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	UNIT NAME 
	Profile a target audience

	UNIT CODE 
	BSBADV401A


	UNIT DESCRIPTOR 
	This unit covers segmenting the market and profiling a target audience to enable targeting of products/services.

This unit is related to BSBADV503A Coordinate advertising research.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	1. Identify the target market
	1. Approaches to determining and describing the total market for a product or service are evaluated and chosen

	2. 
	2. The target market is defined in terms of the consumers to be included as prospective users of a product or service

	3. 
	3. Descriptions of the target market use the same terms as those used to describe media audiences


	4. Segment the market
	4. Criteria to use in segmenting the market are evaluated and chosen in accordance with the advertising brief

	5. 
	5. Sources of information for segmenting and profiling markets are identified and accessed in accordance with the advertising brief

	6. 
	6. The market is segmented in accordance with the selected criteria

	7. 
	7. Market segments are evaluated for their usefulness in terms of size, potential, distinctive needs, easy identification of members, and/or distinctive media use patterns

	8. 
	8. Market segment/s are selected to meet the requirements of the advertising brief or new segmentation criteria are chosen and applied



	9. Profile target audience
	9. The total market and the selected market segment/s are described in the form of a consumer profile that identifies consumer characteristics in standard statistical terms and/or the descriptive terms used in media selection

	1. 
	10. Demographic and /or psychographic descriptions are used in the consumer profile in accordance with the requirements of the advertising brief

	2. 
	11. The profile meets organisational requirements in terms of language, format, content and level of detail



	RANGE STATEMENT
	

	The Range Statement provides advice to interpret the scope and context of this unit of competency, allowing for differences between enterprises and workplaces. It relates to the unit as a whole and facilitates holistic assessment. The following variables may be present for this particular unit:



	Legislation, codes and national standards relevant to the workplace may include
	Award and enterprise agreements and relevant industrial instruments

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Relevant industry codes of practice


	Approaches to determining the total market may include
	Identifying consumers with relevant needs

Identifying current users of a product or service

Identifying people with related characteristics



	Terms used to describe media audiences may include
	Demographics:

· Age

· Sex

· Education

· Marital status

· Occupation

· Nationality

· First language

· Children

· Income



	Market segmentation is
	The process of dividing a market into consumer subgroups, each of which has different needs



	Criteria to use in market segmentation may include
	Consumer needs

Benefits desired

Product/service usage

Attitude

Demographics

Lifestyle

Social and cultural factors

Business characteristics



	Sources of information for segmenting and profiling markets may include
	Industry sources

Existing research data

Original a priori research (where the market segments are assumed at the beginning and research is used to confirm them)

Original response based research



	Consumers may include
	Individuals

Businesses

Households



	Standard statistical terms
	Are those categories used by the Australian Bureau of Statistics in collecting and reporting census data



	Demographic descriptions may include
	Date and place of birth

Sex

Nationality

Indigenous Australian

Education

Occupation

Marital status

First language

Other languages spoken at home

Number and age of children

Income level

Disability



	Psychographic descriptions may include
	Activities

Interests

Opinions

Values

Attitudes

Lifestyle


	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competency for this unit. This is an integral part of the assessment of competency and should be read in conjunction with the Range Statement.



	Critical aspects of evidence
	Integrated demonstration of all elements of competency and their performance criteria
Rationale for choosing approach to describing the market and segmentation criteria



	Interdependent assessment of units


	This unit is related to BSBADV503A Coordinate advertising research



	Underpinning knowledge*
*At this level the learner must demonstrate understanding of a broad knowledge base incorporating some theoretical concepts


	Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Advertising brief

Purposes of advertising

Advertising objectives



	Underpinning skills
	Literacy skills to identify demographic and other information, to write descriptive

Communication including clarifying and reporting

Numeracy skills for collecting and analysing quantitative information

Ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities



	Resource implications
	The learner and trainer should have access to appropriate documentation and resources normally used in the workplace



	Consistency in performance
	In order to achieve consistency of performance, evidence should be collected over a set period of time which is sufficient to include dealings with an appropriate range and variety of situations



	Context of assessment
	Competency is demonstrated by performance of all stated criteria, including paying particular attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, and within the scope as defined by the Range Statement

Assessment must take account of the endorsed assessment guidelines in the Business Services Training Package

Assessment of performance requirements in this unit should be undertaken in an actual workplace or simulated environment

Assessment should reinforce the integration of the key competencies and the business services common competencies for the particular AQF level. Refer to the Key Competency Levels at the end of this unit


	KEY COMPETENCIES
	

	NB: These levels do not relate to the Australian Qualifications Framework. They relate to the seven areas of generic competency that underpin effective workplace practices.

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	2
	2
	3
	1


Three levels of performance denote level of competency required to perform a task.

1. Perform
2. Administer
3. Design

Collecting, analysing and organising information – to evaluate market segments

Communicating ideas and information – through the development of a consumer profile

Planning and organising activities – to choose approaches and criteria to segment the market

Working with teams and others – to identify and access sources of information for segmenting and profiling

Using mathematical ideas and techniques – to analyse data and draw conclusions

Solving problems – by evaluating segments and re‑doing the process if necessary

Using technology – to apply segmentation criteria and analyse data if required

Please refer to the Assessment Guidelines for advice on how to use the Key Competencies

	UNIT NAME 
	Develop a media plan


	UNIT CODE 
	BSBADV507A


	UNIT DESCRIPTOR 
	This unit covers interpreting an advertising brief in order to develop a media plan within a given budget.

Consider co‑assessment with BSBADV505A Evaluate and recommend ‘above the line’ media options and BSBADV506A Evaluate and recommend ‘below the line’ media options.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	1. Define media requirements
	12. The target audience is identified from the advertising brief and a detailed consumer profile prepared

	2. 
	13. The consumer profile uses the same terms as those used to describe media audiences

	3. 
	14. Product market factors are analysed to determine the reach and frequency requirements of the advertising

	4. 
	15. The creative requirements of the advertising message are analysed and the media implications determined

	5. 
	16. Media merchandising requirements are identified from the advertising brief

	6. 
	17. The media budget is confirmed and legal and voluntary constraints identified



	7. Select the media
	18. Media are selected that target the required audience and/or fulfil merchandising requirements within budget

	19. 
	20. Selected media enable the creative requirements of the advertising message to be achieved within budget

	21. 
	22. Selected media enable reach and frequency requirements to be met within budget

	23. 
	24. Selected media meet legal and ethical requirements



	8. Select media vehicle/s
	25. Media vehicle alternatives are identified for each media and their relative merits weighed

	26. 
	27. Media vehicle/s are selected to meet media requirements within budget



	10. Determine the media schedule
	28. The duration and timing of the media schedule meet the requirements of the advertising brief

	29. 
	30. Distribution of messages over the duration of the schedule is determined to meet the requirements of the advertising brief

	31. 
	32. Alternative schedules are developed for the advertiser that vary the number, size/length and placement of advertisements possible within the budget

	33. 
	34. A media schedule is finalised that balances the number, size/length and placement of advertisements to the satisfaction of the advertiser




	11. Produce a media plan
	35. The media plan defines the media requirements of the advertising brief and evidence to support each requirement

	36. 
	37. The media plan specifies recommended media and vehicle/s and the rationale for their selection

	38. 
	39. The media plan contains a budget allocation per medium per advertising period

	40. 
	41. The media plan identifies the anticipated impact of the advertising and measures to assess its effectiveness



	RANGE STATEMENT
	

	The Range Statement provides advice to interpret the scope and context of this unit of competency, allowing for differences between enterprises and workplaces. It relates to the unit as a whole and facilitates holistic assessment. The following variables may be present for this particular unit:



	Legislation, codes and national standards relevant to the workplace may include
	Award and enterprise agreements and relevant industrial instruments

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Relevant industry codes of practice



	Target audience
	Is defined by:

· demographics

· lifestyle

· social and cultural factors

· values or attitude factors

· existing product usage



	Consumer profile may include
	Demographic information such as age, sex, marital status, number of children, nationality, education, occupation, income, etc

Psychographic information such as activities, interests, opinions, values, attitudes, lifestyle



	Advertising reach is
	Defined as the total number of people who read one or more print issues included in a media schedule during a specified time period

or

The total number of people who heard or viewed one or more of the programs or included in a broadcast media schedule



	Advertising frequency is
	Defined as the average number of print media issues read (for those who have read at least one issue) in a print media schedule during a specified time period

or

The average number of programs or station time periods heard or viewed (for those who have heard or viewed at least one) in a broadcast media schedule



	Product market factors may include
	Level of involvement eg low involvement routine purchase decisions require high frequency advertising

Product characteristics eg

Products that are new, frequently purchased, convenience goods or undifferentiated require high frequency advertising

Established products, infrequently purchased, or highly differentiated products require greater emphasis on reach


	
	Message characteristics eg unique, simple or ongoing campaign messages require less frequency while new campaigns, complex messages or ‘me‑too’ advertising require greater frequency

Competitive situation eg high frequency competitive advertising may require high frequency to be noticed

Media environment eg with high consumer interest in the medium reach is emphasised; with high ad clutter frequency is emphasised



	Creative requirements of the message may include
	Words only

Pictures or illustrations

Sound

Music

Action

Colour

Intrusive medium

Prestigious medium

Local national or international medium

Cluttered or uncluttered medium

Electronic or physical form

Fast production time

Production costs



	Merchandising requirements may include
	Identification with a particular local community

Association with a particular media vehicle eg advertising in Choice magazine to give the perception of safety and value



	Legal and voluntary constraints may include
	Legislation, including occupational health and safety legislation

Regulations

Codes of practice

Ethical principles

Policies and guidelines

Society’s expectations

Cultural expectations and influences

Social responsibilities eg protection of children, environmental issues



	Media may include
	Television

Radio

Cinema

The press

Billboards

Video

Video games

Videotext

Cable and satellite television

Internet

Sponsorship

Direct mail

Direct response

Point‑of‑sale

Sales literature

Sales promotion

Exhibitions and trade fairs

Aerial advertising



	A media vehicle for ‘above the line’ media is
	A particular publication or program in a class of media eg The Western Australian and the Melbourne Age are both media vehicles in the newspaper ‘class’


	Media vehicles for ‘below the line’ media are
	Often not ready‑made as they are in the case of ‘above the line’ media

Eg for direct mail the vehicle is constructed each time the medium is used and is defined by two elements ‑ the delivery system and the distribution list; point‑of‑sale advertising uses a variety of media vehicles such as banners, product display racks, spruikers, permanent (lighted) signs



	Timing may include
	Continuous advertising throughout the year

Seasonal advertising eg cough medicine, suntan lotion

Pre‑launch advertising

Pre‑sale advertising`



	Distribution of advertising may include


	Evenly spread over the time schedule

In waves, with heavy advertising followed by light or no advertising



	Effectiveness measures may include
	Awareness measurements

Recall measurements

Readership measurements

Physiological measurements

Media audience measurements

Opinion measurements

Attitude measurements

Inquiry measurements

Split‑run tests

Theatre tests

Split cable tests

Sales measurements

Market tests



	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competency for this unit. This is an integral part of the assessment of competency and should be read in conjunction with the Range Statement.



	Critical aspects of evidence
	Integrated demonstration of all elements of competency and their performance criteria

Evidence of the rationale behind decisions to be included



	Interdependent assessment of units


	Consider co-assessment with BSBADV505A Evaluate and recommend ‘above the line’ media options and BSBADV506A Evaluate and recommend ‘below the line’ media options




	Underpinning knowledge*
*At this level the learner must demonstrate understanding of a broad knowledge base incorporating theoretical concepts, with substantial depth in some areas


	Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Organisation’s products and services

Organisation’s budget

Types of media

Advertising and creative briefs

Media characteristics

Terms for describing media audiences

Data analysis and matching techniques

Legal and ethical requirements of advertising


	Underpinning skills
	Literacy skills to interpret the characteristics of different media and match them to the requirements of the advertising brief

Evaluation skills for comparing and weighing advantages of one medium over another, and matching characteristics with media requirements

Communication skills for consulting over the media schedule

Ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities



	Resource implications
	The learner and trainer should have access to appropriate documentation and resources normally used in the workplace



	Consistency in performance
	In order to achieve consistency of performance, evidence should be collected over a set period of time which is sufficient to include dealings with an appropriate range and variety of situations



	Context of assessment
	Competency is demonstrated by performance of all stated criteria, including paying particular attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, and within the scope as defined by the Range Statement

Assessment must take account of the endorsed assessment guidelines in the Business Services Training Package

Assessment of performance requirements in this unit should be undertaken in an actual workplace or simulated environment

Assessment should reinforce the integration of the key competencies and the business services common competencies for the particular AQF level. Refer to the Key Competency Levels at the end of this unit



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	2
	2
	2
	2
	3
	1


Three levels of performance denote level of competency required to perform a task.

1. Perform
2. Administer
3. Design

Collecting, analysing and organising information – to define media requirements and organise the schedule and media plan

Communicating ideas and information – through the presentation of the media plan with its supporting information

Planning and organising activities – to prepare the media schedule

Working with teams and others – to finalise an acceptable schedule and media plan

Using mathematical ideas and techniques – for scheduling, budgeting, and comparing costs of different combinations of the number, size or length and placement of advertisements

Solving problems – to balance the requirements of each component of the advertising brief and select suitable media

Using technology – for analysis if necessary and compilation of the media plan

Please refer to the Assessment Guidelines for advice on how to use the Key Competencies

	UNIT NAME 
	Present an advertising campaign



	UNIT CODE 
	BSBADV508A


	UNIT DESCRIPTOR 
	This unit covers presentation of full information to the advertiser about the proposed advertising campaign in order to allow adjustments prior to campaign implementation.

This unit is related to BSBADV602A Develop an advertising campaign.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	12. Plan an advertising campaign presentation
	42. Presentation approach is planned and documented

	13. 
	43. Presentation format and delivery method/s are chosen to suit the campaign media and message, the client, the location, the resources and the personnel needed

	14. 
	44. The presentation format allows full information to be provided and meets the requirements of the advertisement/s to be presented

	15. 
	45. The presentation timetable provides opportunities for the client to question and clarify reasons for content and timing decisions and to provide feedback and suggestions



	16. Prepare for an advertising campaign presentation
	46. Presentation materials are prepared that suit the format, the purpose of the presentation and the client

	17. 
	47. Personnel are identified and briefed on the purpose of the presentation and their role/responsibilities in it

	18. 
	48. Equipment and resources are arranged in accordance with the requirements of the creative elements of the presentation

	19. 
	49. Presentation is scheduled to meet the requirements of the client, any other personnel needed and the location



	20. Deliver an advertising campaign presentation
	50. The campaign proposition is introduced to the client and reasons for decisions on the focus, media, appeal and timing of advertisements are provided

	21. 
	51. The central idea is presented to the client along with the creative technique/s chosen to express it

	22. 
	52. The presentation includes reasons for creative choices and shows how the central idea and its presentation will achieve the client’s advertising objectives for the product or service

	23. 
	53. Persuasive communication techniques are used to secure the client’s interest

	24. 
	54. Non verbal and verbal communication of the client is monitored and the presentation is adjusted in response to requests for additional information or explanation

	25. 
	55. The presentation provides time for the client to consider the campaign proposition and provide feedback




	26. Act on feedback from advertising campaign presentation
	56. Client response to the advertising presentation is analysed and adjustments suggested

	27. 
	57. Changes are negotiated to the campaign in response to the client’s feedback, that continue to meet advertising objectives and budget requirements

	28. 
	58. Campaign is adjusted to meet client needs

	29. 
	59. Adjusted campaign meets legal and ethical requirements

	RANGE STATEMENT
	

	The Range Statement provides advice to interpret the scope and context of this unit of competency, allowing for differences between enterprises and workplaces. It relates to the unit as a whole and facilitates holistic assessment. The following variables may be present for this particular unit:



	Legislation, codes and national standards relevant to the workplace may include
	Award and enterprise agreements and relevant industrial instruments

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Relevant industry codes of practice`



	Presentation format and delivery method/s may include
	Verbal presentation

Individual presentation

Team presentation

Visuals

Advertising copy

Storyboards

Scripts

Video

Audio



	Central ideas may include
	Testimonials

Celebrities

Continuing characters

Product uses

Recipes

Analogy and association

Exaggerated situations

Fantasy

Photographic tricks or special effects

Case histories

Slice‑of‑life situations

Demonstrations



	Techniques for expressing the central idea may include
	Use of humour

Use of a presenter

Animation

Live action

Comparative advertising

Use of colour and/or black and white

Music

Sound effects

Signature elements eg slogans, logotypes, package


	Legal and ethical requirements may include
	Legislation

Regulations

Codes of practice

Ethical principles

Policies and guidelines

Society’s expectations

Cultural expectations and influences

Social responsibilities eg protection of children, environmental issues



	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competency for this unit. This is an integral part of the assessment of competency and should be read in conjunction with the Range Statement.



	Critical aspects of evidence
	Integrated demonstration of all elements of competency and their performance criteria

A real or simulated presentation to demonstrate the integration of the performance criteria with particular emphasis on interaction and assimilation of client feedback



	Interdependent assessment of units


	This unit is related to BSBADV602A Develop an advertising campaign



	Underpinning knowledge*
*At this level the learner must demonstrate understanding of a broad knowledge base incorporating theoretical concepts, with substantial depth in some areas


	Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Organisation’s budget

Purposes of advertising

Different advertising approaches for different markets

Types of advertising objectives and the strategies to address them

Advertising briefs

Central idea and creative techniques to express it

Legal and ethical requirements



	Underpinning skills
	Literacy skills to prepare presentation information, and write in a range of styles for different audiences

Communication including questioning, clarifying and re‑phrasing

Presentation skills

Ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities



	Resource implications
	The learner and trainer should have access to appropriate documentation and resources normally used in the workplace



	Consistency in performance
	In order to achieve consistency of performance, evidence should be collected over a set period of time which is sufficient to include dealings with an appropriate range and variety of situations




	Context of assessment
	Competency is demonstrated by performance of all stated criteria, including paying particular attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, and within the scope as defined by the Range Statement

Assessment must take account of the endorsed assessment guidelines in the Business Services Training Package

Assessment of performance requirements in this unit should be undertaken in an actual workplace or simulated environment

Assessment should reinforce the integration of the key competencies and the business services common competencies for the particular AQF level. Refer to the Key Competency Levels at the end of this unit



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	3
	2
	2
	2
	3
	1


Three levels of performance denote level of competency required to perform a task.

1. Perform
2. Administer
3. Design

Collecting, analysing and organising information – to prepare presentation for advertising campaign

Communicating ideas and information – by verbal and visual means during the presentation

Planning and organising activities – to schedule the presentation and ensure materials and equipment are available

Working with teams and others – to coordinate the input of all personnel at the presentation

Using mathematical ideas and techniques – in the presentation of budgetary and scheduling information

Solving problems – through negotiation if the client’s response to the advertising presentation is negative

Using technology – to demonstrate audio and visual materials

Please refer to the Assessment Guidelines for advice on how to use the Key Competencies.
	UNIT NAME 
	Create an advertising brief


	UNIT CODE 
	BSBADV601A


	UNIT DESCRIPTOR 
	This unit covers creation of an advertising brief in consultation with the client to reflect advertiser needs and preferences.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	30. Determine advertiser requirements
	60. Advertising purpose and objectives are confirmed with the advertiser

	31. 
	61. Comprehensive client and product information is obtained

	32. 
	62. The outcomes of previous advertising are reviewed with the client

	33. 
	63. Budget allocation is confirmed with the client



	34. Develop an advertising brief
	64. The brief contains a client profile, together with a purpose statement and objectives that reflect advertiser needs

	35. 
	65. Advertising objectives are stated in measurable terms and provide specific guidelines on what is to be accomplished by the advertising

	36. 
	66. Key characteristics, competitive factors and the market situation facing the product or service are defined in the brief

	37. 
	67. The brief includes summary information on the target audience

	38. 
	68. Legal and ethical constraints on advertising the product or service are incorporated in the brief

	39. 
	69. The brief contains a budget allocation and schedule of activities which comply with the advertiser’s requirements



	40. Develop the creative brief
	70. The creative brief identifies advertising content and is written in consumer language

	41. 
	71. The creative brief identifies a pitch or appeal for the product that meets the advertiser’s requirements

	42. 
	72. The creative brief identifies supporting information that is required for consumer understanding of the product or service

	43. 
	73. The creative brief contains a budget for creative work that is consistent with the overall advertising budget

	44. 
	74. A deadline for creative work that is consistent with the overall advertising schedule is incorporated in the brief



	RANGE STATEMENT
	

	The Range Statement provides advice to interpret the scope and context of this unit of competency, allowing for differences between enterprises and workplaces. It relates to the unit as a whole and facilitates holistic assessment. The following variables may be present for this particular unit:



	Legislation, codes and national standards relevant to the workplace may include
	Award and enterprise agreements and relevant industrial instruments

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Relevant industry codes of practice


	Advertising purpose may include
	Communicating a message to a particular audience

Stimulating demand for a product or service

Promoting image

Differentiating features or benefits

Providing information

Retention of customers

Recruitment of staff



	Client and product information may include
	The company, its business policies and practices

The company’s promotional ethos

Product name and characteristics

Price, if any

Packaging design

Problems and opportunities facing the product

Past advertising for the product

Existing customers and target market

Distribution channels

The competition



	Advertising objectives may include
	To maintain or increase awareness of a product or service

The launch or re‑launch of a product or service

To test a product or service

To improve sales performance and/or profit

To maintain or improve market share



	Information on the target audience may include
	Demographics

Lifestyle

Social and cultural factors

Values or attitude factors

Existing product usage



	Legal and ethical constraints may include
	Legislation

Regulations

Codes of practice

Ethical principles

Policies and guidelines

Society’s expectations

Cultural expectations and influences

Social responsibilities eg protection of children, environmental issues



	Advertising content
	Is the information to be communicated to the audience

Advertising content may include:

· features of the product/service

· (brand) image factors

· competitive advantages

· where the product may be obtained, price, colour etc



	Pitch or appeal
	Is the key benefit promised to the audience by the advertiser, and

Should be a useful and believable promise to consumers

The pitch or appeal may be:

· positive or negative

· rational

· emotional

· need‑arousing or need‑satisfying


	Supporting information may include
	Evidence to support the claimed benefit

A requirement to specify the target audience

Purchasing information

Reassurances for existing users 



	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competency for this unit. This is an integral part of the assessment of competency and should be read in conjunction with the Range Statement.



