment decision

how and when assessment outcomes were recorded and reported

assessment records and reports completed in accordance with

assessment system and organisational, legal and ethical

requirements

f.  how the assessment process was reviewed.

®ao o

TAEASS403B: Participate in assessment validation Assessment #

1. Prepare for validation

1.1 Discuss and confirm the approach to validation according to defined purposes,

context, and relevant assessment system policies and procedures

1.2 Analyse relevant benchmarks for assessment and agree on the eviden

needed to demonstrate competence

1.3 Arrange materials for validation activities

2. Contribute to validation process

2.1 Demonstrate active participation in validation sessions and.acti

appropriate communication skills

2.2 Participate in validation sessions and activities by app

assessment and rules of evidence

2.3 Check all documents used in the validation p ss for ace 2526

control i R

3. Contribute to validation outcomes
2526
2526
2526

Required skills

RS 1.  planning skills Validation activities within agreed 2526

RS 2. S nformation that is inconsistent, 2526

RS 3. 2526

requirements from competency standards
t process, tools and methods
ed evidence
ion skills to share information in validation meetings. 2526
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AEA 4038B: Pa pate aSsSe e aliaatio
Required knowledge
RK1. how tointerpret competency standards and other related assessment 41521242526
information to determine the evidence needed to demonstrate
competence, including:
a. criterion-referenced assessment as distinct from norm-referenced
assessment
b. various reasons for carrying out validation and the different
approaches to validation that may be appropriate before, during and
after assessment
c. critical aspects of validation, including validation of assessment
processes, methods and products
d. relevant OHS legislation, codes of practice, standards and guidelines,
impacting on assessment
e. legal and ethical requirements of assessors, particularly in relation t

validation activities

RK2.  principles of assessment 1524
RK 3. rules of evidence. 1524 25
Critical aspects for assessment and evidence required to demonstrate

competency in this unit Evidence of the ability to:

CAE 1. actively participate in a minimum of two validation sessio

which, in combination, address the critical aspect
different validation approaches and activities

95 26

CAE 2. clearly explain purposes of validation and the lega 2526
responsibilities of assessors
CAE 3. collate documentation relating to vali process i 2 2526

Assessment #

1. Interpret learning environment and delivery requirements
1.1 Access, read and intefpret [€ rograrMocumentation to determine 31

ntation to identify group and individual 31

and risks to delivery 31
eSponsibilities in planning and delivering training 31

2. Prepare session plans
2. i i ning objectives according to program requirements and 31
i idual learners
n plans and document these for each segment of the learning 31

program
2.3 Use knowledge of learning principles and theories to generate ideas for 31
managing session delivery

3. Prepare resources for delivery

3.1 Contextualise existing learning materials to meet the needs of the specific 31
learner group

3.2 Finalise learning materials and organise facility, technology and equipment 31
needs in time for delivery of learning sessions

3.3 Confirm overall delivery arrangements with relevant personnel 31
4. Deliver and facilitate training sessions

4.1 Conduct each session according to session plan, modified where appropriate 31

to meet learner needs
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TAEDEL401A: Plan, organise and deliver group-based learning Assessment #

4.2 Use the diversity of the group as another resource to support learning 31
4.3 Employ a range of delivery methods as training aids to optimise learner 31
experiences

4.4 Demonstrate effective facilitation skills to ensure effective participation and 31

group management
5. Support and monitor learning

5.1 Monitor and document learner progress to ensure outcomes are being 31
achieved and individual learner needs are being met

5.2 Make adjustments to the delivery sessions to reflect specific needs and 31
circumstances

5.3 Manage inappropriate behaviour to ensure learning can take place 31
5.4 Maintain and store learner records according to organisational requirements 2‘

Required skills
RS 1. epresentation skills to ensure delivery is engaging and relevant, including®
a. osynthesising information and ideas
b. cpreparing equipment, such as data projectors and compute
presentation applications
c. ospeaking with appropriate tone and pitch
d. cusinglanguage appropriate to audience
e. cencouraging and dealing appropriately with question
RS 2. egroup facilitation skills to ensure that: 31
a. cevery individual has an opportunity for par tio in
b. ecgroup cohesion is maintained
c. cbehaviour that puts others at risk i
addressed
odiscussion and group interacti

gbserved, nd

RS 3. 31
blems
RS 4. 31
RS 5. Is te. M3 in appropriate relationships and ensure 31
RS 6. tion skills to n or individual and group progress 3132
ge of learning theories 27
of learning principles 27
ge of learner styles 27
ea and subject matter of the delivery 31
pup profile, including characteristics and needs of individual 2731

in the group
RK 6. ent and requirements of the learning program and/or delivery plan 10 31
RK7.  edifferent delivery methods and techniques appropriate to face-to-face 2731

group delivery

RK 8. stechniques for the recognition and resolution of inappropriate 27
behaviours