	Critical aspects of evidence
	Integrated demonstration of all elements of competency and their performance criteria

Evidence that advertising content and focus in the completed brief meet the advertiser’s requirements

Reasons for choice of advertising pitch or appeal and supporting information to be provided



	Interdependent assessment of units


	—

	Underpinning knowledge*
*At this level the learner must demonstrate understanding of specialised knowledge with depth in some areas
	Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Organisation’s products or services

Organisation’s budget

Consumer behaviour

Purposes of advertising and advertising briefs

Influences on buyer behaviour

Budgets

Schedules

Legal and ethical requirements



	Underpinning skills
	Literacy skills to identify company and product information, to write in a range of styles for different audiences and to interpret legal requirements, company policies and procedures

Communication including questioning, clarifying and reporting

Numeracy skills for budgeting

Project planning skills for identifying timelines and allocating tasks

Ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities



	Resource implications
	The learner and trainer should have access to appropriate documentation and resources normally used in the workplace



	Consistency in performance
	In order to achieve consistency of performance, evidence should be collected over a set period of time which is sufficient to include dealings with an appropriate range and variety of situations



	Context of assessment
	Competency is demonstrated by performance of all stated criteria, including paying particular attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, and within the scope as defined by the Range Statement

Assessment must take account of the endorsed assessment guidelines in the Business Services Training Package

Assessment of performance requirements in this unit should be undertaken in an actual workplace or simulated environment

Assessment should reinforce the integration of the key competencies and the business services common competencies for the particular AQF level. Refer to the Key Competency Levels at the end of this unit



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	2
	3
	1
	2
	1


Three levels of performance denote level of competency required to perform a task.

1. Perform
2. Administer
3. Design

Collecting, analysing and organising information – Collecting information from the advertiser, analysing it to identify the key characteristics to be exploited through advertising, and organising it into a comprehensive brief for others to use

Communicating ideas and information – to prepare an advertising brief that communicates ideas and information to the advertiser and the creative team who will develop the advertisement

Planning and organising activities – to prepare a schedule of activities as part of the advertising brief

Working with teams and others – to confirm requirements with the advertiser and work consultatively to develop the brief to meet those needs

Using mathematical ideas and techniques – to develop a budget for the overall advertising and creative brief

Solving problems – Identifying problems (and opportunities) for the product/service and suggesting a solution through advertising

Using technology – if necessary, to record and present the advertising brief

Please refer to the Assessment Guidelines for advice on how to use the Key Competencies.

	UNIT NAME 
	Develop an advertising campaign


	UNIT CODE 
	BSBADV602A


	UNIT DESCRIPTOR 
	This unit covers determination of key objectives and development of an advertising campaign to optimise product or service market performance in response to an advertising brief.

This unit is related to BSBADV508A Present an advertising campaign. Consider co‑assessment with BSBADV604A Execute an advertising campaign and BSBADV605A Evaluate campaign effectiveness.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	45. Define campaign objectives
	75. The advertiser’s purpose and objectives from the advertising brief are clarified and used to set objectives for the advertising campaign

	46. 
	76. Campaign objectives are stated in measurable terms and identify the nature and extent of what is to be accomplished by the advertising

	47. 
	77. Campaign objectives are feasible, given the constraints of time, budget, product and market factors

	48. 
	78. Campaign objectives take into consideration factors which may affect consumer responses

	49. 
	79. Campaign objectives meet legal and ethical requirements


	50. Prepare an advertising budget
	80. Research resource requirements for the advertising campaign are assessed and specified

	51. 
	81. Resource requirements for a range of media options are assessed and specified

	52. 
	82. Resource requirements for creative and production services for the campaign are assessed and specified

	53. 
	83. Resources allocated to each component of the advertising campaign are justified and sufficient, in relative terms, to achieve the campaign objectives

	54. 
	84. The overall budget meets the requirements of the advertising brief



	55. Develop a schedule for proposed advertising activities
	85. Campaign length and timing is confirmed from the advertising brief

	56. 
	86. Service providers with the required expertise are identified and their costs and availability negotiated

	57. 
	87. Choice of service providers is based on merit and value for money and meets legal and ethical requirements

	58. 
	88. The time allowed in the schedule to meet creative, media and production requirements is sufficient to achieve the advertising objectives

	59. 
	89. The schedule includes milestones for monitoring progress and expenditure against budget, and evaluating campaign effectiveness




	RANGE STATEMENT
	

	The Range Statement provides advice to interpret the scope and context of this unit of competency, allowing for differences between enterprises and workplaces. It relates to the unit as a whole and facilitates holistic assessment. The following variables may be present for this particular unit:



	Legislation, codes and national standards relevant to the workplace may include
	Award and enterprise agreements and relevant industrial instruments

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Relevant industry codes of practice



	Campaign objectives may include
	Increasing awareness of a product, service or brand

Increasing knowledge about a product or service

Changing attitudes

Increasing response to a product or service from a particular demographic group

Generating or increase sales

Improving or maintain market share



	Factors which may affect consumer responses may include
	Gender

Age

Disability

Values

Culture

Marital status

Lifestyle

Affluence



	Legal and ethical requirements may include
	Legislation

Regulations

Codes of practice

Ethical principles

Policies and guidelines

Society’s expectations

Cultural expectations and influences

Social responsibilities eg protection of children, environmental issues



	Research may include
	Observation

Sampling

Quota sampling

Interviews (face to face and telephone)

Indirect research such as depth or focus group interviews, projective questioning, association tests

Surveys

Questionnaires

Panel research

Group interviews

Retail audits (to determine brand share)

Attitude surveys

Specialised research eg ‘mystery shoppers’

Experiments or market testing on a segment of the market

Desktop research




	Occupational health and safety considerations may include


	Safety of researcher and public during research activities

Remote/isolated work policies and procedures (for health and safety of workplace personnel)



	Media options may include
	Television

Radio

Cinema

The press

Billboards

Video

Video games

Videotext

Cable and satellite television

Sponsorship

Direct mail

Direct response

Point‑of‑sale

Sales literature

Sales promotion

Exhibitions and trade fairs

Aerial advertising



	Creative and production services may include
	Copywriter

Artist/illustrator

Graphic designer

Printer

Photographer

Producer

Director

Film maker

Presenter

Performers

Voice over

Camera person

Sound technician

Special effects practitioner

Stunt people

Musicians

Lighting technician



	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competency for this unit. This is an integral part of the assessment of competency and should be read in conjunction with the Range Statement.



	Critical aspects of evidence
	Integrated demonstration of all elements of competency and their performance criteria

Supporting reasons for decisions regarding the central idea, budget and time allocations to be included



	Interdependent assessment of units


	This unit is related to BSBADV508A Present an advertising campaign. Consider co‑assessment with BSBADV604A Execute an advertising campaign and BSBADV605A Evaluate campaign effectiveness




	Underpinning knowledge*
*At this level the learner must demonstrate understanding of specialised knowledge with depth in some areas
	Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Organisation’s products or services

Organisation’s budget

Purposes of advertising

Different advertising approaches for different markets

Types of advertising objectives and the strategies to address them

Advertising briefs

Consumer behaviour

Influences on buyer behaviour

Legal and ethical requirements



	Underpinning skills
	Literacy skills to identify company and product information, write in a range of styles for different audiences and interpret legal requirements, company policies and procedures

Communication including questioning, clarifying and reporting

Numeracy skills for budgeting and scheduling

Project planning skills for identifying timelines and allocating tasks

Ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities



	Resource implications
	The learner and trainer should have access to appropriate documentation and resources normally used in the workplace



	Consistency in performance
	In order to achieve consistency of performance, evidence should be collected over a set period of time which is sufficient to include dealings with an appropriate range and variety of situations



	Context of assessment
	Competency is demonstrated by performance of all stated criteria, including paying particular attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, and within the scope as defined by the Range Statement

Assessment must take account of the endorsed assessment guidelines in the Business Services Training Package

Assessment of performance requirements in this unit should be undertaken in an actual workplace or simulated environment

Assessment should reinforce the integration of the key competencies and the business services common competencies for the particular AQF level. Refer to the Key Competency Levels at the end of this unit



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	2
	2
	3
	1


Three levels of performance denote level of competency required to perform a task.

1. Perform
2. Administer
3. Design

Collecting, analysing and organising information – to define campaign objectives

Communicating ideas and information – through the development of a central advertising idea

Planning and organising activities – to prepare a schedule of activities

Working with teams and others – to negotiate their services

Using mathematical ideas and techniques – to prepare budgets and schedules

Solving problems – to balance the resource requirements of a number of competing elements

Using technology – for recording and scheduling activities, if required

Please refer to the Assessment Guidelines for advice on how to use the Key Competencies.
	UNIT NAME 
	Manage advertising production



	UNIT CODE 
	BSBADV603A



	UNIT DESCRIPTOR 
	This unit covers planning, directing, monitoring and evaluating the production of electronic and print advertising.

This unit is related to BSBADV403A Monitor advertising production.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	60. Plan the production process for advertisements
	90. Timing and budgetary requirements for creative and production work are confirmed

	61. 
	91. The creative brief is assessed and factors that influence the production process are identified

	62. 
	92. Production processes are investigated and determined to suit both the creative work and the advertising medium

	63. 
	93. Specifications are determined to suit both the advertisement and the production process

	64. 
	94. Pre‑production work is scheduled to meet production requirements

	65. 
	95. A production schedule is planned to meet the requirements of the advertising brief and the media plan



	66. Evaluate and select suppliers
	96. Suppliers are identified for each element in the production process

	67. 
	97. Suppliers are assessed in terms of their expertise and capacity to meet production, budget and schedule requirements

	68. 
	98. Choice of suppliers is based on merit and value for money and meets legal and ethical requirements

	69. 
	99. Suppliers are briefed and their agreement to meet production, schedule and price requirements gained



	70. Direct the advertising production process
	100. Management of all aspects of the production process is integrated to meet the requirements of the advertising brief and schedule

	71. 
	101. Creative specialists are involved in the production process to solve creative problems and advise on creative changes to ensure the resulting advertisement is consistent with the objectives and positioning for the product or service

	72. 
	102. The outputs from the production process meet the requirements of the production schedule, creative brief and media plan



	73. Evaluate advertising production
	103. The quality and cost‑effectiveness of the production processes are evaluated and reported against the requirements of the creative brief

	74. 
	104. Evaluation processes are valid and measure quality against the standards established in the creative brief

	75. 
	105. The final advertisement is evaluated in relation to the requirements of the creative brief



	RANGE STATEMENT
	

	The Range Statement provides advice to interpret the scope and context of this unit of competency, allowing for differences between enterprises and workplaces. It relates to the unit as a whole and facilitates holistic assessment. The following variables may be present for this particular unit:


	Legislation, codes and national standards relevant to the workplace may include
	Award and enterprise agreements and relevant industrial instruments

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Relevant industry codes of practice



	Factors that influence the production process may include
	Creative concept

Central idea

Image factors

Budget

Timeframe



	Print production processes may include
	Letterpress

Offset lithography

Rotogravure

Flexography

Silk screen

Desktop publishing

Inkjet printing

Computer software programs

Pre‑print production processes



	Electronic production processes may include
	Film

Video

Sound recording

Live recording

Web sites



	Printing specifications may include
	Art reproduction:

· Photography

· Line art

· Halftones

· Screens

· Colour reproduction:

· Spot colour

· Process colour

· Colour separation

· Computerised colour reproduction

· Colour register/s

· Typesetting

· Composition



	Pre‑production work may include
	Receipt and review of advertising copy

Receipt of visual elements and layout

Scripts

Storyboards

Set construction

Rehearsals



	Production schedule may include
	Pre‑production, production and post‑production work

Film or video shooting

Sound recording


	Post‑production work may include
	Assembling scenes

Sound mixing

Editing

Dialogue synchronisation



	Occupational health and safety considerations may include
	Safety of work sites and sets for workers and public

Safety of activities in scripts, storyboards

Safe operation of equipment

Provision of amenities during filming, recording, photography

Managing contracted employees ie hiring advertising agencies



	Suppliers may include
	Agency

Contract

In‑house

Paper suppliers

Colour scanning

Electronic data exchange

Producer

Director

Art director

Copywriter

Editor

Film, video or recording crew

Presenter/s

Actor/s

Lighting technicians

Sound technicians



	Aspects of the production process may include
	Human

Technical

Physical



	Creative specialists may include
	Copywriter

Art director

Graphic designer

Artist/illustrator 



	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competency for this unit. This is an integral part of the assessment of competency and should be read in conjunction with the Range Statement.



	Critical aspects of evidence
	Integrated demonstration of all elements of competency and their performance criteria

Reasons for choice of supplier to be provided/

Evaluation of the process and outputs to demonstrate how the objectives have been met



	Interdependent assessment of units


	This unit is related to BSBADV403A Monitor advertising production



	Underpinning knowledge*

*At this level the learner must demonstrate understanding of specialised knowledge with depth in some areas
	Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Organisation’s budget

Organisation’s product and/or services

Advertising briefs

Creative briefs

Media plans

Printing production process

Television, film and video production processes

Legal and ethical requirements



	Underpinning skills
	Literacy skills to interpret production requirements and supplier profiles, and prepare a production plan

Communication including questioning, clarifying and reporting

Numeracy skills for budgeting and scheduling

Project management skills for directing and monitoring suppliers

Ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities



	Resource implications
	The learner and trainer should have access to appropriate documentation and resources normally used in the workplace



	Consistency in performance
	In order to achieve consistency of performance, evidence should be collected over a set period of time which is sufficient to include dealings with an appropriate range and variety of situations



	Context of assessment
	Competency is demonstrated by performance of all stated criteria, including paying particular attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, and within the scope as defined by the Range Statement

Assessment must take account of the endorsed assessment guidelines in the Business Services Training Package

Assessment of performance requirements in this unit should be undertaken in an actual workplace or simulated environment

Assessment should reinforce the integration of the key competencies and the business services common competencies for the particular AQF level. Refer to the Key Competency Levels at the end of this unit



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	3
	2
	3
	2
	3
	1


Three levels of performance denote level of competency required to perform a task.

1. Perform
2. Administer
3. Design

Collecting, analysing and organising information – to determine requirements and determine specifications

Communicating ideas and information – to negotiate with suppliers

Planning and organising activities – to plan the production process for advertising

Working with teams and others – to manage all parts of the production process

Using mathematical ideas and techniques – to monitor budgets and prepare schedules

Solving problems – to ensure creative quality and deal with required changes

Using technology – to monitor progress against the schedule and expenditure against budget

Please refer to the Assessment Guidelines for advice on how to use the Key Competencies.
	UNIT NAME 
	Execute an advertising campaign


	UNIT CODE 
	BSBADV604A



	UNIT DESCRIPTOR 
	This unit covers coordination and monitoring of the implementation of an advertising campaign.

Consider co-assessment with BSBADV605A Evaluate campaign effectiveness.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	76. Develop an implementation strategy
	106. The creative brief and media plan are analysed and factors affecting implementation of the campaign determined

	77. 
	107. The strategy outlines implementation tasks and timelines and includes a contingency plan for dealing with omissions and errors



	78. Negotiate media contracts
	108. The media plan and budget for implementation is confirmed with the client

	79. 
	109. Advertisement positions and price are negotiated with each media vehicle in accordance with the client’s requirements

	80. 
	110. Contingency factors and solutions are negotiated and agreed with the media

	81. 
	111. Media contracts are established that meet legal and ethical requirements and the requirements of the advertising campaign brief and schedule



	82. Monitor the advertising campaign
	112. Media performance is evaluated against the conditions of the contract and variations identified and analysed

	83. 
	113. The provisions of media guarantees are applied if necessary, and adjustments made to media schedules

	84. 
	114. The execution of the advertising campaign complies with the advertising schedule and budget



	RANGE STATEMENT
	

	The Range Statement provides advice to interpret the scope and context of this unit of competency, allowing for differences between enterprises and workplaces. It relates to the unit as a whole and facilitates holistic assessment. The following variables may be present for this particular unit:



	Legislation, codes and national standards relevant to the workplace may include
	Award and enterprise agreements and relevant industrial instruments

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Relevant industry codes of practice



	Advertising position may include
	Left or right page

Above or below the fold

EGN

Page number

Fixed position each week in a radio/television or other program

Evenly spread during the time schedule

Scatter plan which places an advertisement in different programs or positions each week


	Price may include
	Negotiation of

· discounts

· buying incentives

· concessions

· guarantees



	Contingency factors may include
	Technical errors

Programming errors



	Guarantees may include
	Price

Position

Frequency



	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competency for this unit. This is an integral part of the assessment of competency and should be read in conjunction with the Range Statement.



	Critical aspects of evidence
	Integrated demonstration of all elements of competency and their performance criteria

Information on likely problems with media placement and strategies to deal with them



	Interdependent assessment of units


	Consider co-assessment with BSBADV605A Evaluate campaign effectiveness



	Underpinning knowledge*
*At this level the learner must demonstrate understanding of specialised knowledge with depth in some areas
	Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Organisation’s budget

Legal and ethical requirements

Advertising and media briefs

Media options

Campaign contingencies

Media pricing policies

Media guarantees

Media vehicles



	Underpinning skills
	Literacy skills to interpret media requirements and establish contracts

Communication including questioning, clarifying and reporting

Numeracy skills for budgeting and scheduling

Project management skills for monitoring contracts

Ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities



	Resource implications
	The learner and trainer should have access to appropriate documentation and resources normally used in the workplace



	Consistency in performance
	In order to achieve consistency of performance, evidence should be collected over a set period of time which is sufficient to include dealings with an appropriate range and variety of situations




	Context of assessment
	Competency is demonstrated by performance of all stated criteria, including paying particular attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, and within the scope as defined by the Range Statement

Assessment must take account of the endorsed assessment guidelines in the Business Services Training Package

Assessment of performance requirements in this unit should be undertaken in an actual workplace or simulated environment

Assessment should reinforce the integration of the key competencies and the business services common competencies for the particular AQF level. Refer to the Key Competency Levels at the end of this unit.



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	3
	2
	3
	2
	2
	1


Three levels of performance denote level of competency required to perform a task.

1. Perform
2. Administer
3. Design

Collecting, analysing and organising information – to analyse requirements

Communicating ideas and information – to negotiate media contracts

Planning and organising activities – to develop an implementation strategy

Working with teams and others – to negotiate media contracts

Using mathematical ideas and techniques – to negotiate prices and monitor budgets

Solving problems – to deal with contingencies

Using technology – to execute the media campaign

Please refer to the Assessment Guidelines for advice on how to use the Key Competencies.
	UNIT NAME 
	Evaluate campaign effectiveness



	UNIT CODE 
	BSBADV605A



	UNIT DESCRIPTOR 
	This unit covers development and implementation of a campaign evaluation strategy in order to determine whether advertising objectives have been attained.

Consider co-assessment with BSBADV602A Develop an advertising campaign and BSBADV604A Execute an advertising campaign.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	85. Develop a campaign evaluation strategy
	115. The evaluation strategy defines standards and measurements by which the effectiveness of the advertising can be measured and improvements identified

	86. 
	116. The strategy establishes specific performance standards for each element of the advertising campaign as well as the overall outcome

	87. 
	117. The strategy includes standards for the evaluation of the legal and ethical acceptability of the advertisement/s

	88. 
	118. The strategy includes processes for correcting advertisements which do not meet legal and ethical standards



	89. Implement campaign evaluation strategy
	119. Expenditure data is evaluated to determine effectiveness in relation to budget

	90. 
	120. The media program is evaluated to determine performance against the objectives of the media plan

	91. 
	121. The creative strategy is evaluated in terms of copy content, creative execution and effectiveness of the finished advertisement

	92. 
	122. The interactive effect of all the elements in the advertising campaign is evaluated to determine the overall effectiveness of the advertising campaign



	93. Utilise advertising effectiveness data
	123. The results of evaluations of advertising effectiveness are used in the analysis and planning phase for subsequent advertising

	94. 
	124. Expenditure information is used to improve the budget planning process

	95. 
	125. Feedback on the advertisement itself is used to provide ideas for future advertisements and to improve advertising copy

	96. 
	126. Media performance information is used to determine whether alternative media approaches would yield better results

	97. 
	127. Differences between planned and actual accomplishments are used to define problems to be addressed in the next planning phase




	RANGE STATEMENT
	

	The Range Statement provides advice to interpret the scope and context of this unit of competency, allowing for differences between enterprises and workplaces. It relates to the unit as a whole and facilitates holistic assessment. The following variables may be present for this particular unit:



	Legislation, codes and national standards relevant to the workplace may include
	Award and enterprise agreements and relevant industrial instruments

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Relevant industry codes of practice



	Elements of the advertising campaign may include
	Research

Creative materials

Finished advertisement

Purchase of advertising media

Campaign launch

Expenditure against budget



	Effectiveness measures may include
	Cognitive tests

Physiological tests

Readership tests

Recall tests

Related recall

Awareness studies

Ratings

Tracking study

Affective tests

Consumer juries

Headline testing

Conative tests

Inquiry measurement

Split‑run tests

Theatre tests

Split cable testing

Split scan system

Sales analysis

Consumer take‑away

Retail audit

Controlled store testing

Simulated test market (STM)



	Legal and ethical standards may include
	Legislation

Government regulations

Policies

Non‑government agency regulations

Industry self‑regulation standards

Codes of practice

Privacy standards

Safety standards

Standards relating to truth in advertising

‘Good taste’ standards

Standards relating to the use of sex in advertising

Standards relating to women, children, and culturally and linguistically diverse groups

Standards relating to subliminal advertising

Standards relating to comparative advertising


	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competency for this unit. This is an integral part of the assessment of competency and should be read in conjunction with the Range Statement.



	Critical aspects of evidence
	Integrated demonstration of all elements of competency and their performance criteria

Campaign effectiveness to be evaluated during and after a campaign



	Interdependent assessment of units


	Consider co-assessment with BSBADV602A Develop an advertising campaign and BSBADV604A Execute an advertising campaign



	Underpinning knowledge*
*At this level the learner must demonstrate understanding of specialised knowledge with depth in some areas


	Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Organisation’s budget planning process

Techniques for evaluating advertising effectiveness

Advertising objectives

Legal and ethical requirements

Advertising, creative and media briefs

Media options

Corrective action



	Underpinning skills
	Literacy skills to interpret evaluation requirements, legal and ethical requirements

Communication including questioning, clarifying and reporting

Numeracy skills for analysing numerical and other data and drawing conclusions

Evaluation skills

Ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities



	Resource implications
	The learner and trainer should have access to appropriate documentation and resources normally used in the workplace



	Consistency in performance
	In order to achieve consistency of performance, evidence should be collected over a set period of time which is sufficient to include dealings with an appropriate range and variety of situations



	Context of assessment
	Competency is demonstrated by performance of all stated criteria, including paying particular attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, and within the scope as defined by the Range Statement

Assessment must take account of the endorsed assessment guidelines in the Business Services Training Package

Assessment of performance requirements in this unit should be undertaken in an actual workplace or simulated environment

Assessment should reinforce the integration of the key competencies and the business services common competencies for the particular AQF level. Refer to the Key Competency Levels at the end of this unit


	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	3
	2
	2
	2
	3
	1


Three levels of performance denote level of competency required to perform a task.

1. Perform
2. Administer
3. Design

Collecting, analysing and organising information – to determine the effectiveness of advertising campaigns

Communicating ideas and information – to report on ways to utilise evaluation findings

Planning and organising activities – to implement evaluation processes

Working with teams and others – to gather effectiveness information

Using mathematical ideas and techniques – to analyse evaluation data

Solving problems – to improve advertising planning

Using technology – to compare data, if necessary and interpret results

Please refer to the Assessment Guidelines for advice on how to use the Key Competencies.

	UNIT NAME 
	Show leadership in the workplace


	UNIT CODE 
	BSBFLM402A



	UNIT DESCRIPTOR 
	This unit is equivalent to the original unit BSXFMI402A Provide leadership in the workplace.

Frontline management has an important leadership role in the development of the organisation. This will be evident in the way they work with teams and individuals, their standard of conduct and the initiative they take in influencing others. At this level, work will normally be carried out within routine and non‑routine methods and procedures which require the exercise of some discretion and judgement.

Consider co‑assessment with BSBCMN402A Develop work priorities, BSBFLM403A Manage effective workplace relationships, BSBFLM404A Lead work teams, and BSBFLM406A Implement workplace information system.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	98. Model high standards of management performance and behaviour
	128. Management performance and behaviour meets the organisation’s requirements

	99. 
	129. Management performance and behaviour serves as a positive role model for others

	100. 
	130. Performance plans are developed and implemented in accordance with the organisation’s goals and objectives

	101. 
	131. Key performance indicators are established and used to meet the organisation’s goals and objectives



	102. Enhance the organisation’s image
	132. The organisation’s standards and values are used in conducting business

	103. 
	133. Standards and values considered to be damaging to the organisation are questioned through established communication channels

	104. 
	134. Personal performance contributes to developing an organisation which has integrity and credibility



	105. Influence individuals and teams positively
	135. Expectations, roles and responsibilities are communicated in a way which encourages individuals/teams to take responsibility for their work

	106. 
	136. Individual’s/team’s efforts and contributions are encouraged, valued and rewarded

	107. 
	137. Ideas and information receive the acceptance and support of colleagues


	108. Make informed decisions
	138. Information relevant to the issue(s) under consideration is gathered and organised

	109. 
	139. Individuals/teams participate actively in the decision making processes

	110. 
	140. Options are examined and their associated risks assessed to determine preferred course(s) of action

	111. 
	141. Decisions are timely and communicated clearly to individuals/teams

	112. 
	142. Plans to implement decisions are prepared and agreed by relevant individuals/teams

	113. 
	143. Feedback processes are used effectively to monitor the implementation and impact of decisions


	RANGE STATEMENT
	

	The Range Statement provides advice to interpret the scope and context of this unit of competency, allowing for differences between enterprises and workplaces. It relates to the unit as a whole and facilitates holistic assessment. The following variables may be present for this particular unit:



	Legislation, codes and national standards relevant to the workplace which may include
	Award and enterprise agreements and relevant industrial instruments

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Relevant industry codes of practice



	At AQF level 4, frontline management will normally be engaged in a workplace context where they 
	Engage in short to medium term planning within the organisation’s business plans. For example, prepares six monthly plan of the department’s productivity targets within the organisation’s business plans

Take responsibility for own outputs in relation to specific quality standards. For example, assesses own management performance against the organisation’s standards of management

Take limited responsibility for the quality and quantity of the output of others. For example, using the organisation’s performance improvement processes, assists individuals to assess the quality and quantity of their output and to devise appropriate improvement plans

Demonstrate understanding of a broad knowledge base incorporating some theoretical concepts. For example, understands the principles and techniques underpinning the development of Key Performance indicators

Perform varied activities in a wide range of routine and/or non‑routine contexts, with knowledge and skill depth in some areas. For example, negotiates the services to be provided to an external customer who has needs which are not able to be met within the organisation’s standard range of services

Apply solutions to a defined range of unpredictable problems. For example, given the failure of a supplier to provide urgently required computer software, analyses the options and takes appropriate action for a prompt and cost‑effective rectification of the problem

Identify, analyse and evaluate information from a variety of sources. For example, given feedback from several employees as to ways to up‑grade the department’s operating procedures and given the organisation’s standard documentation, considers the information provided and prepares a recommendation for consultation



	Frontline management at this level normally operate in a relatively simple and routine workplace environment in which they use the organisation’s


	Goals, objectives, plans, systems and processes

Quality and continuous improvement processes and standards

Access and equity principles and practice

Business and performance plans

Defined resource parameters

Ethical standards


	Organisation’s requirements will be
	Expressed in written documentation and orally. They will normally be expressed in terms of goals, plans, processes and procedures. The requirements also include the culture and standards demonstrated by the organisation



	The organisation’s standards and values will be


	Stated or implied by the way the organisation conducts its business

	Colleagues may include
	Team members, employees at the same level and more senior managers, and may include people from a wide variety of social, cultural and ethnic backgrounds. This will usually be from a wider spread of the organisation than at AQF level 3



	Feedback processes may be


	Formal or informal and may be from internal or external sources

	OHS considerations may include
	Implement and monitor OHS procedures in area of responsibility

Leadership in OHS practice as an ethical standard

OHS hazard identification, risk assessment and control approaches evident in decisions



	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competence for this unit. This is an integral part of the assessment of competency and should be read in conjunction with the Range Statement.



	Critical aspects of evidence
	Displays high standards of leadership

Demonstrates a positive influence on others

Uses effective consultation processes

Makes soundly researched decisions



	Interdependent assessment of units


	Consider co‑assessment with BSBCMN402A Develop work priorities, BSBFLM403A Manage effective workplace relationships, BSBFLM404A Lead work teams, and BSBFLM406A Implement workplace information system



	Underpinning knowledge*
*At this level the learner must demonstrate understanding of a broad knowledge base incorporating some theoretical concepts
	Underpinning knowledge relates to the essential knowledge and understanding a person needs to perform work to the required standard

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

The principles and techniques associated with:

· leading people

· preparing performance plans

· establishing key performance indicators

· influencing others

· establishing effective consultative processes

· making decisions

The characteristics of a positive role model

The types of actions which uphold the organisation’s image




	Underpinning skills
	Functional literacy skills to use written and oral information about workplace requirements

Communication skills including receiving and analysing feedback and reporting

Accessing and interpreting the organisation’s standards and values

Research and analytical skills to interpret data

Planning and organising skills to meet work priorities

Monitoring and introducing practices to improve work performance

Being a positive influence on colleagues

Using information systems to advantage

Using feedback to achieve positive outcomes

Use coaching and mentoring skills to provide support to colleagues

Ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities



	Resource implications
	The learner and trainer should have access to appropriate documentation and resources normally used in the workplace



	Consistency in performance
	In order to achieve consistency of performance, evidence should be collected over a set period of time which is sufficient to include dealings with an appropriate range and variety of situations



	Context of assessment
	Competency is demonstrated by performance of all stated criteria, including paying particular attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, and within the scope as defined by the Range Statement

Assessment must take account of the endorsed assessment guidelines in the Business Services Training Package

Assessment of performance requirements in this unit should be undertaken in an actual workplace or simulated environment

Assessment should reinforce the integration of the key competencies and the business services common competencies for the particular AQF level. Refer to the Key Competencies Levels at the end of this unit



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	2
	1
	2
	1


Three levels of performance denote level of competency required to perform a task.

1. Perform
2. Administer
3. Design

Collecting, analysing and organising information – to develop Key Performance Indicators

Communicating ideas and information – with individuals and members of work team

Planning and organising activities – to establish work plans

Working with teams and others – to implement and monitor performance

Using mathematical ideas and techniques – as an aid to measure and plan goals

Solving problems – as part of the decision making processes

Using technology – to aid effective management of information

Please refer to the Assessment Guidelines for advice on how to use the Key Competencies

	UNIT NAME 
	Manage effective workplace relationships


	UNIT CODE 
	BSBFLM403A



	UNIT DESCRIPTOR 
	This unit is equivalent to the original unit BSXFMI403A Establish and manage effective workplace relationships.

Frontline management plays an important role in developing and maintaining positive relationships in internal and external environments so that customers, suppliers and the organisation achieve planned outputs/outcomes. At this level, work will normally be carried out within routine and non‑routine methods and procedures which require the exercise of some discretion and judgement.

Consider co‑assessment with BSBFLM402A Show leadership in the workplace and BSBFLM404A Lead work teams.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	114. Gather, convey and receive information and ideas
	144. Information to achieve work responsibilities is collected from appropriate sources

	115. 
	145. The method(s) used to communicate ideas and information is appropriate to the audience

	116. 
	146. Communication takes into account social and cultural diversity

	117. 
	147. Input from internal and external sources is sought, and valued in developing and refining new ideas and approaches



	118. Develop trust and confidence
	148. People are treated with integrity, respect and empathy

	119. 
	149. The organisation’s social, ethical and business standards are used to develop and maintain positive relationships

	120. 
	150. Trust and confidence of colleagues, customers and suppliers is gained and maintained through competent performance

	121. 
	151. Interpersonal styles and methods are adjusted to the social and cultural environment



	122. Build and maintain networks and relationships
	152. Networking is used to identify and build relationships

	123. 
	153. Networks and other work relationships provide identifiable benefits for the team and organisation

	124. 
	154. Action is taken to maintain the effectiveness of workplace relationships



	125. Manage difficulties to achieve positive outcomes
	155. Problems are identified and analysed, and action is taken to rectify the situation with minimal disruption to performance

	126. 
	156. Colleagues receive guidance and support to resolve their work difficulties

	127. 
	157. Poor work performance is managed within the organisation’s processes

	128. 
	158. Conflict is managed constructively within the organisation’s processes

	129. 
	159. Difficult situations are negotiated to achieve results acceptable to the participants, and which meet organisation’s and legislative requirements



	RANGE STATEMENT
	

	The Range Statement provides advice to interpret the scope and context of this unit of competence, allowing for differences between enterprises and workplaces. It relates to the unit as a whole and facilitates holistic assessment. The following variables may be present for this particular unit:



	Legislation, codes and national standards relevant to the workplace which may include
	Award and enterprise agreements and relevant industrial instruments

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Relevant industry codes of practice



	At AQF level 4, frontline management will normally be engaged in a workplace context where they 
	Engage in short to medium term planning within the organisation’s business plans. For example, prepares six monthly plan of the department’s productivity targets within the organisation’s business plans

Take responsibility for own outputs in relation to specific quality standards. For example, assesses own management performance against the organisation’s standards of management

Take limited responsibility for the quality and quantity of the output of others. For example, using the organisation’s performance improvement processes, assists individuals to assess the quality and quantity of their output and to devise appropriate improvement plans

Demonstrate understanding of a broad knowledge base incorporating some theoretical concepts. For example, understands the principles and techniques underpinning the development of Key Performance indicators

Perform varied activities in a wide range of routine and/or non‑routine contexts, with knowledge and skill depth in some areas. For example, negotiates the services to be provided to an external customer who has needs which are not able to be met within the organisation’s standard range of services

Apply solutions to a defined range of unpredictable problems. For example, given the failure of a supplier to provide urgently required computer software, analyses the options and takes appropriate action for a prompt and cost‑effective rectification of the problem

Identify, analyse and evaluate information from a variety of sources. For example, given feedback from several employees as to ways to up‑grade the department’s operating procedures and given the organisation’s standard documentation, considers the information provided and prepares a recommendation for consultation



	Frontline management at this level normally operate in a relatively simple and routine workplace environment in which they use the organisation’s
	Goals, objectives, plans, systems and processes

Quality and continuous improvement processes and standards

Access and equity principles and practice

Business and performance plans

Defined resource parameters

Ethical standards




.

	Sources of information may be


	Internal or external and print or non‑print

	The organisation’s social, ethical and business standards refers to


	Those relevant to frontline management’s work activities. They may be written or oral, stated or implied

	Colleagues may include
	Team members, employees at the same level and more senior managers, and may include people from a wide variety of social, cultural and ethnic backgrounds. This will usually be from a wider spread of the organisation than at AQF level 3



	Customers and suppliers would typically be from


	Internal sources, although there may be some limited external contact



	Networks may be
	Internal and/or external. They may be with individuals or groups, either through established structures or through unstructured arrangements



	Guidance and support may be
	Provided by frontline management or arranged from alternative internal or external sources



	OHS considerations may include
	OHS practice as an ethical standard and legislative requirement

Organisation’s responsibilities to customers and suppliers

Adjust communication and OHS approach to cater for social and cultural diversity



	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competence for this unit. This is an integral part of the assessment of competence and should be read in conjunction with the Range Statement.



	Critical aspects of evidence
	Establishes and maintains positive work relationships

Develops trust and confidence

Accesses and analyses information to achieve planned outcomes

Resolves problems and conflicts effectively and efficiently



	Interdependent assessment of units


	Consider co‑assessment with BSBFLM402A Show leadership in the workplace and BSBFLM404A Lead work teams



	Underpinning knowledge*
*At this level the learner must demonstrate understanding of a broad knowledge base incorporating some theoretical concepts

	Underpinning knowledge relates to the essential knowledge and understanding a person needs to perform work to the required standard

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

The principles and techniques associated with:

· developing trust and confidence

· consistent behaviour in work relationships

· identifying the cultural and social environment

· identifying and assessing interpersonal styles

· establishing networks

· problem identification and resolution


	
	· handling conflict

· managing poor work performance

Managing relationships to achieve planning responsibilities

Monitoring and introducing ways to improve work relationships

Contributing to the elimination of discrimination/bias



	Underpinning skills
	Functional literacy skills to access and use workplace information

Communication skills including researching, analysing and interpreting information from a variety of people, reporting

Responding to unexpected demands from a range of people

Using consultative processes effectively

Forging effective relationships with internal and/or external people

Gaining the trust and confidence of colleagues

Dealing with people openly and fairly

Using coaching and mentoring skills to provide support to colleagues

Ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities



	Resource implications
	The learner and trainer should have access to appropriate documentation and resources normally used in the workplace



	Consistency in performance
	In order to achieve consistency of performance, evidence should be collected over a set period of time which is sufficient to include dealings with an appropriate range and variety of situations



	Context of assessment
	Competency is demonstrated by performance of all stated criteria, including paying particular attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, and within the scope as defined by the Range Statement

Assessment must take account of the endorsed assessment guidelines in the Business Services Training Package

Assessment of performance requirements in this unit should be undertaken in an actual workplace or simulated environment

Assessment should reinforce the integration of the key competencies and the business services common competencies for the particular AQF level. Refer to the Key Competencies Levels at the end of this unit



	KEY COMPETENCIES

	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	2
	1
	2
	2


Three levels of performance denote level of competency required to perform a task.

1. Perform
2. Administer
3. Design

Collecting, analysing and organising information – to support work responsibilities

Communicating ideas and information – with individuals and members of work team

Planning and organising activities – in building networks

Working with teams and others – to assist improve their performance

Using mathematical ideas and techniques – to use appropriate calculations to resolve problems

Solving problems – as an aid to decision making

Using technology – to assist in the management information

Please refer to the Assessment Guidelines for advice on how to use the Key Competencies.

	UNIT NAME 
	Lead work teams


	UNIT CODE 
	BSBFLM404A



	UNIT DESCRIPTOR 
	This unit is equivalent to the original unit BSXFMI404A Participate in, lead and facilitate work teams.

This unit covers the skills and knowledge required to lead a team or work group in a business environment. It includes developing plans, providing leadership and supervising the performance of a group.