RK 9. ebehaviours in learners that may indicate learner difficulties 27

RK 10. eorganisational record-management systems and reporting requirements | 28

RK 11. eevaluation and revision techniques 28 32

RK 12. especific resources, equipment and support services available for learners | 27
with special needs
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TAEDEL401A: Plan, organise and deliver group-based learning Assessment #
RK 13. erelevant policy, legal requirements, codes of practice and national 14
standards, including commonwealth and state or territory legislation that
may affect training and assessment in the vocational education and
training sector
RK 14. eOHS relating to the facilitation of group-based learning, including: 1431
a. cassessment and risk control measures
b. creporting requirements for hazards
c. esafe use and maintenance of relevant equipment
d. eemergency procedures
e
f

osources of OHS information
orole of key workplace persons

RK'15. epolicies and procedures relevant to the learning environment
Critical aspects for assessment and evidence required to demonstrate
competency in this unit Evidence of the ability to:
CAE 1. efacilitate group-based learning by preparing and delivering a series of
training sessions, including:
a. catleast two consecutive sessions, of a duration comme

evidence of how the characteristics and nee
addressed
CAE 2. eidentify and respond to diversity and individual
CAE 3. eaccess and use documented resources
inclusive practices.

31
31

Assessment #
1. Establish effective work environment for learning

C WOrk-based learning

2.2 Arrange for inte
work-base i

vant personnel to implement the work-based 29

learning and individual's learning style 31
e technique or process to facilitate learning and explain the 31
basis of ique to learner
3.3 Develop, document and discuss individualised learning plan with learner 10
3.4 Access, read and interpret documentation outlining the OHS responsibilities of | 14 31
the various parties in the learning environment
3.5 Monitor supervisory arrangements appropriate to learner's levels of 31
knowledge, skill and experience to provide support and encouragement and
ensure learner's health and safety

4. Implement work-based learning pathway

4.1 Sequence introduction of workplace tasks, activities and processes to reflect 31

the agreed work-based learning pathway

4.2 Explain objectives of work-based learning and the processes involved to 31

learner

4.3 Encourage learner to take responsibility for learning and to self-reflect 31
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TAEDEL402A: Plan, organise and facilitate learning in the workplace Assessment #

4.4 Develop techniques that facilitate learner's transfer of skills and knowledge 31

5. Maintain and develop the learning/facilitation relationship

5.1 Prepare for each session 31
5.2 Structure learning activities to support and reinforce new learning, build on 31
strengths, and identify areas for further development

5.3 Observe learner cues and change approaches where necessary to maintain 31
momentum

5.4 Practise ethical behaviour at all times 14 31
5.5 Monitor effectiveness of the learning/facilitation relationship through regular 29

meetings between the parties

6. Close and evaluate the learning/facilitation relationship

6.1 Carry out the closure smoothly, using appropriate interpersonal and
communication skills

6.2 Seek feedback from learner on the outcomes achieved and value of the
relationship

6.3 Evaluate and document process, including impact, self evaluation and
reflection, and file according to legal and organisational requirements

7. Monitor and review the effectiveness of the work-based learning pathway

7.1 Document work performance and learning achievement and
according to organisational requirements

7.2 Evaluate effectiveness of the work-based pathway agai
processes and techniques used

32

7.3 Recommend improvements to work-based practice in 32
process y N
Required skills
RS 1. eoral communication and languagé 31

a. °motivate the learner

b. etransfer skills and kno
RS 2. einterpersonal skills to mai 31
RS 3. eobservation skills to 31
RS 4. eliteracy skills to: 431

a. c°readandij ational'"documents, legal documents and

contracts
RS 5. isat ide guidance and feedback to individuals 2731
RS 6. 31
ctive and supportive feedback
learners to paraphrase advice or instructions back to the
viding clear and concrete options and advice
> ing appropriate industry/profession terminology and language
g. censuring language, literacy and numeracy used is appropriate to
learners

Required knowledge
RK 1. esystems, processes and practices within the organisation where work- 29

based learning is taking place
RK2.  eoperational demands of the work and impact of changes on work roles 29
RK 3.  eorganisational work culture, including industrial relations environment 29
RK 4.  esystems for identifying skill needs 29
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Assessment #

TAEDEL402A: Plan, organise and facilitate learning in the workplace
RK5.  eintroductory knowledge of different learning styles and how to
encourage learning in each, for example:
a. ovisual learners
b. caudio learners
c. ckinaesthetic learners
d. -otheoretical learners

2931

RK 6.  erelevant policy, legislation, codes of practice and national standards that
may affect training and assessment in the vocational education and
training sector