This unit is related to BSBCMN301A Exercise initiative in a business environment. Consider co-assessment with BSBFLM402A Show leadership in the workplace, BSBFLM403A Manage effective workplace relationships, BSBFLM406A Implement workplace information system, and BSBCMN404A Develop teams and individuals.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	130. Participate in team planning
	160. The manager assists the team establish its purpose, roles, responsibilities and accountabilities in accordance with the organisation’s goals, plans and objectives

	131. 
	161. The manager assists the team monitor and adjust its performance within the organisation’s continuous improvement policies and processes

	132. 
	162. The manager encourages the team to use the competencies of each member for team and individual benefit



	133. Develop team commitment and co‑operation
	163. The manager assists the team to use open communication processes to obtain and share information

	134. 
	164. The team makes decisions in accordance with its agreed roles and responsibilities

	135. 
	165. The manager supports the team to develop mutual concern and camaraderie



	136. Manage and develop team performance
	166. The results achieved by the team contribute positively to the organisation’s business plans

	137. 
	167. The manager encourages the team to exploit innovation and initiative

	138. 
	168. Team and individual competencies are monitored regularly to confirm that the team is able to achieve its goals

	139. 
	169. Team members share and enhance their knowledge and skills


	140. Participate in and facilitate the work team
	170. Team members participate actively in team activities and communication processes

	141. 
	171. Individuals and teams take individual and joint responsibility for their actions

	142. 
	172. The team receives support to identify and resolve problems which impede its performance




	RANGE STATEMENT
	

	The Range Statement provides advice to interpret the scope and context of this unit of competence, allowing for differences between enterprises and workplaces. It relates to the unit as a whole and facilitates holistic assessment. The following variables may be present for this particular unit:



	Legislation, codes and national standards relevant to the workplace which may include
	Award and enterprise agreements and relevant industrial instruments

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Relevant industry codes of practice



	At AQF level 4, frontline management will normally be engaged in a workplace context where they 
	Engage in short to medium term planning within the organisation’s business plans. For example, prepares six monthly plan of the department’s productivity targets within the organisation’s business plans

Take responsibility for own outputs in relation to specific quality standards. For example, assesses own management performance against the organisation’s standards of management

Take limited responsibility for the quality and quantity of the output of others. For example, using the organisation’s performance improvement processes, assists individuals to assess the quality and quantity of their output and to devise appropriate improvement plans

Demonstrate understanding of a broad knowledge base incorporating some theoretical concepts. For example, understands the principles and techniques underpinning the development of Key Performance indicators

Perform varied activities in a wide range of routine and/or non‑routine contexts, with knowledge and skill depth in some areas. For example, negotiates the services to be provided to an external customer who has needs which are not able to be met within the organisation’s standard range of services

Apply solutions to a defined range of unpredictable problems. For example, given the failure of a supplier to provide urgently required computer software, analyses the options and takes appropriate action for a prompt and cost‑effective rectification of the problem

Identify, analyse and evaluate information from a variety of sources. For example, given feedback from several employees as to ways to up‑grade the department’s operating procedures and given the organisation’s standard documentation, considers the information provided and prepares a recommendation for consultation



	Frontline management at this level normally operate in a relatively simple and routine workplace environment in which they use the organisation’s


	Goals, objectives, plans, systems and processes

Quality and continuous improvement processes and standards

Access and equity principles and practice

Business and performance plans

Defined resource parameters

Ethical standards



	The manager may
	Adopt a variety of roles in teams including leader, facilitator, participant, coach, mentor


	Teams may be
	One or a mixture of on‑going, work‑based, project‑based, task specific, or cross‑functional. Teams may include full time employees, contractors, part time employees



	The organisation’s goals, plans and objectives refers to


	Those relevant to frontline management’s work activities and to the teams in which frontline management is involved

	Competencies refer to
	The abilities of the team members and may be formally recognised or not formally recognised. They may be industry‑wide, enterprise specific or individual specific



	Knowledge and skill development may
	Take place through a variety of methods including for example, coaching, mentoring, exchange/rotation, shadowing, action learning, structured training programs



	OHS considerations may include
	Implement and monitor participative arrangements

Information to team about OHS and the organisation’s OHS policies, procedures and practices



	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competence for this unit. This is an integral part of the assessment of competence and should be read in conjunction with the Range Statement.



	Critical aspects of evidence
	Provides leadership to team

Contributes positively to team performance

Provides coaching and mentoring support



	Interdependent assessment of units


	This unit is related to BSBCMN301A Exercise initiative in a business environment. Consider co-assessment with BSBFLM402A Show leadership in the workplace, BSBFLM403A Manage effective workplace relationships, BSBFLM406A Implement workplace information system, and BSBCMN404A Develop teams and individuals



	Underpinning knowledge*
*At this level the learner must demonstrate understanding of a broad knowledge base incorporating some theoretical concepts
	Underpinning knowledge relates to the essential knowledge and understanding a person needs to perform work to the required standard

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

The principles and techniques associated with:

· the organisation of teams

· team goal setting

· devolving responsibility/accountability to teams

· team dynamics

· conflict resolution

· gaining team commitment

· monitoring and assessing team performance

Gain team commitment to the organisation’s goals, values and plans

The forms of bias/discrimination and how to deal with them`




	Underpinning skills
	Functional literacy skills to access and use workplace information

Assessing the competence of the team

Facilitating the participation of team members

Working effectively with team members who have diverse work styles, aspirations, cultures and perspectives

Facilitating team development and improvement

Assessing competency development requirements

Gaining the trust and confidence of colleagues

Dealing with people openly and fairly

Using coaching and mentoring skills to provide support to colleagues

Ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities



	Resource implications
	The learner and trainer should have access to appropriate documentation and resources normally used in the workplace



	Consistency in performance
	In order to achieve consistency of performance, evidence should be collected over a set period of time which is sufficient to include dealings with an appropriate range and variety of situations



	Context of assessment
	Competency is demonstrated by performance of all stated criteria, including paying particular attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, and within the scope as defined by the Range Statement

Assessment must take account of the endorsed assessment guidelines in the Business Services Training Package

Assessment of performance requirements in this unit should be undertaken in an actual workplace or simulated environment

Assessment should reinforce the integration of the key competencies and the business services common competencies for the particular AQF level. Refer to the Key Competencies Levels at the end of this unit



	KEY COMPETENCIES

	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	3
	2
	1
	3
	1


Three levels of performance denote level of competency required to perform a task.

1. Perform
2. Administer
3. Design

Collecting, analysing and organising information – to assist team planning

Communicating ideas and information – with members of work team

Planning and organising activities – in association with team

Working with teams and others – to achieve team goals

Using mathematical ideas and techniques – to assist the development of team plans

Solving problems – to assist team performance

Using technology – to assist the management of information

Please refer to the Assessment Guidelines for advice on how to use the Key Competencies.

	UNIT NAME 
	Manage workplace information systems


	UNIT CODE 
	BSBFLM506A



	UNIT DESCRIPTOR 
	This unit is equivalent to the original unit BSXFMI506A Manage workplace information.

Frontline management is an important creator and manager of information. Their competency in identifying, acquiring, analysing and using appropriate information plays a significant part in the efficiency and effectiveness of the individual’s/team’s/organisation’s performance. At this level, work will normally be carried out within complex and diverse methods and procedures which require the exercise of considerable discretion and judgement, using a range of problem solving and decision making strategies.

Consider co-assessment with BSBFLM502A Provide leadership in the workplace, BSBFLM505A Manage operational plan, BSBFLM507A Manage quality customer service, BSBMGT505A Ensure a safe workplace, and BSBFLM509A Promote continuous improvement.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	143. Identify and source information needs
	173. The information needs of teams is determined and the sources are identified

	144. 
	174. Information held by the organisation is acquired and reviewed to determine suitability and accessibility

	145. 
	175. Plans are prepared to obtain information which is not available/accessible within the organisation



	146. Collect, analyse and report information
	176. Collection of information is timely and relevant to the needs of teams

	147. 
	177. Information is in a format suitable for analysis, interpretation and dissemination

	148. 
	178. Information is analysed to identify and report relevant trends and developments in terms of the needs for which it was acquired



	149. Use management information systems
	179. Management information systems are used effectively to store and retrieve data for decision making

	150. 
	180. Technology available in the work area is used to manage information effectively

	151. 
	181. Recommendations for improving the information system are submitted to designated persons/groups



	152. Prepare business plan/budgets
	182. Teams are involved in business plans and/or budget preparation in a way which uses their contribution effectively and gains their support for the outcomes

	153. 
	183. Business plans and/or budgets are prepared and presented in accordance with the organisation’s guidelines and requirements

	154. 
	184. Contingency plans are prepared in the event that alternative action is required



	155. Prepare resource proposals
	185. Resource planning data is collected in consultation with colleagues, including those who have a specialist role in resource management

	156. 
	186. Estimates of resource needs and use reflects the organisation’s business plans, and customer and supplier requirements

	157. 
	187. Proposals to secure resources are supported by clearly presented submissions describing realistic options, benefits, costs and outcomes



	RANGE STATEMENT
	

	The Range Statement provides advice to interpret the scope and context of this unit of competence, allowing for differences between enterprises and workplaces. It relates to the unit as a whole and facilitates holistic assessment. The following variables may be present for this particular unit:



	Legislation, codes and national standards relevant to the workplace which may include
	Award and enterprise agreements and relevant industrial instruments

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Relevant industry codes of practice



	At AQF level 5, frontline management will normally be engaged in a workplace context where they 
	Engage in tactical and operational planning within the organisation’s strategic plans. For example, prepares an annual tactical plan for a department

Take responsibility for own outputs in relation to broad quantity and quality parameters. For example, evaluates own annual performance against personal work plans and the organisation’s standards

Take limited responsibility for the achievement of group outcomes. For example, reviews group performance against plans and prepares in consultation with the group a performance improvement strategy

Demonstrate understanding of a broad knowledge base incorporating theoretical concepts, with substantial depth in some areas. For example, understands in depth the principles and techniques of performance management

Transfer and apply theoretical concepts and/or technical or creative skills to a range of situations. For example, researches, negotiates and establishes protocols for customer service for the department

Analyse and plan approaches to technical problems or management requirements. For example, given the work team’s inability to achieve planned outcomes/outputs, analyses the team’s performance and develops strategies with the team to rectify the situation

Evaluate information using it to forecast for planning or research purposes. For example, the organisation’s goals and strategic and tactical plans are analysed in preparation for the preparation of the department’s annual operational plan



	Frontline management at this level normally operate in a relatively diverse and complex workplace environment in which they use the organisation’s
	Goals, objectives, plans, systems and processes

Quality and continuous improvement processes and standards

Access and equity principles and practice

Business and performance plans

Resources, which may be subject to negotiation

Ethical standards


	They may use legislation, codes and national standards relevant to the workplace including


	Award and enterprise agreements

Commonwealth and state/territory legislative requirements especially in regard to Occupational Health and Safety

Industry codes of practice

	Information may be
	Available in writing or verbally, held in computer or in manual systems, available internally or externally



	Technology will be
	That readily available in the workplace and be appropriate to frontline management’s roles and responsibilities



	Designated persons/groups includes


	Those who have the authority to make decisions and/or recommendations about information systems

	Resources may include
	For example, people, power/energy, information, finance, buildings/facilities, equipment, technology, time



	Colleagues may include
	Team members, employees at the same level or more senior managers, and may include people from a wide variety of social, cultural and ethnic backgrounds. This will normally be a wider group of contacts than at AQF level 4



	OHS considerations may include
	Provision of information about OHS and the organisation’s OHS policies, procedures and programs

Inclusion of OHS in business plans

Resource proposals address OHS



	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competence for this unit. This is an integral part of the assessment of competence and should be read in conjunction with the Range Statement.



	Critical aspects of evidence
	Accesses, uses and communicates workplace information

Provides feedback on how to improve the management information system

Researches and prepares financial and resource plans/proposals



	Interdependent assessment of units


	Consider co-assessment with BSBFLM502A Provide leadership in the workplace, BSBFLM505A Manage operational plan, BSBFLM507A Manage quality customer service, BSBMGT505A Ensure a safe workplace, and BSBFLM509A Promote continuous improvement



	Underpinning knowledge*
*At this level the learner must demonstrate understanding of a broad knowledge base incorporating theoretical concepts, with substantial depth in some areas
	Underpinning knowledge relates to the essential knowledge and understanding a person needs to perform work to the required standard

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

The principles and techniques of:

· workplace information systems

· business plans/budgets

· resource proposals

The basic financial concepts in business plans/budgets

The methods to gain efficiencies in resource management


	Underpinning skills
	Functional literacy skills to access and use workplace information

Communication skills including information collection, analysis and interpretation and reporting

Identifying information requirements of the team

Managing information to achieve goals and results

Researching information

Improving information usage in decision making

Preparing information in a format for use by colleagues

Using coaching and mentoring skills to provide support to colleagues

Accessing technology to extract/input information

Ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities



	Resource implications
	The learner and trainer should have access to appropriate documentation and resources normally used in the workplace



	Consistency in performance
	In order to achieve consistency of performance, evidence should be collected over a set period of time which is sufficient to include dealings with an appropriate range and variety of situations



	Context of assessment
	Competency is demonstrated by performance of all stated criteria, including paying particular attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, and within the scope as defined by the Range Statement

Assessment must take account of the endorsed assessment guidelines in the Business Services Training Package

Assessment of performance requirements in this unit should be undertaken in an actual workplace or simulated environment

Assessment should reinforce the integration of the key competencies and the business services common competencies for the particular AQF level. Refer to the Key Competencies Levels at the end of this unit



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	3
	3
	2
	3
	2


Three levels of performance denote level of competency required to perform a task.

1. Perform
2. Administer
3. Design

Collecting, analysing and organising information – to contribute to the team’s information needs

Communicating ideas and information – with individuals and members of work team

Planning and organising activities – use of the management information system

Working with teams and others – to collect and prepare budget information

Using mathematical ideas and techniques – to make budget calculations

Solving problems – to access information not available in the organisation

Using technology – to assist the management of information

Please refer to the Assessment Guidelines for advice on how to use the Key Competencies.

	UNIT NAME 
	Manage quality customer service


	UNIT CODE 
	BSBFLM507A



	UNIT DESCRIPTOR 
	This unit is equivalent to the original unit BSXFMI507A Manage quality customer service.

Frontline management is involved in ensuring that products and services are delivered and maintained to standards agreed by the organisation and the customer. This will be carried out in the context of the organisation’s policies and practices as well as legislation, conventions and codes of practice. At this level, work will normally be carried out within complex and diverse methods and procedures which require the exercise of considerable discretion and judgement, using a range of problem solving and decision making strategies.

Consider co-assessment with BSBFLM502A Provide leadership in the workplace, BSBFLM504A Facilitate work teams, BSBFLM506A Manage workplace information system, BSBMGT505A Ensure a safe workplace, and BSBFLM509A Promote continuous improvement.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	158. Plan to meet internal and external customer requirements
	188. The needs of customers are researched, understood, and assessed, and included in the planning process

	159. 
	189. Provision is made in plans to achieve the quality, time and cost specifications agreed with customers



	160. Ensure delivery of quality products/services
	190. Products/services are delivered to customer specifications within the team’s business plan

	161. 
	191. Team performance consistently meets quality, safety, resource and delivery standards

	162. 
	192. Coaching and mentoring assists colleagues to overcome difficulty in meeting customer service standards



	163. Monitor, adjust and report customer service
	193. The organisation’s systems and technology are used to monitor progress in achieving product/service targets and standards

	164. 
	194. Customer feedback is sought and used to improve the provision of products/services

	165. 
	195. Resources are used effectively to provide quality products/services to customers

	166. 
	196. Decisions to overcome problems and adjust products/services are taken in consultation with designated individuals/groups

	167. 
	197. Records, reports and recommendations are managed within the organisation’s systems and processes




	RANGE STATEMENT
	

	The Range Statement provides advice to interpret the scope and context of this unit of competence, allowing for differences between enterprises and workplaces. It relates to the unit as a whole and facilitates holistic assessment. The following variables may be present for this particular unit:



	Legislation, codes and national standards relevant to the workplace which may include
	Award and enterprise agreements and relevant industrial instruments

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Relevant industry codes of practice



	At AQF level 5, frontline management will normally be engaged in a workplace context where they 
	Engage in tactical and operational planning within the organisation’s strategic plans. For example, prepares an annual tactical plan for a department

Take responsibility for own outputs in relation to broad quantity and quality parameters. For example, evaluates own annual performance against personal work plans and the organisation’s standards

Take limited responsibility for the achievement of group outcomes. For example, reviews group performance against plans and prepares in consultation with the group a performance improvement strategy

Demonstrate understanding of a broad knowledge base incorporating theoretical concepts, with substantial depth in some areas. For example, understands in depth the principles and techniques of performance management

Transfer and apply theoretical concepts and/or technical or creative skills to a range of situations. For example, researches, negotiates and establishes protocols for customer service for the department

Analyse and plan approaches to technical problems or management requirements. For example, given the work team’s inability to achieve planned outcomes/outputs, analyses the team’s performance and develops strategies with the team to rectify the situation

Evaluate information using it to forecast for planning or research purposes. For example, the organisation’s goals and strategic and tactical plans are analysed in preparation for the preparation of the department’s annual operational plan



	Frontline management at this level normally operate in a relatively diverse and complex workplace environment in which they use the organisation’s


	Goals, objectives, plans, systems and processes

Quality and continuous improvement processes and standards

Access and equity principles and practice

Business and performance plans

Resources, which may be subject to negotiation

Ethical standards

	They may use legislation, codes and national standards relevant to the workplace including 
	Award and enterprise agreements

Commonwealth and state/territory legislative requirements especially in regard to Occupational Health and Safety

Industry codes of practice


	Customers may be
	Internal or external, and be drawn from existing or new sources



	Technology will be
	That readily available in the workplace and will be appropriate to frontline management’s roles and responsibilities



	Resources may include
	People, power/energy, information, finance, buildings/facilities, equipment, technology, time



	Designated individuals/groups include


	Those who have authority to adjust plans

	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competence for this unit. This is an integral part of the assessment of competence and should be read in conjunction with the Range Statement.



	Critical aspects of evidence
	Prepares plans to meet customer needs

Provides quality service consistently

Reviews and improves services following feedback

Reports outcomes of customer service



	Interdependent assessment of units


	Consider co-assessment with BSBFLM502A Provide leadership in the workplace, BSBFLM504A Facilitate work teams, BSBFLM506A Manage workplace information system, BSBMGT505A Ensure a safe workplace, and BSBFLM509A Promote continuous improvement



	Underpinning knowledge*
*At this level the learner must demonstrate understanding of a broad knowledge base incorporating theoretical concepts, with substantial depth in some areas
	Underpinning knowledge relates to the essential knowledge and understanding a person needs to perform work to the required standard

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

The organisation’s policies and procedures for dealing with customers

The principles and techniques of:

· researching customer needs

· customer relations

· customer behaviour

· problem identification and resolution

· maintaining product/service quality



	Underpinning skills
	Functional literacy skills to access and use workplace information

Communication skills including researching and analysing information, reporting

Planning and organising skills to meet work priorities

Work effectively in and with teams/groups

Problem‑solving skills to deal with complex and non‑routine difficulties

Select and use technology skills at the appropriate level

Use coaching and mentoring skills to provide support to colleagues

Ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities


	Resource implications
	The learner and trainer should have access to appropriate documentation and resources normally used in the workplace



	Consistency in performance
	In order to achieve consistency of performance, evidence should be collected over a set period of time which is sufficient to include dealings with an appropriate range and variety of situations



	Context of assessment
	Competency is demonstrated by performance of all stated criteria, including paying particular attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, and within the scope as defined by the Range Statement

Assessment must take account of the endorsed assessment guidelines in the Business Services Training Package

Assessment of performance requirements in this unit should be undertaken in an actual workplace or simulated environment

Assessment should reinforce the integration of the key competencies and the business services common competencies for the particular AQF level. Refer to the Key Competencies Levels at the end of this unit



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	3
	3
	2
	2
	2


Three levels of performance denote level of competency required to perform a task.

1. Perform
2. Administer
3. Design

Collecting, analysing and organising information – to be used in planning to meet customer needs

Communicating ideas and information – with customers

Planning and organising activities – to achieve customer specifications

Working with teams and others – to provide quality service to customers

Using mathematical ideas and techniques – to calculate the outcome of adjustments to customer service

Solving problems – to identify and resolve deficiencies in customer service

Using technology – to assist the management of customer information

Please refer to the Assessment Guidelines for advice on how to use the Key Competencies.

	UNIT NAME 
	Facilitate and capitalise on change and innovation


	UNIT CODE 
	BSBFLM510A



	UNIT DESCRIPTOR 
	This unit is equivalent to the original unit BSXFMI510A Facilitate and capitalise on change and innovation.

Frontline management has an active role in fostering change and acting as a catalyst in the implementation of change and innovation. They have a creative role in ensuring that individuals, the team and the organisation gain from change; and that the customer benefits through improved products and services. At this level, work will normally be carried out within complex and diverse methods and procedures which require the exercise of considerable discretion and judgement, using a range of problem solving and decision making strategies.

Co assessed units: Opportunities for co-assessment are encouraged as part of the holistic approach promoted in the assessment guidelines. In the case of this unit consideration could be given to co-assessing in part or whole with: Consider co-assessment with BSBFLM502A Provide leadership in the workplace, BSBFLM504A Facilitate work teams, BSBFLM505A Manage operational plan, and BSBFLM509A Promote continuous improvement.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	168. Participate in planning the introduction of change
	198. The manager contributes effectively in the organisation’s planning processes to introduce change

	169. 
	199. Plans to introduce change are made in consultation with designated individuals/groups

	170. 
	200. The organisation’s objectives and plans to introduce change are explained clearly to individuals/teams



	171. Develop creative and flexible approaches and solutions
	201. Alternative approaches to managing workplace issues and problems are identified and analysed

	172. 
	202. Risks are assessed and action is taken to achieve a recognised benefit or advantage to the organisation

	173. 
	203. The workplace is managed in a way which promotes the development of innovative approaches and outcomes

	174. 
	204. Creative and responsive approaches to resource management improves productivity and services and/or reduces costs



	175. Manage emerging challenges and opportunities
	205. Individuals/teams respond effectively and efficiently to changes in the organisation’s goals, plans and priorities

	176. 
	206. Coaching and mentoring assists individuals/teams to develop competencies to handle change efficiently and effectively

	177. 
	207. The manager uses opportunities within their responsibility and authority to make adjustments to respond to the changing needs of customers and the organisation

	178. 
	208. Individuals/teams are kept informed of progress in the implementation of change

	179. 
	209. Recommendations for improving the methods/techniques to manage change are negotiated with designated individuals/groups


	RANGE STATEMENT
	

	The Range Statement provides advice to interpret the scope and context of this unit of competence, allowing for differences between enterprises and workplaces. It relates to the unit as a whole and facilitates holistic assessment. The following variables may be present for this particular unit:



	Legislation, codes and national standards relevant to the workplace which may include
	Award and enterprise agreements and relevant industrial instruments

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

Relevant industry codes of practice



	At AQF level 5, frontline management will normally be engaged in a workplace context where they 
	Engage in tactical and operational planning within the organisation’s strategic plans. For example, prepares an annual tactical plan for a department

Take responsibility for own outputs in relation to broad quantity and quality parameters. For example, evaluates own annual performance against personal work plans and the organisation’s standards

Take limited responsibility for the achievement of group outcomes. For example, reviews group performance against plans and prepares in consultation with the group a performance improvement strategy

Demonstrate understanding of a broad knowledge base incorporating theoretical concepts, with substantial depth in some areas. For example, understands in depth the principles and techniques of performance management

Transfer and apply theoretical concepts and/or technical or creative skills to a range of situations. For example, researches, negotiates and establishes protocols for customer service for the department

Analyse and plan approaches to technical problems or management requirements. For example, given the work team’s inability to achieve planned outcomes/outputs, analyses the team’s performance and develops strategies with the team to rectify the situation

Evaluate information using it to forecast for planning or research purposes. For example, the organisation’s goals and strategic and tactical plans are analysed in preparation for the preparation of the department’s annual operational plan



	Frontline management at this level normally operate in a relatively diverse and complex workplace environment in which they use the organisation’s


	Goals, objectives, plans, systems and processes

Quality and continuous improvement processes and standards

Access and equity principles and practice

Business and performance plans

Resources, which may be subject to negotiation

Ethical standards

	They may use legislation, codes and national standards relevant to the workplace including
	Award and enterprise agreements

Commonwealth and state/territory legislative requirements especially in regard to Occupational Health and Safety

Industry codes of practice


	Manager refers to
	A person with frontline management roles and responsibilities, regardless of the title of their position



	Designated individuals/groups includes


	Those who have a stake in the change and innovation

	OHS considerations may include
	Provision of information about OHS in context of change and the organisation’s OHS policies, procedures and programs

Implement and monitor participative arrangements for management of OHS in context of change

OHS hazard identification, risk assessment and control

Implement procedures for dealing with hazardous events



	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competence for this unit. This is an integral part of the assessment of competence and should be read in conjunction with the Range Statement.



	Critical aspects of evidence
	Identifies opportunities to improve performance in consultation with appropriate individuals/groups

Develops flexible and creative approaches and strategies to introduce and manage change and innovation

Assesses risks associated with the introduction of change

Provides coaching and mentoring support to facilitate change



	Interdependent assessment of units


	Co assessed units: Opportunities for co-assessment are encouraged as part of the holistic approach promoted in the assessment guidelines. In the case of this unit consideration could be given to co-assessing in part or whole with: Consider co-assessment with BSBFLM502A Provide leadership in the workplace, BSBFLM504A Facilitate work teams, BSBFLM505A Manage operational plan, and BSBFLM509A Promote continuous improvement



	Underpinning knowledge*
*At this level the learner must demonstrate understanding of a broad knowledge base incorporating theoretical concepts, with substantial depth in some areas
	Underpinning knowledge relates to the essential knowledge and understanding a person needs to perform work to the required standard

Relevant legislation from all levels of government that affects business operation, especially in regard to Occupational Health and Safety and environmental issues, equal opportunity, industrial relations and anti‑discrimination

The principles and techniques associated with:

· managing change and innovation

· assessing risks

The management styles which facilitate change

The organisation’s processes and procedures to plan and introduce change

The sources of change and how they impact on the organisation

The factors which lead/cause resistance to change



	Underpinning skills
	Functional literacy skills to access and use workplace information

Communication skills including researching and analysing information, reporting

Influencing the organisation’s culture so that it is receptive to change and innovation

Monitoring trends in the internal and/or external environment

Responding positively to new situations/challenges

Evaluating alternative proposals for change

Drawing on the diversity of the workplace to assist the organisation benefit from change

Managing resistance to change

Gaining the trust and confidence of colleagues

Dealing with people openly and fairly

Using consultation skills effectively

Using coaching and mentoring skills to provide support to colleagues

Ability to relate to people from a range of social, cultural and ethnic backgrounds and physical and mental abilities



	Resource implications
	The learner and trainer should have access to appropriate documentation and resources normally used in the workplace



	Consistency in performance
	In order to achieve consistency of performance, evidence should be collected over a set period of time which is sufficient to include dealings with an appropriate range and variety of situations



	Context of assessment
	Competency is demonstrated by performance of all stated criteria, including paying particular attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, and within the scope as defined by the Range Statement

Assessment must take account of the endorsed assessment guidelines in the Business Services Training Package

Assessment of performance requirements in this unit should be undertaken in an actual workplace or simulated environment

Assessment should reinforce the integration of the key competencies and the business services common competencies for the particular AQF level. Refer to the Key Competencies Levels at the end of this unit



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	3
	3
	2
	2
	2


Three levels of performance denote level of competency required to perform a task.

1. Perform
2. Administer
3. Design

Collecting, analysing and organising information – to obtain information about the change processes

Communicating ideas and information – to individuals and team members about the impending changes

Planning and organising activities – to introduce change

Working with teams and others – to engage in the change process

Using mathematical ideas and techniques – to make calculations associated with implementing change

Solving problems – to address difficulties arising from the changes

Using technology – to assist in the management of information

Please refer to the Assessment Guidelines for advice on how to use the Key Competencies.

	UNIT NAME
	Provide leadership in the workplace


	UNIT CODE
	BSXFMI402A



	UNIT DESCRIPTOR
	Frontline managers have an important leadership role in the development of the organisation. This will be most evident in the manner in which they conduct themselves, the initiative which they take in influencing others, and the way they manage their responsibilities.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	180. Model high standards of management performance
	1. Performance plans are developed and implemented in accordance with the organisation’s goals and objectives 

2. Key performance indicators are developed within the team’s/organisation’s business plans 

3. Performance meets the organisation’s requirements 

4. Performance serves as positive role model for others



	181. Enhance the organisation's image
	5. The organisation’s standards and values are used in conducting business 

6. Standards and values considered to be damaging to organisation are questioned through established communication channels 

7. Personal performance contributes to developing an organisation which has integrity and credibility 



	182. Influence individuals and teams positively
	8. Expectations, roles and responsibilities are communicated in a way which encourages individuals/teams to take responsibility for their work 

9. Individual’s/team’s efforts and contributions are encouraged, valued and rewarded 

10. Ideas and information receive the acceptance and support of colleagues 



	183. Make informed decisions
	11. Information relevant to the issue(s) under consideration is gathered and organised 

12. Individuals/teams participate actively in the decision making processes 

13. Options are examined and their associated risks assessed to determine preferred course(s) of action 

14. Decisions are timely and communicated clearly to individuals/teams 

15. Plans to implement decisions are prepared and agreed by relevant individuals/teams 

16. Feedback processes are used effectively to monitor the implementation and impact of decisions 



	RANGE STATEMENT
	

	At ASF level 4 frontline management will normally be engaged in a workplace context in which they 


	are autonomous, working under general guidance on progress and outcomes 

supervise others 

may guide or facilitate teams 

have responsibility for, and limited organisation of work of others 

apply knowledge with depth in some areas 

apply a broad range of skills to a range of tasks/roles 

operate in a variety of workplace contexts 

are involved in some complexity in the choice of actions 

use competencies within routines, methods and procedures 

use some discretion and judgement for self and others in planning and using resources, services and processes to achieve outcomes within time constraints 



	Frontline management at this level will normally operate in a relatively diverse workplace environment in which they use the organisation’s 


	goals, objectives, plans, systems and processes

access and equity principles and practices 

quality and continuous improvement 

business and performance plans

processes and standards 

ethical standards

defined resource parameters 

They use legislation, codes and national standards relevant to the workplace 



	A range of learning opportunities may be used, for example 


	mentioning

action learning 

coaching

shadowing

exchange/rotation

structured training programs



	EVIDENCE GUIDE
	

	This guideline is to assist the development of assessment instruments/tools to assess the competence of frontline management.



	Typically, in providing evidence of consistent achievement of this Unit’s workplace outcomes within the context of ASF level 4, frontline management 


	achieves planned results 

acquires and uses information appropriate to work responsibility 

makes decisions within responsibility and authority 

explains the organisation’s goals, values and objectives 

establishes and monitors Key Performance Indicators for individuals/teams 

manages work effectively to achieve goals and results 

monitors/introduces practices to improve performance 

operates effectively in diverse work environments and contexts 

uses modern management techniques in work performance 

uses effective consultative processes 

communicates routine and non-routine information clearly to senior managers, peers and subordinates 

promotes available learning methods to support colleagues’ competence 

uses information management systems 

selects and uses available technology appropriate to the task 

uses the key competencies to achieve results



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	2
	1
	1
	1


	UNIT NAME
	Manage quality customer service



	UNIT CODE
	BSXFMI407A



	UNIT DESCRIPTOR
	Frontline management is involved in ensuring that products and services are delivered and maintained to standards agreed by the organisation and the customer. This will be carried out in the context of the organisation’s policies and practices as well as legislation, conventions and codes of practice.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	17. Plan to meet internal and external customer requirements
	18. The needs of customers are researched, understood, and assessed, and included in the planning process 

19. Provision is made in plans to achieve the quality, time and cost specifications agreed with customers



	184. Ensure delivery of quality products/ services
	20. Products/services are delivered to customer specifications within the team’s/organisation’s business plan

21. Individual/team performance consistently meets quality, safety, resource and delivery standards

22. Coaching and mentoring assists colleagues overcome difficulty in meeting customer service standards



	185. Monitor, adjust and report customer service
	23. The organisation’s systems and technology are used to monitor progress in achieving product/service targets and standards 

24. Customer feedback is sought and used to improve the provision of products/services

25. Resources are used effectively and efficiently to provide quality products/services to customers

26. Decisions to overcome problems with products/services are taken in consultation with designated individuals/groups

27. Adjustments are made to products/services, and those who have a role in their planning and delivery are informed of changes

28. Records, reports and recommendations are managed within the organisation’s systems and processes



	RANGE STATEMENT
	

	At ASF level 4 frontline managers will normally be engaged in a workplace context in which they
	are autonomous

working under general guidance on progress and outcomes 

may supervise others 

may guide or facilitate teams 

have responsibility for, and limited organisation of work of others 

apply knowledge with depth in some areas 

apply a broad range of skills to a range of tasks/roles 

operate in a variety of workplace contexts 

are involved in some complexity in the choice of actions 

use competencies within routines, methods and procedures 

use some discretion and judgement for self and others in planning and using resources, services and processes to achieve outcomes within time constraints




	Frontline managers at this level will normally operate in a relatively diverse workplace environment in which they use the organisation’s 


	goals

objectives

plans

systems and processes 

access and equity principles

practices and processes 

	EVIDENCE GUIDE
	

	Typically, in providing evidence of consistent achievement of this Unit’s workplace outcomes within the context of ASF level 4, frontline management


	manages work effectively to achieve goals and results 

manages products/services within budget constraints 

makes decisions within responsibility and authority 

acquires and uses information appropriate to work responsibility 

monitors/introduces ways to improve products/services 

uses effective consultative processes 

ensures that legislation and standards are met 

develops and maintains effective communication with customers 

seeks customer feedback and acts on constructive advice 

treats people openly and fairly 

promotes available learning methods to enable colleagues to maintain current competence 

uses information management systems 

selects and uses available technology appropriate to the task 

uses the key competencies to achieve results



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	2
	2
	2
	2


	UNIT NAME
	Manage workplace information



	UNIT CODE
	BSXFMI506A



	UNIT DESCRIPTOR
	Frontline management is an important creator and manager of information. Their competency in identifying, acquiring, analysing and using appropriate information plays a significant part in the efficiency and effectiveness of the individual’s/team’s/ organisation’s performance.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Identify and source information needs
	29. The information needs of individuals/teams are determined and the sources are identified

30. Information held by the organisation is reviewed to determine suitability and accessibility

31. Plans are prepared to obtain information which is not available/accessible within the organisation



	2.
Collect, analyse and report information
	32. Collection of information is timely and relevant to the needs of individuals/teams

33. Information is in a format suitable for analysis, interpretation and dissemination

34. Information is analysed to identify and report relevant trends and developments in terms of the needs for which it was acquired



	3.
Use management information systems
	35. Management information systems are used effectively to store and retrieve data for decision making

36. Technology available in the work area/organisation is used to manage information efficiently and effectively

37. Recommendations for improving the information system are submitted to designated persons/groups



	4.
Prepare business plans/budgets
	38. Individuals/teams are involved in business plan/budget preparation in a way which uses their contribution effectively and gains their support for the outcomes

39. Business plans/budgets are prepared and presented in accordance with the organisation’s guidelines and requirements

40. Plans are prepared in the event that alternative action is required



	5.
Prepare resource proposals
	41. Resource planning data is collected in consultation with colleagues, including those who have a specialist role in resource management

42. Estimates of resource needs and utilisation reflects the organisation’s business plans, and customer and supplier requirements

43. Proposals to secure resources are supported by clearly presented submissions describing realistic options, benefits, costs and outcomes


	RANGE STATEMENT
	

	At ASF level 5 frontline managers will normally be engaged in a workplace context in which they
	are autonomous, working under broad guidance 

may supervise others 

may guide teams 

may have responsibility for planning and managing the work of others 

will be involved in self-directed application of knowledge 

have substantial depth of knowledge in some area and a range of skills for work tasks, roles and functions 

operate in varied or highly specific contexts 

use competencies independently for routine and non-routine purposes 

use judgement for self and others in planning and using resources, services and processes to achieve outcomes within time constraints



	Frontline managers at this level will normally operate in diverse and complex workplace environments in which they use the organisation’s


	goals, objectives, plans, systems and processes 

quality and continuous improvement processes and standards 

business and performance plans 

resources, which maybe subject to negotiation 

ethical standards 

They use legislation, codes and national standards relevant to the workplace



	A range of learning opportunities may be used, for example
	mentoring 

action learning 

coaching 

shadowing 

exchange/rotation 

structured training programs 



	Resources may include
	people 

power/energy 

information 

finance 

buildings/facilities 

time 

equipment 

technology



	EVIDENCE GUIDE
	

	Typically, in providing evidence of consistent achievement of this Unit’s workplace outcomes within the context of ASF level 5, frontline management
	manages work effectively to achieve goals and results 

researches, acquires and uses information appropriate to work responsibility 

makes decisions within responsibility and authority in a diverse and complex workplace 

monitors/improves ways to manage information 

explains basic financial concepts in business plans/budgets 

prepares financial information within standard format 

prepares resource proposals within budget constraints 

explains methods to gain efficiencies in resource management 

prepares and negotiates recommendations to improve the organisation’s information systems 

ensures that legislative requirements are met in resource plans 

promotes available learning methods to support colleagues 

uses effective consultative processes 

communicates with colleagues who have specialist responsibilities in financial and resource management 

prepares and negotiates recommendations to improve information systems 

uses information management systems 

selects and uses available technology appropriate to the task 

uses the key competencies to achieve results



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	2
	3
	3


	UNIT NAME
	Implement and monitor continuous improvements to systems and processes



	UNIT CODE
	BSXFMI509A



	UNIT DESCRIPTOR
	Frontline management has an active role in managing the continuous improvement process in achieving the organisation’s quality objectives. Their position, closely associated with the creation and delivery of products and services, means that they play an important part in influencing the on-going development of the organisation.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Implement continuous improvement systems and processes
	44. Team members are actively encouraged and supported to participate in decision making processes and to assume responsibility and authority

45. The organisation’s continuous improvement processes are communicated to individuals/teams

46. Mentoring and coaching support ensures that individuals/teams are able to implement the organisation’s continuous improvement processes



	2.
Monitor, adjust and report performance
	47. The organisation’s systems and technology are used to monitor progress and to identify ways in which planning and operations could be improved

48. Customer service is strengthened through the use of continuous improvement techniques and processes

49. Plans are adjusted and communicated to those who have a role in their development and implementation



	3.
Consolidate opportunities for further improvement
	50. Individuals/teams are informed of savings and productivity improvements in achieving the business plan

51. Work performance is documented and the information is used to identify opportunities for further improvement

52. Records, reports and recommendations for improvement are managed within the organisation’s systems and processes



	RANGE STATEMENT
	

	At ASF level 5 frontline managers will normally be engaged in a workplace context in which they
	are autonomous, working under broad guidance 

may supervise others 

may guide teams 

may have responsibility for planning and managing the work of others 

will be involved in self-directed application of knowledge 

have substantial depth of knowledge in some area and a range of skills for work tasks, roles and functions 

operate in varied or highly specific contexts 

use competencies independently for routine and non-routine purposes 

use judgement for self and others in planning and using resources, services and processes to achieve outcomes within time constraints




	Frontline managers at this level will normally operate in diverse and complex workplace environments in which they use the organisation’s


	goals, objectives, plans, systems and processes 

quality and continuous improvement processes and standards 

business and performance plans 

resources, which may be subject to negotiation 

ethical standards 

They use legislation, codes and national standards relevant to the workplace



	A range of learning opportunities may be used, for example


	mentoring 

action learning 

coaching 

shadowing 

exchange/rotation 

structured training programs



	Resources may include


	people 

power/energy 

information 

finance 

buildings/facilities 

time 

equipment 

technology



	EVIDENCE GUIDE
	

	Typically, in providing evidence of consistent achievement of this Unit’s workplace outcomes within the context of ASF level 5, frontline management
	manages work effectively to achieve goals and results 

develops a workplace culture which supports continuous improvement 

explains the organisation’s continuous improvement methods 

researches, acquires and uses information appropriate to work responsibility 

provides leadership to colleagues in the implementation of continuous improvement processes 

monitors/introduces ways to improve performance 

encourages ideas and feedback to improve processes 

prepares and negotiates recommendations to improve the continuous improvement processes 

gains the commitment of individuals/teams to continuous improvement principles and practices 

develops ways of individuals/teams implementing continuous improvement processes 

uses effective consultative processes 

promotes available learning methods 

uses information management systems 

selects and uses available technology appropriate to the task 

uses the key competencies



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	3
	2
	3


	UNIT NAME
	Facilitate and capitalise on change and innovation



	UNIT CODE
	BSXFMI510A



	UNIT DESCRIPTOR
	Frontline managers have an active role in fostering change and acting as a catalyst in the implementation of change and innovation. They have a creative role in ensuring that individuals, the team and the organisation gain from change and that the customer benefits through improved products and services.



	ELEMENT
	PERFORMANCE CRITERIA

	1.
Participate in planning the introduction of change
	53. The manager contributes effectively in the organisation’s planning processes to introduce change

54. Plans to introduce change are made in consultation with designated individuals/groups

55. The organisation’s objectives and plans to introduce change are explained clearly to individuals/teams



	2.
Develop creative and flexible approaches and solutions
	56. Alternative approaches to managing workplace issues and problems are identified and analysed

57. Risks are assessed and action is taken to achieve a recognised benefit or advantage to the organisation

58. The workplace is managed in a way which promotes the development of innovative approaches and outcomes

59. Creative and responsive approaches to resource management improve productivity and/or reduce costs in a competitive environment



	3.
Manage emerging challenges and opportunities
	60. Individuals/teams respond effectively and efficiently to changes in the organisation’s goals, plans and priorities

61. Coaching and mentoring assist individuals/teams develop competencies to handle change efficiently and effectively

62. Managers use opportunities within their responsibility and authority to make adjustments to respond to the changing needs of customers and the organisation

63. Individuals/teams are kept informed of progress in the implementation of change

64. Recommendations for improving the methods/techniques to manage change are negotiated with designated persons/groups



	RANGE STATEMENT
	

	At ASF level 5 frontline managers will normally be engaged in a workplace context in which they
	are autonomous, working under broad guidance 

may supervise others 

may guide teams 

may have responsibility for planning and managing the work of others 

will be involved in self-directed application of knowledge 

have substantial depth of knowledge in some area and a range of skills for work tasks, roles and functions 

operate in varied or highly specific contexts 

use competencies independently for routine and non-routine purposes 

use judgement for self and others in planning and using resources, services and processes to achieve outcomes within time constraints 

	Frontline managers at this level will normally operate in diverse and complex workplace environments in which they use the organisation’s
	goals

objectives

plans

systems and processes 

quality and continuous improvement processes and standards 

business and performance plans 

resources, which may be subject to negotiation 

ethical standards 

They use legislation, codes and national standards relevant to the workplace



	A range of learning opportunities may be used, for example
	mentoring 

action learning 

coaching 

shadowing 

exchange/rotation 

structured training programs 



	Resources may include
	people 

power/energy 

information 

finance 

buildings/facilities 

time 

equipment 

technology



	EVIDENCE GUIDE
	

	Typically, in providing evidence of consistent achievement of this Unit’s workplace outcomes within the context of ASF level 5, frontline management
	manages work effectively to achieve goals and results 

explains the organisation’s methods to introduce change 

researches, acquires and uses information appropriate to work responsibility 

identifies opportunities to introduce change in a diverse/complex workplace 

responds promptly to new situations by developing appropriate strategies and plans 

draws on the diversity of workplace to assist the organisation benefit from change 

monitors trends in the external environment to develop and maintain a competitive edge 

uses management style(s) which facilitates change 

monitors/introduces practices to improve performance 

establishes with team appropriate change management processes 

uses effective consultation processes 

seeks feedback and acts on constructive advice 

promotes available learning methods to support colleagues 

uses information management systems 

selects and uses available technology appropriate to the task 

uses the key competencies to achieve results




	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	3
	2
	3


	UNIT NAME
	Plan assessment



	UNIT CODE
	BSZ401A



	UNIT DESCRIPTOR
	This unit covers the requirements for planning an assessment in a specific context. The unit details the requirements for determining evidence, selecting appropriate assessment methods and developing an assessment tool in a specific context.