14

RK7.  eOHS relating to the work role, including:
a. chazards relating to the industry and specific workplace
b. creporting requirements for hazards and incidents
c. ospecific procedures for work tasks
d. csafe use and maintenance of relevant equipment
e. cemergency procedures
f.  esources of OHS information

a

1431

Critical aspects for assessment and evidence required to demonstrate
competency in this unit Evidence of the ability to:
CAE 1. eprepare and facilitate work-based learning
CAE 2. eprovide evidence of a minimum of two examples of deve
based learning pathways, that include:
a. cidentifying needs for learning
b. ecanalysing work practices, work environmen
c. corganising and allocating work in a g needs
and provides effective learning og nities throug processes

CAE 3. eprovide a minimum of two examp ping facilitation
relationship being conducted:
a. eowith different individug
b.

31

Assessment #

1. Organise instruction and demonstration
haracteristics and learning needs 11
3133
on‘and demonstration objectives and seek 3133
elevant learning resources and learning materials for 3133
ace, and seek assistance to interpret the contextual
ss to necessary equipment or physical resources required for 3133
d demonstration
1.6 Notify learners of details regarding the implementation of the learning 3133
program and/or delivery plan
2. Conduct instruction and demonstration
2.1 Use interpersonal skills with learners to establish a safe and comfortable 3133
learning environment
2.2 Follow the learning program and/or delivery plan to cover all learning 3133
objectives
2.3 Brief learners on any OHS procedures and requirements prior to and during 3133
training
2.4 Use delivery techniques to structure, pace and enhance learning 3133
2.5 Apply coaching techniques to assist learning 3133
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TAEDEL301A: Provide work skill instruction

Assessment #

2.6 Use communication skills to provide information, instruct learners and 3133
demonstrate relevant work skills

2.7 Provide opportunities for practice during instruction and through work 3133
activities

2.8 Provide and discuss feedback on learner performance to support learning 3133
3. Check training performance

3.1 Use measures to ensure learners are acquiring and can use new technical and 31
generic skills and knowledge

3.2 Monitor learner progress and outcomes in consultation with learner 31
3.3 Review relationship between the trainer/coach and the learner and adjust to 32
suit learner needs 4

4. Review personal training performance and finalise documentation

4.1 Reflect upon personal performance in providing instruction and
demonstration, and document strategies for improvement

4.2 Maintain, store and secure learner records according to organisational and
legal requirements

Required skills

RS 1. everbal and non-verbal communication techniques, such as:
a. casking relevant and appropriate questions
b. eproviding explanations

c. ~demonstrating

d

e

ousing listening skills
oproviding information clearly

RS2.  esafety skills to implement OHS requir ts, by ac ponding
safely in order to:
a. cidentify hazards
b. econduct pre start-up checks if re
c. cobserve and interpret

ay put people at risk

yage, motivate and connect with learners
pvide constructive feedback

c aintain appropriate relationships

d. cestablish trust

e. eouse appropriate body language

f.  emaintain humour

g. demonstrate tolerance

h. °manage a group

i. crecognise and be sensitive to individual difference and diversity

RS 3. etime-management, skil 3133
RS 4. 3133
RS 5. 3133
b. rning programs and plans
learner information
to operate audio-visual and technical equipment 3133
| skills to: 3133
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TAEDEL301A: Provide work skill instruction
RS 8. eobservation skills to:
a. °monitor learner acquisition of new skills, knowledge and
competency requirements
cassess learner communication and skills in interacting with others
c. cidentify learner concerns
d. crecognise learner readiness to take on new skills and tasks

Assessment #
3133

Required knowledge

RK 1. e|learner characteristics and needs

27 29313233

RK 2. econtent and requirements of the relevant learning program and/or
delivery plan

1028293133

RK 3.  esources and availability of relevant learning resources and learning
materials

RK 4.  econtent of learning resources and learning materials
RK5.  etraining techniques that enhance learning and when to use them

RK 6.  eintroductory knowledge of learning principles and learning styles

RK7.  ekey OHS issues in the learning environment, including:
a. croles and responsibilities of key personnel
b. cresponsibilities of learners
c. crelevant policies and procedures, including hazard i
assessment, reporting requirements, safe use of equi
emergency procedures
d. cerisk controls for the specific learning enviro