	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Establish evidence required for a specific context
	1. The evidence required to infer competency from the industry/enterprise competency standards, or other standards of performance, is established for a specified context

2. Relevant units of competency are read and interpreted accurately to identify the evidence required

3. Specified evidence requirements assure valid and reliable inferences of competency, authenticate the performance of the person being assessed and confirm that competency is current

4. Sufficient evidence is specified to show consistent achievement of the specified standards

5. The cost of gathering the required evidence is established


	2.
Establish suitable assessment methods
	1. Assessment methods are selected which are appropriate for gathering the type and amount of evidence required

2. Opportunities to consolidate evidence gathering activities are identified

3. Allowable adjustments in the assessment method are proposed to cater for the characteristics of the persons being assessed


	3.
Develop assessment tools appropriate to a specific assessment context
	210. An assessment tool is developed to gather valid, reliable and sufficient evidence for a specific assessment context

211. The assessment tool is designed to mirror the language used to demonstrate the competency in a specific context

212. Clear instructions (spoken or written) are prepared including any adjustments which may be made to address the characteristics of the persons being assessed

213. The assessment tool is checked to ensure flexible, fair, safe and cost-effective assessment to occur



	4.
Trial assessment procedure
	1. Assessment methods and tools are trialed with an appropriate sample of people to be assessed

2. Evaluation of the methods and tools used in the trial provides evidence of clarity, reliability, validity, fairness, cost effectiveness and ease of administration

3. Appropriate adjustments are made to improve the assessment method and tools in light of the trial

4. Assessment procedures, including evidence requirements, assessment methods and tools, are ratified with appropriate personnel in the industry/enterprise and/or training organisation where applicable


	RANGE STATEMENT
	

	Assessment system may be developed by
	the industry through the endorsed component of Training Packages Assessment Guidelines

the enterprise

a Registered Training Organisation

a combination of the above



	The assessment system should specify the following
	the purpose of assessment

competencies required of assessors

record keeping procedures and policies

any allowable adjustments to the assessment method which may be made

the appeal/review mechanisms and procedures

the review and evaluation of the assessment process

the linkages between assessment and training qualifications/awards

employee classification

remuneration

progression

relevant policies

quality assurance mechanisms

apportionment of costs/fees (if applicable)

marketing/promotion of assessment

verification arrangements

auspicing arrangements (if applicable)

partnership arrangements (if applicable)


	Specific assessment context may be determined by
	purpose of the assessment such as:

· to gain a particular qualification or a licence

· to determine employee classification

· to recognise prior learning/current competencies

· to identify training needs or progress

location of the assessment such as:

· on the job or off the job

· combination of both

Assessment Guidelines of Training Package or other assessment requirements



	Characteristics of persons being assessed may include


	language, literacy and numeracy needs

cultural, language and educational background

gender

physical ability

level of confidence, nervousness or anxiety

age

experience in training and assessment

previous experience with the topic



	Appropriate personnel may include
	assessors

persons being assessed

employee/union representatives

consultative committees

users of assessment information such as training providers

employers

human resource departments

State and Territory Training/Recognition Authorities

training and assessment coordinators

relevant managers/supervisors team leaders

technical specialists


	Appropriate procedure
	The assessment procedure is developed (and endorsed) by persons responsible for the implementation of the assessment process in:

· the industry 

· the enterprise 

· the training organisation 

· a combination of the above

The assessment procedure should specify the following:

· recording procedure 

· appeal/review mechanism 

· assessment methods to be used 

· instructions/materials to be provided to the persons being assessed 

· criteria for making decisions of competent, or not yet competent

· number of assessors 

· assessment tools 

· evidence required

· location of assessment 

· timing of assessment 

· assessment group size 

· allowable adjustments to the assessment procedure depending on the characteristics of the person being assessed



	Assessment methods may include


	direct observation of performance

products

practical tasks

projects and simulation exercises

review of log books and/or portfolios of evidence

consideration of third party reports and authenticated prior achievements

written, oral or computer managed questioning

These methods may be used in combination in order to provide sufficient evidence to make a judgement



	Assessment tools may include


	specific instructions to be given relating to the performance of practical tasks, processes or simulation exercises

specific instructions to be given in relation to the production of projects and exercises

sets of verbal/written/computer based questions to be asked

performance checklists

log books

descriptions of competent performance

A number of these tools may be used in combination in order to provide enough evidence to make judgements




	Assessment environment and resources to be considered include


	time

location

personnel

finances/costs

equipment

materials

OHS requirements

enterprise/industry standard operating procedures


	Allowable adjustments may include


	provision of personal support services (eg: Auslan interpreter, reader, interpreter, attendant carer, scribe)

use of adaptive technology or special equipment (eg: word processor or lifting gear)

design of shorter assessment sessions to allow for fatigue or medication

use of large print version of any papers



	EVIDENCE GUIDE
	

	Assessment requires evidence of the following products to be collected


	Documentation in relation to:

· specific assessment context, including the purpose of assessment

· features of the assessment system

· characteristics of the person being assessed

· evidence of competency required

· plan of opportunities for gathering the evidence required 

· assessment methods selected including any allowable adjustments to meet characteristics of persons being assessed

Assessment tools for the specific assessment context which ensures valid, reliable, flexible and fair assessment including any allowable adjustments

An assessment procedure for the specific context



	Assessment requires evidence of the following processes to be provided


	How the context of assessment was specified

How the characteristics of the persons being assessed were identified

Why a particular assessment method was selected

How the assessment was planned to ensure that language, literacy and numeracy issues were taken into consideration 

How evidence was evaluated in terms of validity, authenticity, sufficiency, currency and consistent achievement of the specified standard

How the assessment tool was developed for the specified context

How the assessment tool was validated and ratified by appropriate personnel


	Interdependent assessment of units


	This unit of competency may be assessed in conjunction with other units that form part of a job role


	Required knowledge and skills


	Knowledge of standards of performance including industry or enterprise competency standards and assessment guidelines
Knowledge of legal and ethical responsibilities including occupational health and safety regulations and procedures, equal employment and anti-discrimination requirements relevant to the specified context
Understanding of the assessment principles of reliability, validity, fairness, flexibility, authenticity, sufficiency and consistency
Knowledge of  the Assessment Guidelines of the Training Package for Assessment and Workplace Training 
Skills in the application of various assessment methods, relevant to workplace context
Planning of own work including predicting consequences and identifying improvements


	
	Language, literacy and numeracy skills required to:

· read and interpret relevant information to plan assessment 

· give clear and precise information/instructions in spoken or written form 

· adjust spoken and written language to suit target audience

· write assessment tools using language which mirrors that used to demonstrate the competency in the specific context 

· prepare required documentation using clear and comprehensible language and layout 

· calculate and estimate costs 

Communication skills appropriate to the culture of the workplace and the individuals



	Resource implications
	Access to relevant competencies, sources of information on assessment methods, assessment tools and assessment procedures

Access to persons wishing to be assessed, any relevant workplace equipment, information and appropriate personnel


	Consistency in performance
	Competency in this unit needs to be assessed over a period of time, in a range of contexts and on multiple occasions, involving a combination of direct, indirect and supplementary forms of evidence


	Context for assessment
	Assessment should occur on the job or in a simulated workplace. The candidate assessor should use competencies relevant to their area of technical expertise


	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	3
	2
	2


	UNIT NAME
	Conduct assessment



	UNIT CODE
	BSZ402A



	UNIT DESCRIPTOR
	This unit covers the requirements for conducting an assessment in accordance with an assessment procedure in a specific context.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Identify and explain the context of assessment
	65. The context and purpose of assessment are discussed and confirmed with the persons being assessed

66. The relevant performance standards to be used in the assessment (eg: current endorsed competency standards for the specific industry) are clearly explained to the person being assessed

67. The assessment procedure is clarified and expectations of assessor and candidate are agreed

68. Any legal and ethical responsibilities associated with the assessment are explained to the persons being assessed

69. The needs of the person being assessed are determined to establish any allowable adjustments in the assessment procedure

70. Information is conveyed using language and interactive strategies and techniques to communicate effectively with the persons being assessed



	2.
Plan evidence gathering opportunities
	71. Opportunities to gather evidence of competency which occurs as part of workplace or training activities, are identified covering the dimensions of competency 

72. The need to gather additional evidence which may not occur as part of the workplace or training activities is identified

73. Evidence gathering activities are planned to provide sufficient, reliable, valid and fair evidence of competency in accordance with the assessment procedure



	3.
Organise assessment
	74. The resources specified in the assessment procedure are obtained and arranged within a safe and accessible assessment environment

75. Appropriate personnel are informed of the assessment

76. Spoken interactions and any written documents employ language and strategies and techniques to ensure the assessment arrangements are understood by all persons being assessed and other appropriate personnel



	4.
Gather evidence
	77. Verbal and non-verbal language is adjusted and strategies are employed to promote a supportive assessment environment to gather evidence 

78. The evidence specified in the assessment procedure is gathered, using the assessment methods and tools

79. Evidence is gathered in accordance with specified allowable adjustments where applicable

80. The evidence gathered is documented in accordance with the assessment procedure




	5.
Make the assessment decision
	81. The evidence is evaluated in terms of:
validity
authenticity
sufficiency
currency
consistent achievement of the specified standard

82. The evidence is evaluated according to the dimensions of competency: 
task skills
task management skills
contingency management skills
job/role environment skill
transfer and application of knowledge and skills to new contexts

83. When in doubt, guidance is sought from more experienced assessors

84. The assessment decision is made in accordance with the criteria specified in the assessment procedure



	6.
Record assessment results
	85. Assessment results are recorded accurately in accordance with the specified record keeping requirements

86. Confidentiality of assessment outcomes is maintained and access to the assessment records is provided only to authorised personnel



	7.
Provide feedback to persons being assessed
	87. Clear and constructive feedback in relation to performance is given to the persons being assessed using appropriate language and strategies and may include guidance on further goals/training opportunities 

88. Opportunities for overcoming any gaps in competency, as revealed by the assessment, are explored with the persons being assessed 

89. The persons being assessed are advised of available reassessment opportunities and/or review appeal mechanisms where the assessment decision is challenged



	8.
Report on the conduct of the assessment
	90. Positive and negative features experienced in conducting the assessment are reported to those responsible for the assessment procedure

91. Any assessment decision disputed by the persons being assessed is recorded and reported promptly to those responsible for the assessment procedure

92. Suggestions for improving any aspect of the assessment process are made to appropriate personnel



	RANGE STATEMENT
	

	Assessment system may be developed by


	the industry 

the enterprise 

a Registered Training Organisation 

a combination of the above



	The assessment system should specify the following


	the purpose of assessment

competencies required of assessors

record keeping procedures and policies

any allowable adjustments to the assessment method which may be made 

the appeal/review mechanisms and procedures

the review and evaluation of the assessment process

the linkages between assessment and training qualifications/awards, employee classification, remuneration, progression

relevant policies

quality assurance mechanisms

apportionment of costs/fees (if applicable)

marketing/promotion of assessment

verification arrangements

auspicing arrangements (if applicable)

partnership arrangements (if applicable)



	Specific assessment context may be determined by


	purpose of the assessment, such as:

· to gain a particular qualification or a licence

· to determine employee classification

· to identify training needs or progress

· to recognise prior learning/current competencies

location of the assessment, such as:

· on the job or off the job

· combination of both

Assessment Guidelines of the relevant Training Package or other assessment requirements 

features of assessment system



	Characteristics of persons being assessed may include


	language, literacy and numeracy needs

cultural, language and educational background

gender

physical ability

level of confidence, nervousness or anxiety

age

experience in training and assessment

previous experience with the topic



	Appropriate personnel may include


	assessors 

persons being assessed 

employee/union representatives

consultative committees

users of assessment information such as training providers, employers, human resource departments

State and Territory Training/Recognition Authorities

training and assessment coordinators

relevant managers/supervisors/team leaders

technical specialists

	Assessment procedure may include


	The assessment procedure is developed (and endorsed) by persons responsible for the implementation of the assessment process in:

· the industry 

· the enterprise 

· the training organisation

· a combination of the above

The assessment procedure should specify the following:

· recording procedure 

· appeal/review mechanism 

· assessment methods to be used 

· instructions/materials to be provided to the persons being assessed 

· criteria for making decisions of competent, or not yet competent

· number of assessors 

· assessment tools 

· evidence required 

· location of assessment 

· timing of assessment 

· assessment group size 

· allowable adjustments to the assessment procedure depending on the characteristics of the persons being assessed



	Assessment methods may include


	work samples and/or simulations

direct observation of performance, products, practical tasks, projects and simulation exercises 

review of log books and portfolios

questioning

consideration of third party reports and authenticated prior achievements
written, oral or computer managed questioning
These methods may be used in combination in order to provide sufficient evidence to make a judgement




	A number of these tools may be used in combination in order to provide enough evidence to make judgments


	

	Allowable adjustments may include


	provision of personal support services (eg: Auslan interpreter, reader, interpreter, attendant carer, scribe)

use of adaptive technology or special equipment (eg: word processor or lifting gear)

design of shorter assessment sessions to allow for fatigue or medication

use of large print version of any papers



	Assessment environment and resources to be considered may include


	time

location

personnel

finances/costs

equipment

materials

OHS requirements

enterprise/industry standard operating procedures



	Recording procedures may include


	forms designed for the specific assessment result (paper or electronic)

checklists for recording observations/process used (paper or electronic)

combination of the above


	Assessment reporting


	Final assessments will record the units of competency in terms of code, title and endorsement date

Summative assessment reports, where issued, will indicate units of competency where additional learning is required

NB: Statutory and legislative requirements for maintaining records may vary in States/Territories



	EVIDENCE GUIDE
	

	Assessment requires evidence of the following products to be collected


	Description of the assessment context, including the purpose of assessment

The relevant competency or other performance standard and assessment procedure used

Description of how evidence gathered is valid, authentic, sufficient, fair and reliable to ensure competency

Conduct of assessment in accordance with competency requirements

Recording of the assessment results in accordance with the specified assessment procedure and record keeping requirements

Report on the conduct of the assessment, including positive and negative features and suggestions for improving any aspect of the assessment process



	Assessment requires evidence of the following processes to be provided


	How agreement was sought with the persons being assessed on the conduct of the assessment

How opportunities to gather evidence were identified as part of workplace or training activities

How evidence was gathered in accordance with the assessment procedure

How evidence gathering activity covered the dimensions of competency

How resources were arranged according to the assessment procedure

How appropriate personnel were consulted

How  evidence was gathered in accordance with allowable adjustments to the assessment method where applicable

How evidence was evaluated in terms of validity, authenticity, sufficiency, currency and consistent achievement of the specified standard

How the assessment was conducted to ensure that:

all arrangements and activities were understood by all parties 

the person was put at ease and a supportive assessment environment was created 

language, literacy and numeracy issues were taken into consideration 

How constructive feedback was provided to the persons being assessed including instances of not yet competent

How guidance was provided to persons being assessed on how to overcome gaps in competency



	Interdependent assessment of units
	This unit of competency may be assessed in conjunction with other units that form part of a job role




	Required skills and knowledge
	Knowledge of workplace application of relevant standards of performance including industry or enterprise competency standards and assessment guidelines

Knowledge of legal and ethical responsibilities including Occupational Health and Safety regulations and procedures, Equal Employment and anti-discrimination requirements relevant to the specified context

Understanding of policies and procedures of the workplace and/or job role together with any related legislation or regulatory requirements

Understanding of the assessment principles of reliability, validity, fairness, flexibility, authenticity, sufficiency and consistency

Understanding and application of Assessment guidelines of the Training Package for Assessment and Workplace Training 

Planning of own work including predicting consequences and identifying improvements

Skills in the application of various assessment methods/tools, relevant to workplace context

Language, literacy and numeracy skills required to:

give clear and precise instructions and information in spoken or written form

seek confirmation of understanding from the persons being assessed

adjust language to suit target audience 

prepare required documentation using clear and comprehensible language and layout 

ask probing questions and listen strategically to understand responses of the person being assessed 

seek additional information for clarification purposes 

use verbal and non-verbal language to promote a supportive assessment environment 

use language of negotiation and conflict resolution to minimise conflict

Communication skills appropriate to the culture of the workplace and the individuals



	Resource implications


	Access to relevant competencies, sources of information on assessment methods, assessment tools and assessment procedures

Access to persons wishing to be assessed, relevant workplace equipment, information and appropriate personnel



	Consistency in performance


	Competency in this unit needs to be assessed over a period of time, in a range of contexts and on multiple occasions involving a combination of direct, indirect and supplementary forms of evidence



	Assessment context


	Assessment should occur on the job or in a simulated workplace. The candidate assessor should use competencies relevant to their technical expertise



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	2
	2
	2
	3


	UNIT NAME
	Review assessment



	UNIT CODE
	BSZ403A



	UNIT DESCRIPTOR
	This unit covers requirements to review assessment procedures in a specific context.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Review the assessment procedures
	93. Appropriate personnel are given the opportunity to review the assessment outcomes and procedure using agreed evaluation criteria

94. The review process established by the enterprise, industry or registered training organisation is followed

95. The assessment procedures are reviewed at a specified site in cooperation with persons being assessed, and any appropriate personnel in the industry/enterprise/training establishment and/or any agency identified under legislation

96. Review activities are documented, findings are substantiated and the review approach evaluated



	2.
Check consistency of assessment decision
	97. Evidence from a range of assessments is checked for consistency across the dimensions of competency

98. Evidence is checked against the key competencies

99. Consistency of assessment decisions with defined performance standards are reviewed and discrepancies and inconsistencies are noted and acted upon



	3.
Report review findings
	100. Recommendations are made to appropriate personnel for modifications to the assessment procedure(s) in light of the review outcomes

101. Records are evaluated to determine whether the needs of appropriate personnel have been met

102. Effective contributions are made to system-wide reviews of the assessment process and feedback procedures



	RANGE STATEMENT
	

	Assessment system may be developed by
	the industry 

the enterprise 

the Registered Training Organisation 

a combination of the above



	The assessment system should specify the following
	the purpose of assessment

competencies required of assessors

record keeping procedures and policies

any allowable adjustments to the assessment method which may be made for the person being assessed who has special needs

the appeal/review mechanisms and procedures

the review and evaluation of the assessment process

the linkages between assessment and training qualifications/awards, employee classification, remuneration, progression

relevant policies

quality assurance mechanisms

apportionment of costs/fees (if applicable)

marketing/promotion of assessment

verification arrangements

auspicing arrangements (if applicable)

partnership arrangements (if applicable)



	Specific assessment context may be determined by


	purpose of the assessment such as:

· to gain a particular qualification or a licence

· to determine employee classification

· to identify training needs or progress

· to recognise prior learning/current competencies

· location of the assessment such as:

· on the job or off the job

· combination of both

· Assessment Guidelines of Training Package or other assessment requirements 

· features of assessment system



	Evaluation criteria in review process should include
	number of persons being assessed

duration of  the assessment procedure

organisational constraints within which assessors must operate

Occupational Health And Safety factors

relationship of the assessor to other appropriate personnel in the assessment process

frequency of assessment procedure

budgetary restraints

information needs of government and other regulatory bodies

support needs and professional development needs of assessors

characteristics of persons being assessed

human resource management implications

consistency of assessment decisions

levels of flexibility in the assessment procedure

fairness of the assessment procedure

efficiency and effectiveness of the assessment procedure

competencies achieved by the persons being assessed 

difficulties encountered during the planning and conduct of the assessment

motivation of the persons being assessed 

location and resource suitability

reliability, validity, fairness and flexibility of the assessment tools

relevance of assessment to specified context

grievances/challenges to the assessment decision by the persons being assessed or their supervisor/manager/employer

ease of administration

access and equity considerations

practicability



	Characteristics of persons being assessed may include
	language, literacy and numeracy needs

cultural and  language background

educational background or general knowledge

gender

age

physical ability

previous experience with the topic

experience in training and assessment

level of confidence, nervousness or anxiety

work organisation or roster


	Appropriate personnel may include
	assessors 

persons being assessed 

employee/union representatives

consultative committees

users of assessment information such as training providers, employers, human resource departments

State and Territory Training/Recognition Authorities

training and assessment coordinators

relevant managers/supervisor/team leaders

technical specialists


	Assessment procedure
	The assessment procedure is developed (and endorsed) by persons responsible for the implementation of the assessment process in:

the industry 

the enterprise 

the training organisation 

a combination of the above



	The assessment procedure should specify the following
	recording procedure 

appeal/review mechanism 

assessment methods to be used 

instructions/materials to be provided to the persons being assessed 

criteria for making decisions of competent, or not yet competent

number of assessors 

assessment tools 

evidence required 

location of assessment 

timing of assessment 

assessment group size 

allowable adjustments to the assessment procedure depending on characteristics of persons being assessed



	Assessment methods may include a combination of
	work samples and or simulations

direct observation of performance, products, practical tasks, projects and simulation exercises 

review of log books and portfolios

questioning

consideration of third party reports and authenticated prior achievements
written, oral or computer managed questioning
These methods may be used in combination in order to provide sufficient evidence to make a judgement


	Assessment tools may include
	specific instructions to be given relating to the performance of practical tasks or processes or simulation exercises

specific instructions to be given in relation to the production projects and exercises

sets of oral/written/computer based questions to be asked

performance checklists

log books

marking guides

descriptions of competent performance

A number of these tools may be used in combination in order to provide enough evidence to make judgments


	Allowable adjustments may include
	provision of personal support services (eg: Auslan interpreter, reader, interpreter, attendant carer, scribe)

use of adaptive technology or special equipment (eg: word processor or lifting gear)

design of shorter assessment sessions to allow for fatigue or medication

use of large print version of any papers



	Assessment environment and resources to be considered
	time

location

personnel

finances/costs

equipment

materials

OHS requirements

enterprise/industry standard operating procedures



	EVIDENCE GUIDE
	

	Assessment requires evidence of the following products to be collected


	Documented process for the review of the assessment procedures

A report on the review of the operations and outcomes of the assessment procedures including substantiation of findings and any recommendations for modifications



	Assessment requires evidence of the following processes to be provided


	How the review process for evaluating the assessments in the enterprise, industry or organisation was implemented

Why particular review/evaluation methodologies were chosen

How cooperation and input from the persons assessed and appropriate personnel were sought as part of the review


	Interdependent assessment of units


	This unit of competency may be assessed in conjunction with other units that form part of a job role



	Required knowledge and skills


	Knowledge of the review process established by the industry, enterprise or training organisation

Knowledge of evaluation methodologies relevant to the assessment context

Relevant standards of performance including industry or enterprise competency standards and assessment guidelines

Knowledge of legal and ethical responsibilities including occupational health and safety regulations and procedures, equal employment and anti-discrimination requirements

Knowledge of relevant organisational policies and procedures of the workplace and/or job role

Understanding of the assessment principles of reliability, validity, fairness, flexibility, authenticity, sufficiency and consistency

Skills in the application of various assessment methods/tools in a relevant workplace context

Planning own work including predicting consequences and identifying improvements

Language, literacy and numeracy skills required to:

read and interpret review procedures 

participate in discussions and listen strategically to evaluate information critically

gather, select and organise findings from a number of sources 

document findings in summary form, graphs or tables

present findings in a short report to relevant personnel 

make recommendations based on findings 

determine cost effectiveness

Communication skills appropriate to the culture of the workplace and the individuals



	Resource implications
	Access to relevant competencies, sources of information on assessment methods, assessment tools, assessment procedures and assessment review mechanisms

Access to assessment decisions, relevant workplace equipment, appropriate personnel



	Consistency in performance


	Competency in this unit needs to be assessed over a period of time, in a range of contexts and on multiple occasions involving a combination of direct, indirect and supplementary forms of evidence



	Context for assessment
	Assessment may occur on the job or in a simulated workplace. The candidate assessor should use competencies relevant to their technical expertise



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	2
	3
	3
	3
	3
	3


	UNIT NAME
	Train small groups



	UNIT CODE
	BSZ404A



	UNIT DESCRIPTOR
	This unit covers the requirements for planning, delivering and reviewing training for the purposes of developing competency on a one-to-one or small group basis.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Prepare for training
	103. Specific needs for training are identified and confirmed through consultation with appropriate personnel

104. Training objectives are matched to identified competency development needs

105. Training approaches are planned and documented



	2.
Deliver training
	106. Training is conducted in a safe and accessible environment

107. Training delivery methods are selected appropriate to training participants’ needs, trainer availability, location and resources

108. Strategies and techniques are employed which facilitate the learning process

109. Objectives of the training, sequence of activities and assessment processes are discussed with training participants

110. A systematic approach is taken to training and the approach is revised and modified to meet specific needs of training participants



	3.
Provide opportunities for practices
	111. Practice opportunities are provided to ensure that the participant achieves the components of competency

112. Various methods for encouraging learning are implemented to provide diverse approaches to meet the individual needs of participants



	4.
Review training
	113. Participants are encouraged to self evaluate performance and identify areas for improvement

114. Participants readiness for assessment is monitored and assistance provided in the collection of evidence of satisfactory performance

115. Training is evaluated in the context of self assessment, participant feedback, supervisor comments and measurements against objectives

116. Training details are recorded according to enterprise and legislative requirements

117. Results of evaluation are used to guide further training




	RANGE STATEMENT
	

	Relevant information to identify training needs includes


	industry/enterprise or other performance competency standards

endorsed components of relevant industry training package

industry/workplace training practices

job descriptions

results of training needs analysis

business plans of the organisation which identify skill development requirements

standard operating and/or other workplace procedures



	Appropriate personnel may include


	team leaders/supervisors/ technical experts

managers/employers

training and assessment coordinators

training participants

representative government regulatory bodies

union/employee representatives

consultative committees

assessors



	Training delivery methods and opportunities for practice may include


	presentations

demonstrations

explanations

problem solving

mentoring

experiential learning

group work

on the job coaching

job rotation
a combination of the above



	Components of competency include


	task skills

task management skills

contingency management skills

job/role environment skills

transfer and application of skills and knowledge of new contents


	Characteristics of training participant may include information in relation to


	language, literacy and numeracy needs

cultural, language, and educational background

gender

physical ability

level of confidence, nervousness or anxiety

age

previous experience with the topic

experience in training and assessment



	Training sessions may include


	one to one demonstration

small group demonstration (2 to 5 persons)



	Resources may include


	time

location

personnel

materials and equipment

OHS and other workplace requirements

enterprise/industry standard operating procedures

finances/costs




	Strategies and techniques may include


	active listening 

targeted questioning

points of clarification

group discussions



	EVIDENCE GUIDE
	

	Assessment requires evidence of the following products to be collected
	Description of the specific training need and required competency outcomes

Outline of the training approach and steps to be followed

Description of training participants and delivery methods to be used

Specific resources required

Outline of the evidence to be collected for monitoring training participant progress

Trainer’s self assessment of training delivery

Participant evaluation of training delivery

Evaluation of review comments against plan of training

Records/documentation for monitoring progress of training participants

Evidence may be collected using proformas or template



	Assessment requires evidence of the following processes to be provided
	How the specific training need was determined

How the sequence of the training was determined

How appropriate personnel were identified

Why particular delivery methods were selected

How the characteristics of training participants were identified

How the resource requirements were established

How participant progress was monitored

Why and how the training resources were selected

How appropriate personnel confirmed training arrangements
How participants were informed of:
· intended training outcomes
· competencies to be achieved
· on and/or off the job practice opportunities
· benefits of practices
· learning activities and tasks
· assessment tasks and requirements
How constructive feedback about progress toward required competency was provided to training participants
How training participant readiness for assessment was determined and confirmed
How records were maintained to ensure confidentiality, accuracy and security


	Evidence may be provided 


	verbally or in written form

	Interdependent assessment of units


	This unit may be assessed in conjunction with other units that form part of a job function



	Required knowledge and skills
	Competency in the units being taught

Workplace application of the relevant competencies 

Identification of evidence of competency

Planning of own work including predicting consequences and identifying improvements

Application of relevant workplace policies (eg: OHS and EEO) and any relevant legislative or regulatory requirements

Correct use of equipment, and any other processes and procedures appropriate for the training

Ethical handling of performance issues

Language, literacy and numeracy required skills to:

conduct discussions and ask probing questions to review the training

gather information (in spoken or written form) for review purposes 

make verbal recommendations for delivery of future training 

adjust language to suit target audience (training participant/appropriate personnel)

complete records on training 

provide verbal feedback and report on training outcomes 

follow and model examples of written texts 

promote training in verbal or written form

Communication skills appropriate to the culture of the workplace, appropriate personnel and training participants



	Resource implications
	Access to records system for training, information, and training participants and supervisory staff (where appropriate)



	Consistency in performance
	Competency in this unit needs to be assessed over a period of time, in a range of contexts and on multiple occasions involving a combination of direct, indirect and supplementary forms of evidence



	Context for assessment
	Assessment may occur on the job or in a simulated workplace. Candidate workplace trainers should use competencies relevant to their area of technical expertise



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use  Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	2
	2
	2
	2
	2
	2


	UNIT NAME
	Plan and promote a training program



	UNIT CODE
	BSZ405A



	UNIT DESCRIPTOR
	This unit covers the requirement for persons to plan a training program. This involves the identification of competencies to meet the needs of a target group and the planning and promotion of appropriate training strategies.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Identify the competency needs
	118. The client, target group and appropriate personnel are identified and required goals and outcomes of the training program are negotiated and confirmed with the client

119. Relevant competency or other performance standards for the target group are obtained and verified with appropriate personnel

120. Gaps between the required competencies and current competencies of the target group are determined

121. Current competencies and any relevant characteristics of each participant in the target group are identified using appropriate investigation methods



	2.
Document training program requirements
	122. Training program goals are identified to specify required knowledge and skill and links to specified units of competency qualification and/or other standards of performance

123. Training program documentation specifies the range of workplace applications, activities and tasks that must be undertaken to develop the requisite competencies

124. Available training programs and resources are customised to meet specific client needs, where required

125. Appropriate grouping of activities is identified to support formative and summative assessments

126. Overview of training sessions including appropriate timing and costs is prepared and confirmed with appropriate personnel including those relating to language, literacy and numeracy 

127. Methods of supporting and guiding participants within the target group are identified and specified



	3.
Identify program resources
	128. Resources required for the program are identified and approved by appropriate personnel and allocated to meet training participants’ characteristics 

129. Safe and accessible training environment is identified and arranged to support the development of competencies

130. Arrangements are made with personnel required to support the training program

131. A register of training resources is maintained and held in an accessible form




	4.
Promote training
	132. Advice on the development of the training program is provided to appropriate personnel

133. Information on planned training events is made widely available, utilising a variety of methods

134. Promotional activities are monitored for effectiveness in collaboration with the client and appropriate personnel



	RANGE STATEMENT
	

	Training program
	A collection of training activities to develop competencies of a target group

Clients provide the approvals for expenditure of training resources

Target group may include:

· employee groups (eg: particular classification or work area, female employees)

· groups or individuals with special training and/or recognition needs



	Training may be
	on the job 

in a simulated setting

in a training organisation

in a combination of locations to suit the units of competency being learned and/or assessed

in a single site or multi-site operation



	Clients may include
	a department/division

a work area

an enterprise or organisation



	Clients needs may include


	increased productivity

increased enterprise profitability

attainment of specified industry or enterprise competencies

achievement of community priorities

achievement of government priorities



	Information on the required competencies may be collected from


	industry/enterprise competency standards

licensing requirements

standard operating procedures

job descriptions

discussions with client group

enterprise skills audit reports

industry skills audit reports

benchmarking reports

industry publications or reports

government reports 

market needs analysis reports



	Training program may be based on
	national industry training packages

enterprise training packages

agreed curriculum

international standards



	Target group competencies may be identified by


	matching enterprise/client needs to available national industry training packages

reports on assessment of competencies

enterprise training and assessment record keeping system

self, peer or supervisor reports


	Appropriate personnel may include


	team leaders/supervisors/managers/employers

participant/employee/learner

technical and subject experts including, language, literacy, numeracy specialists

government regulatory bodies

union/employee representatives

consultative committees 

users of training information such as training providers, employers, human resource departments State and Territory Training/Recognition Authorities

assessment/training partners

trainers/teachers and assessors



	Training program delivery may involve
	enterprise/workplace based delivery

training provider based delivery

community based delivery

school based delivery

international programs

combination of the above



	Characteristics of participants may include


	language, literacy and numeracy needs

cultural language and educational background

educational background or general knowledge

gender

age

physical ability

previous experience with the topic

experience in training and assessment

level of confidence, nervousness or anxiety



	Variables for achieving competency may include


	characteristics of training participants

resources (eg: time, location, space, people and costs)

language, literacy and numeracy issues



	Training delivery methods may include


	face to face 

distance learning

lock step, partly self paced, all self paced

trainer centred, participant centred

real time, time independent

place dependent, place independent

interactive (eg: audio, or video conferencing, computer assisted, discussion)

mentoring

active learning

coaching



	Training support may include


	technical experts (including particular subject, language, literacy and numeracy specialists)

equipment

team leaders/supervisors/managers/employers

enterprises

assessment/training partners

trainers/teachers and assessors

training and assessment coordinators


	Training materials may include
	non-endorsed components of a training package

work books

workshop guides

background reading materials/documents

handouts

industry/enterprise competency standards 

supportive policies and legislation

specific language, literacy and numeracy support material



	EVIDENCE GUIDE
	

	Assessment requires evidence of the following products to be collected


	Description of client, target group and appropriate personnel 

Analysis of training needs of target group

Documentation on consultations with appropriate personnel throughout the program development phase  

Outline of training program goals and supporting documentation including variables which may impact on the achievement of program goals

Documentation on training resources and any other requirements for the training program



	Assessment requires evidence of the following processes to be provided


	How client, target group and appropriate personnel were identified

How required competencies were determined to meet the client needs

Why there is a need for training as opposed to other non-training alternatives

How the need for training was verified with appropriate personnel

How appropriate personnel approved training program resources

How language, literacy and numeracy issues were taken into consideration in the planning process



	Interdependent assessment of units


	This unit of competency may be assessed in conjunction with other units that form part of a job role



	Required knowledge and skills


	Understanding assessment and workplace training 

Competency standards and assessment guidelines

Relevant competency standards, including industry or enterprise standards of performance

Relationship of competencies to industrial agreements, classification systems and Australian Qualifications Framework (AQF)

Relevant workplace policies and procedures that apply to that work and (any) related legislation or regulatory requirements(eg: OHS and anti-discrimination regulations)

Competency in units of competency relevant to the training program

Understanding of the principles of adult learning and competency based training as applied to the target group and client

Identification and correct use of equipment, processes and procedures relevant to competencies

Knowledge of methods of training needs analysis and planning

Sources of assistance for participants requiring language or other particular training support

Planning own work including predicting consequences and identifying improvements

Language, literacy and numeracy skills required to:

Collect, summarise and interpret relevant information to plan a program

Communicate in spoken and written form with a range of people in the specified training context

Adjust spoken and written language to suit audience

Prepare and/or customise training materials and specified documentation using clear and comprehensible language and layout 

Calculate and estimate costs, time and length of training programs

Awareness of language, literacy and numeracy issues relevant to the context of training and assessment, including current theories on the integration of LL&N with technical training

Communication skills appropriate to the culture of the workplace, appropriate personnel and target group



	Resource implications
	Access to target group

potential opportunities to identify training needs of a target group

relevant competencies or other standards of performance and resources



	Consistency in performance
	Competency in this unit needs to be assessed over a period of time and in a range of contexts, and on multiple occasions, involving a combination of direct, indirect and supplementary forms of evidence



	Context for assessment
	Assessment may occur on the job or in a simulated workplace



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	2
	3
	3


	UNIT NAME
	Plan a series of training sessions



	UNIT CODE
	BSZ406A



	UNIT DESCRIPTOR
	This unit covers the requirement for persons who implement a training program for a target group. This involves planning a series of training sessions to meet the identified competency requirements of the target group.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Identify training requirements
	135. Current competencies of the target group are identified

136. Relevant training package documentation or approved training course documentation is obtained where applicable

137. Qualification requirements, competencies and/or other performance standards to be attained are interpreted

138. Training requirements are identified from the gap between the required competencies and the current competencies of the target group 

139. Training requirements are confirmed with appropriate personnel



	2.
Develop outlines of training sessions
	140. The training program goals, outcomes, performance and underpinning knowledge requirements are identified

141. The training program requirements, workplace application, activities and tasks required to develop the requisite competencies are analysed

142. A range of training delivery methods is identified which are appropriate for:
the competencies to be achieved 
training program’s goals 
characteristics of training participants 
language, literacy and numeracy skill level of training participants
availability of equipment and resources
industry/enterprise contexts and requirements

143. Training session outlines are mapped against required competencies and deficiencies are identified and addressed

144. Special requirements for resources, particular practice requirements and training experiences are documented

145. Methods of supporting and guiding training participants including appropriate training resources, language literacy and numeracy support are specified



	3.
Develop training materials
	146. Available materials to support the training program are checked for relevance and appropriateness in terms of the language, style, characteristics of training participants and copyright 

147. Existing materials are customised or resources are developed to enhance the learning capability of training participants

148. Instructions for use of learning materials and any required equipment are provided  

149. Copyright laws are observed  

150. Training resource costs are identified and approvals are obtained from appropriate personnel 


	
	151. Clear and comprehensible documentation, resources and materials are developed and used

	4.
Develop training sessions
	152. Training session plans are developed to meet the goals of the training program

153. Training session plans specify planned session outcomes

154. Opportunities are created within training session design for participants to manage own competency acquisition and apply the relevant competencies in practice 

155. Session plans identify delivery methods which are appropriate for:
the competency to be achieved 
training program’s goals 
training participants’ characteristics
language, literacy and numeracy skill level of training participants
learning resources and facilities to be used
equipment and consumable resources available
industry/enterprise/workplace contexts and requirements
each outlined training session

156. Training sessions are designed to measure participant progress towards the program goals

157. Sequence and timing of the training sessions are documented



	5.
Arrange resources
	158. Resources required for the training sessions are identified and, where special access is required, approved by appropriate personnel

159. Appropriate training locations are identified and arranged

160. Arrangements are made with (any) additional personnel required to support the training program

161. The training environment is arranged to be safe, accessible and suitable for the acquisition of the identified competencies

162. Learning resources, documentation on required competencies, assessment procedures and information on available support for training participants are organised and held in an accessible form



	RANGE STATEMENT
	

	Training program may include
	A collection of training activities to meet competency requirements, target group and client needs. Clients provide the approvals for expenditure of training resources. Target group is the group for whom training is available and may include:

· employee groups (eg: particular classification or work area, female employees)

· groups or individuals with special training and/or recognition needs



	Training may be conducted


	on the job

in a simulated setting

in a training organisation

in a combination of locations to suit the units of competency being learned and/or assessed

in a single site or multi site operation

in a work environment


	Appropriate personnel may include
	trainers/teachers and assessors

team leaders/supervisors/managers/employers

participant/employee/learner

technical/subject experts

government regulatory bodies

union/employee representatives

consultative committees

users of training information such as training providers, employers, human resource departments

State and Territory Training/Recognition Authorities

language, literacy, numeracy specialists

assessment/training partners


	Training programs may be based on


	national industry training packages

enterprise training packages

national, state and local curriculum

enterprise based standards, standards of performance or curriculum

international standards

international programs


	Target group competencies may be identified by


	reports on assessment of competencies

content analysis of curriculum vitae

enterprise training and assessment record keeping system

industry training and assessment recording system

self, peer or supervisor reports



	Training sessions may involve


	theory

demonstration

combination of the two



	Training programs may involve


	enterprise based delivery

provider based delivery

fee for service

local, state or national curricula

community based delivery

school based delivery

international programs

combination of the above



	Characteristics of participants include


	language, literacy and numeracy needs

cultural and language background

educational background or general knowledge

gender

age

physical ability

previous experience with the topic

experience in training and assessment

level of confidence, nervousness or anxiety

work organisation or roster



	Variables for achieving competency include
	characteristics of training participants

resources (eg: time, location, space, people and costs)

language, literacy and numeracy issues


	Training delivery methods include


	face to face 

distance 

lock step, partly self paced, all self paced

trainer centred, participant centred

real time, time independent

place dependent, place independent

interactive (eg: audio or video conferencing, computer assisted, discussion)