Critical aspects for assessment and evidence required to demonstrate
competency in this unit Evidence of the ability to:

accordance with organisational requirements

CAE 1. ecarry out a minimum of three traini ions, invoMnstrating 3133
and instructing particular work skil t groups; with each
session addressing:
a. cdifferent learning objectines
b. -carange of techniques i cation skills
appropriate to th
BSBLED401A: Develop tea and individua ASSessme
1. Determine development needs
\d learning and development needsin line | 1112 13
eet individual and group training and 1213
ely developed, agreed to and implemented
If-evaluate performance and identify areas for 11
on performance of team members from relevant sourcesand | 11
ablfshed team learning needs
2. Develop individuals and teams
2.1 IdenMing and development program goals and objectives, ensuring a 111213
match to the specific knowledge and skill requirements of competency standards
relevant to the industry
2.2 Ensure that learning delivery methods are appropriate to the learning goals, 311213
the learning style of participants, and availability of equipment and resources
2.3 Provide workplace learning opportunities, and coaching and mentoring 31
assistance to facilitate individual and team achievement of competencies
2.4 Create development opportunities that incorporates a range of activities and 31
support materials appropriate to the achievement of identified competencies
2.5 Identify and approve resources and time lines required for learning activitiesin | 12 13
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BSBLED40O1A: Develop tes and Individuad

3. Monitor and evaluate workplace learning

organisational requirements

3.1 Use feedback from individuals or teams to identify and implement 32
improvements in future learning arrangements

3.2 Assess and record outcomes and performance of individuals/teams to 32
determine the effectiveness of development programs and the extent of

additional development support

3.3 Negotiate modifications to learning plans to improve the efficiency and 13
effectiveness of learning

3.4 Document and maintain records and reports of competency according to 13

Required skills

RS 1. ecommunication skills to receive and report on feedback, to maintain
effective relationships and to manage conflict

RS 2. eculturally appropriate communication skills to relate to people from
diverse backgrounds and people with diverse abilities

RS 3. eleadership skills to gain trust and confidence of clients and colle

RS 4. eliteracy skills to read, write and understand a variety of text
and proofread documents to ensure clarity of meaning, accura
consistency of information

may affect aspects of business operations$, such as:
canti-discrimination legislation
cethical principles

a
b
c. ecodes of practice
d
e

oprivacy laws

RS 5. enegotiation skills to achieve mutually acceptable outcom 1

RS 6. etechnology skills to support effective communic r tion: 31
Required knowledge

RK1.  ekey provisions of relevant legislation from all le gov ent'that 1431

RK 2.  efacilitation techniqu velopment and
improvement

2728293132

RK 3. eorganisational

ectiveness of team

14
ecareer paths standards relevant to the industry. 4101229
enting learning opportunities for others 1112
eedback from team members to encourage 31

BSBCMMA401A: Make a presentation

1. Prepare a presentation

Assessment #

1.1 Plan and document presentation approach and intended outcomes 31
1.2 Choose presentation strategies, format and delivery methods that match the 31
characteristics of the target audience, location, resources and personnel needed

1.3 Select presentation aids, materials and techniques that suit the format and 31
purpose of the presentation, and will enhance audience understanding of key

concepts and central ideas

1.4 Brief others involved in the presentation on their roles/responsibilities within 33
the presentation

1.5 Select techniques to evaluate presentation effectiveness 32
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2. Deliver a presentation

2.1 Explain and discuss desired outcomes of the presentation with the target 31
audience

2.2 Use presentation aids, materials and examples to support target audience 31
understanding of key concepts and central ideas

2.3 Monitor non-verbal and verbal communication of participants to promote 31
attainment of presentation outcomes

2.4 Use persuasive communication techniques to secure audience interest 31

2.5 Provide opportunities for participants to seek clarification on central ideas and | 31
concepts, and adjust the presentation to meet participant needs and preferences

2.6 Summarise key concepts and ideas at strategic points to facilitate participant
understanding

3. Review the presentation
3.1 Implement techniques to review the effectiveness of the presentation

3.2 Seek and discuss reactions to the presentation from participants or from key
personnel involved in the presentation

32

3.3 Utilise feedback from the audience or from key personnel involve
presentation to make changes to central ideas presented
Required skills

RS 1.  eculturally appropriate communication skills to relate
diverse backgrounds and people with diverse abili

RS 2. efacilitation and presentation skills to communic
message in an informative and engaging manner,
non-verbal techniques to sustain partici

RS 3. eliteracy skills to prepare presentati 5 einarange | 31
of styles for different target audie

Required knowledge

RK1. edata collection methods t presentations 32

RK 2. eindustry, product/service 31

RK 3.  ekey provisions of relg | forms of government that 14 30

27 3032

ation aids and materials available to support 30

Critical aspects for assessment and evidence required to demonstrate
competency in this unit Evidence of the following is essential:

CAE 1. ration, delivery and evaluation of the effectiveness of at least two 3132

presentations related to the candidate's occupation or area of interest
CAE 2. eknowledge of the principles of effective communication. 3132
EMPLOYABILITY SKILLS Assessment Task 9
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