	Materials may include
	non-endorsed components of an industry training package

work books

language, literacy and numeracy support/integrated training materials

workshop guides

background reading materials/documents

handouts

industry/enterprise competency standards 

supportive policies and legislation



	Training support may include


	technical and subject experts

language and literacy specialists

team leaders/supervisors/managers/employers

specific enterprises

assessment/training partners

trainers/teachers and assessors

training and assessment coordinators


	Practice opportunities may include


	on the job

off the job but located in participant’s workplace

off the job in a special demonstration area

off the job in an external training room

work/field placements

job rotation

or a combination of the above


	Training activities and tasks may include


	oral presentations

simulation activities

project work

group activities

practical demonstrations

assignments

laboratory work

shadowing, coaching, mentoring

computer based learning

role plays

interviews

discussion groups

surveys

action learning

on the job learning

off the job learning

practical placements


	EVIDENCE GUIDE
	

	Assessment requires evidence of the following products to be collected


	Description of target group, characteristics of training participants and appropriate personnel

Outline of training program requirements to deliver training sessions, including any variables to meet the characteristics of training participants

Training session plans

Samples of training materials

Documentation of resources, assessment procedures and support needed in training delivery



	Assessment requires evidence of the following processes to be provided


	How appropriate personnel were consulted

How consultation took place with appropriate personnel

How the session plans meet competency requirements and characteristics of training participants

How the training was made accessible and effective for all training participants

How training materials and resources were selected

How training materials were prepared

Why training methods of delivery were selected

How/why training delivery was modified

How language, literacy and numeracy issues were taken into consideration in the planning process


	Interdependent assessment of units


	This unit of competency may be assessed in conjunction with other units that form part of a job role



	Required knowledge and skills


	Assessment and Workplace Training Competency Standards

Relevant competency standards, including industry or enterprise standards of performance

Relationships of competencies to industrial agreements, classification systems and Australian Qualifications Framework (AQF)

Relevant workplace policies and procedures that apply to that work and (any) related legislation or regulatory requirements

Competency in units of competency relevant to the training program

Principles of adult learning and competency based training

Identification and correct use of equipment, processes and procedures relevant to units of competencies

Appropriate methods of analysis and planning

Sources of assistance for participants requiring language or other training support

Planning own work, including predicting consequences and identifying improvements

Language, literacy and numeracy skills to:

· collect, summarise and interpret relevant information to plan a series of programs 

· communicate in spoken and written form with a range of people in specified training context

· adjust spoken and written language to suit audience 

· prepare and/or customise training materials and specified documentation using clear and comprehensible language and layout

· calculate and estimate costs, time and length of training sessions 


	
	Awareness of language, literacy and numeracy issues relevant to the context of training and assessment, including current theories on the integration of LL&N with technical training

Application of cultural understanding in the context of training and assessment



	Resource implications


	Access to target group, for competency training program including relevant standards and resources



	Consistency in performance


	Competency in this unit needs to be assessed over a period of time, on multiple occasions, and in a range of contexts involving a combination of direct, indirect and supplementary forms of evidence



	Context for assessment


	Assessment may occur on the job or in a simulated workplace



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	2
	2
	2


	UNIT NAME
	Deliver training sessions



	UNIT CODE
	BSZ407A



	UNIT DESCRIPTOR
	This unit covers the requirements for a person to deliver training sessions as part of a training program.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Prepare training participants
	163. Training program goals and training session outcomes are explained to, and discussed with, training participants  

164. The training program workplace applications, training activities and tasks are explained and confirmed with the training participants  

165. Needs of training participants for competency acquisition are identified

166. The series of training sessions for the training program are explained to training participants  

167. Ways in which the competencies are to be developed and assessed are explained to, and confirmed with, training participants

168. Language is adjusted to suit the training participants and strategies/techniques are employed to confirm understanding (eg: paraphrasing and questioning)



	2.
Present training session
	169. Presentation and training delivery are appropriate to the characteristics of training participants and the development of the competencies  

170. Presentation of training and design of learning activities emphasise and reinforce the components of:
competency
task skills
task management skills
contingency management skills
job/role environment skills
transfer and application of skills and knowledge to new contexts 

171. Presentation and training delivery methods provide variety, encourage participation and reinforce competencies

172. Spoken language and communication strategies/techniques are used strategically to encourage participation and to achieve the outcomes of training sessions  

173. Training sessions are reviewed and modified as necessary to meet training participants’ needs 



	3.
Facilitate individual and group learning
	174. The requirements for the effective participation in the learning process are explained

175. Timely information is given to training participants during training sessions

176. Training presentations are enhanced with the use of appropriate training resources

177. Clear and accurate information is presented in a sequence to foster competency development

178. Language is adjusted to suit training participants


	
	179. Training participants are encouraged to ask questions, clarify points of concern and contribute comments at appropriate and identified stages

180. Training equipment and materials are used in a way that enhances learning

181. Supplementary information is provided to enhance and clarify understanding as required by individuals or the group

182. Key points are summarised at appropriate times to reinforce learning

183. Individual learning and group dynamics are monitored and managed to achieve program goals

184. Language, literacy and numeracy issues are taken into account to facilitate learning by training participants



	4.
Provide opportunities for practice and feedback
	185. Process, rationale and benefits of practice of competency are discussed with training participants 

186. Practice opportunities are provided to match:
specific competencies to be achieved
context of the training program
specific outcomes of the training session

187. Training participants’ readiness for assessment is monitored and discussed with participants

188. Constructive feedback and reinforcement are provided through further training and/or practice opportunities



	5.
Review delivery of training session
	189. Training participants’ review of training delivery is sought

190. The delivery of the training session is discussed with appropriate personnel at appropriate times

191. Training delivery is evaluated by the trainer against program goals, session plans and Assessment and Workplace Training Competency Standards

192. The reactions of relevant personnel to the delivery are sought and discussed at appropriate  times  

193. Adjustments to delivery, presentation and training are considered and incorporated



	RANGE STATEMENT
	

	Training Program
	A collection of training activities to develop competencies of a target group

Clients provide the approvals for expenditure of training resources 

Target group include:

· employee groups (eg: particular classification or work area, female employees)

· groups or individuals with special training and or recognition needs



	Appropriate personnel
	trainers/teachers and assessors

team leaders/supervisors/managers/employers

participant/employee/learner

technical experts

government regulatory bodies

union/employee representatives

consultative committees

users of training information such as training providers


	
	employers, human resource departments

State and Territory Training/Recognition Authorities



	Training program may be based on
	national industry training packages

enterprise training packages

national, state and local curriculum

enterprise based standards, standards of performance or curriculum

international standards

international programs



	Training programs may involve
	enterprise based delivery

provider based delivery

fee for service

local, state or national curricula

community based delivery

school based delivery

international programs

combination of the above



	Target group’s competencies may be identified by
	reports on assessment of competencies

content analysis of curriculum vitae

enterprise training and assessment record keeping system

industry training and assessment recording system

self, peer or supervisor reports



	Training sessions may involve
	theory

demonstration

combination of the two



	Characteristics of participants
	language, literacy and numeracy needs

cultural and language background

educational background or general knowledge

gender

age

physical ability

previous experience with the topic

experience in training and assessment

level of confidence, nervousness or anxiety

	Training delivery methods may include
	face to face 

distance 

lock step, partly self paced, all self paced

trainer centred, participant centred

real time, time independent

place dependent, place independent

interactive (eg: audio, or video conferencing, computer assisted, discussion)



	Training materials may include
	non-endorsed components of an industry training package

work books

workshop guides

background reading materials/documents

handouts

industry/enterprise competency standards 

supportive policies and legislation



	Practice opportunities may be


	on the job

off the job but located in participant’s workplace

off the job in a special demonstration area

off the job in external training room

work/field placements

job rotation

or a combination of the above



	Training activities and tasks may include


	oral presentations

simulation activities

project work

group activities

practical demonstrations

assignments

laboratory work

shadowing, coaching, mentoring

computer based learning

role plays

interviews

discussion groups

surveys

action learning

on the job learning

off the job learning

practical placements



	EVIDENCE GUIDE
	


	Trainers’ self assessment of their own training delivery

Documentation on reaction of appropriate personnel and training participants to delivery of training sessions

Changes made to subsequent delivery practices based on feedback by training participants and appropriate personnel


	

	Assessment requires evidence of the following processes to be provided
	How training participants were informed of the:

· program’s goals

· competencies to be achieved

· training session outcomes

· on and/or off the job practice opportunities

· benefits of practice

· training activities and tasks

· assessment tasks and requirements

How the delivery of the training was conducted to ensure that:

· training participants were involved in the sessions

· language, literacy and numeracy issues were taken into consideration



	
	Why particular resource materials were selected

How the characteristics of training participants were identified and addressed

How readiness for assessment was determined and confirmed with training participants

How constructive feedback was provided to the target group about their progress toward the program’s goals

How the group operated in terms of processes and dynamics

How feedback from the target group was received and the program adjusted accordingly



	Interdependent assessment of units
	This unit of competency may be assessed in conjunction with other units that form part of a job role


	Required knowledge and skills
	Knowledge of Assessment and Workplace Training Competency Standards and Assessment Guidelines

Relevant competency standards including industry or enterprise standards 

Relationships of competencies to industrial agreements, classification systems and the Australian Qualifications Framework (AQF) 

Relevant workplace policies and procedures that apply to that work and (any) related legislation on regulatory requirements (eg: OHS and anti-discrimination regulations)

Competency in units of competency relevant to the training program 

Identification and correct use of equipment, processes and procedures relevant to units of competencies 

Understanding of the principles of adult learning and competency based training as applied to target group 

Design and/or customisation of effective learning resources 

Requirements for compliance with copyright law for resources used in training 

Skills in facilitating group and individual learning in specific contexts 

Knowledge of training delivery methods/strategies

Skills in the design of activities and tasks to facilitate learning in specific contexts 

Sources of assistance for participants requiring language or other particular training support

Planning own work including predicting consequences and identifying improvements

Language, literacy and numeracy required skills to: 

· present information in a clear, logical and coherent manner 

· present technical information using language which mirrors the language used to perform the task or skill in the relevant work context

· adjust spoken and written language to suit audience

· employ interactive strategies and techniques (eg: probing questioning, active listening and constructive feedback ) to encourage participation 

· prepare learning resources and materials using language and layout features to suit intended audience 

Awareness of language, literacy and numeracy issues and principles in the context of training and assessment, including the integration of LL&N with technical training 

Communication skills appropriate to the culture of the workplace, appropriate personnel and target group



	Resource implications


	Access to training program, training session plans, requisite training locations, materials and target groups for training



	Consistency in performance


	Competency in this unit needs to be assessed over a period of time, in a range of context and on multiple occasions involving a combination of direct, indirect and supplementary forms of evidence



	Context for assessment
	Assessment should occur on the job or in a simulated workplace


	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	2
	3
	3
	2
	2


	UNIT NAME
	Review training



	UNIT CODE
	BSZ408A



	UNIT DESCRIPTOR
	This unit covers the requirements for recording training data and for reviewing training.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Record training data
	194. Details of training program and target group’s competency attainment are recorded in accordance with the training system requirements and securely stored 

195. Training records are made available to authorised persons and training participants at the required times, as specified in the training system recording and reporting policy documents



	2.
Evaluate training
	196. Training is evaluated against identified needs and goals of the training program  

197. Feedback on the training program is sought from training participants and appropriate personnel  

198. Training participants are encouraged to evaluate how  progress towards achieving competency was enhanced by the training sessions  

199. Trainer’s performance is reviewed against:
program goals
the Assessment and Workplace Training Competency Standards
training participants’ comments
training participants’ competency attainment

200. Results of the evaluation are used to improve current and future training

201. Suggestions are made for improving any aspect of the recording procedure


	3.
Report on training
	202. Reports on outcomes of the training sessions are developed and distributed to appropriate personnel



	RANGE STATEMENT
	

	Training program


	A collection of training activities to develop competencies. Clients provide the approvals for expenditure of training resources. Target group is the group for whom training is available and may include:

· employee groups (eg: particular classification or work area, female employees)

· groups or individuals with special training and or recognition needs



	Training may be


	on the job 

in a simulated setting

in a training organisation

in a combination of locations to suit the units of competency being developed and/or assessed

in a single site or a multi site operation

a combination of the above


	Clients may include
	a department/division

a work area

an enterprise or organisation



	Client needs may include
	increased productivity

increased enterprise profitability

attainment of specified industry or enterprise competencies

achievement of community priorities

achievement of government priorities



	Characteristics of participants may include
	language, literacy and numeracy needs

cultural language and educational background

educational background or general knowledge

gender

age

physical ability

previous experience with the topic

experience in training and assessment

level of confidence, nervousness or anxiety



	Training system may be developed by


	the industry

the enterprise

the training organisation

a combination of the above



	Reports on training may be
	on a proforma or template

written

verbal

combination of the above



	Training evaluation may include
	affective (eg: satisfaction with the program)

cognitive (eg: knowledge or skill gain)

performance or behaviour (eg: absenteeism from work, productivity)



	Appropriate personnel may include


	trainers/teachers and assessors 

team leaders/supervisors/managers/employers

participant/employee/learner

technical experts (eg language and literacy coordinators)

government regulatory bodies

union/employee representatives

consultative committees 

users of training information such as training providers, employers, human resource departments 

State and Territory Training/Recognition authorities



	Record systems may be


	paper based

computer based systems using magnetic or optical storage

combination of both paper and computer based systems



	Training session may involve
	theory

demonstration

or a combination of the two



	Training programs may involve
	enterprise based delivery

provider based delivery:

fee for service

local, state or national curricula

community based delivery

school based delivery

international programs

combination of the above



	Variables for achieving competency may include
	participant characteristics

resources (eg: time, location, space, people and costs)

language, literacy and numeracy issues



	Training delivery methods
	face to face 

distance 

lock step, partly self paced, all self paced

trainer centred, participant centred

real time, time independent

place dependent, place independent

interactive (eg: audio, or video conferencing, computer assisted, discussion)



	Training materials may include
	non-endorsed components of an industry training package

work books

workshop guides

background reading materials/documents

handouts

industry/enterprise competency standards

supportive policies and legislation



	Training support may come from


	technical and subject experts

language and literacy specialists

team leaders/supervisors/managers/employers

specific enterprises

assessment/training partners

trainers/teachers and assessors

training and assessment coordinators



	Practice opportunities may be


	on the job

off the job but located in participant’s workplace

off the job in a special demonstration area

off the job in external training room

work/field placements

job rotation

or a combination of the above



	EVIDENCE GUIDE
	

	Assessment requires evidence of the following products to be collected
	Evaluation reports in accordance with performance criteria (trainer, trainees and appropriate personnel)

Training and assessment records

Reports on the outcomes of the training sessions and training program

Plans for current and future training programs and activities

Promotional materials/reports

Costs incurred



	Assessment requires evidence of the following processes to be provided


	How and why evaluation methods were selected

How evaluation information was gathered and acted upon 

How the report on training sessions/programs was made to appropriate personnel

How records are maintained, kept confidential and secured



	Interdependent assessment of units
	This unit of competency may be assessed in conjunction with other units that form part of a job role


	Required knowledge and skills
	Assessment and Workplace Training Competency Standards 

Relevant competency standards, including industry or enterprise standards of performance

Legal and ethical responsibilities including:

· Occupational Health and Safety regulations and procedures

· Equal Employment and anti-discrimination requirements 

· other policies relevant to the specified context

Policies and procedures relating to the organisation’s training system including requirements for recording and maintaining confidential, secure and accurate records 

Evaluation and review methodologies including those that produce qualitative and quantitative data

Establishment of criteria to evaluate training programs 

Adaptation and use of training record systems for formative and summative assessment 

Planning own work including predicting consequences and identifying improvements

Language, literacy and numeracy skills such as those required to: 

· collect, organise and analyse data 

· prepare reports, questionnaires and promotional material 

· present qualitative and quantitative data in a clear and coherent manner

· use probing questioning and active listening techniques to seek feedback on training 

· adjust spoken and written language to suit audience 

Awareness of language, literacy and numeracy issues and principles in the context of training and assessment, including the integration of LL&N with technical training 

Application of cultural understanding in the context of training and assessment



	Resource implications


	Access to training record systems, programs, and appropriate personnel

Opportunities to discuss training outcomes with appropriate personnel

Access to units to be assessed, relevant training programs, and materials and resources for the development of training arrangements



	Consistency in performance
	Competency in this unit needs to be assessed over a period of time, in a range of contexts on multiple occasions, involving a combination of direct, indirect and supplementary forms of evidence



	Context for assessment
	Assessment should occur on the job or in a simulated workplace



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	3
	3
	3


	UNIT NAME
	Analyse competency requirements



	UNIT CODE
	BSZ501A



	UNIT DESCRIPTOR
	This unit applies to persons required to research and document competency requirements. It covers identification and review of relevant sources of information, and the development of an implementation plan.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Identify client competency needs
	203. The client and stakeholders are consulted to identify and document client competency needs

204. Competency needs are defined using information collected from stakeholders

205. The needs are grouped according to type, priority and possible solutions



	2.
Undertake needs analysis
	206. A plan is developed for the needs analysis outlining:
outcomes
resources
timelines
personnel and responsibilities
target group(s)
sources of information

207. Sources of information in relation to competency needs and the scope of the competencies are identified

208. Data gathering methods are adapted and developed for efficient, reliable and valid information collection

209. Any requirements of qualifications or assessment or training recognition bodies are identified

210. Information is collected, organised and analysed to identify competency components

211. Groupings of competencies are established to suit the requirements for competency development of the target groups



	3.
Confirm findings of research
	212. Consultations with stakeholders are conducted to verify research accuracy, useability within the intended contexts and validity for the target groups

213. Priorities for implementation of competency development are determined in terms of business goals, individual and organisational effectiveness, resource implications, cost benefit and lead time requirements

214. Identified priorities and competencies are documented and validated by stakeholders




	4.
Document competency requirements
	215. Competency requirements are documented in a manner appropriate to client needs

216. Combinations of competencies are identified to match the required:
business goals of the client organisation
job roles 
skills related career paths
classifications 
position descriptions 
training programs 
appraisal requirements
licensing or accreditation conditions 

217. Implementation plan is developed including:
marketing and promotion
resource allocation
timelines



	5.
Validate competencies and implementation plan
	218. Stakeholders are involved in the validation of documented competencies and implementation plan. Established processes are used to approve documentation

219. Adjustments to documentation are made as required

220. Documentation is approved through established processes

221. Any changes in related procedures, policies and processes are endorsed by stakeholders for implementation



	RANGE STATEMENT
	

	Clients needs may include
	increased productivity

increased enterprise profitability

attainment of specified industry or enterprise competencies

achievement of community priorities

achievement of government priorities

regulation or licensing requirements 



	Stakeholders may include
	industry/professional/trade associations

trainers/teachers and assessors 

team leaders/managers/employers

training and assessment coordinators 

participants/employees/learners

technical experts

government regulatory bodies

union/employee representatives

consultative committees 

relevant industry training advisory bodies

funding bodies

State and Territory Training/Recognition Authorities



	Competency needs may include
	adaptation of industry competency standards to meet business goals

design or review of training programs

identification of productivity and other improvements

access and equity considerations

human resources considerations (eg: classification structure)




	Sources of information may include


	industry/enterprise competency standards, including international information

training packages

curriculum and other training program information

licensing requirements 

government legislation, policies and practices

job descriptions

observations of competent workers

enterprise skills audit reports

industry skills audit reports

workplace conditions, policies and standard operating procedures

benchmarking reports

industry publications or reports

market needs analysis reports

quality assurance procedures



	Data gathering methods may include


	surveys 

interviews

Delphi procedures

nominal group techniques

concept mapping

focus groups

job and task analysis

analysis of assessment and/or training records



	EVIDENCE GUIDE
	

	Assessment requires evidence of the following products to be collected


	Documented client competency needs

Competency needs analysis plan

Report of research into competency needs

Classification of need according to type, priority and possible solution

Documented competencies

Implementation plan



	Assessment requires evidence of the following processes to be provided


	How the client and stakeholders were consulted to identify competency requirements

How the needs analysis and competencies proposed will contribute to organisational effectiveness

Why particular data gathering methods were used

How the data gathering methods and any other instruments used were checked for validity, reliability, cost-effectiveness, administration ease, acceptability and appropriateness

How the implementation plan was developed



	Interdependent assessment of units


	This unit may be assessed in conjunction with other units that form part of a job role



	Required knowledge and skills


	Any relevant competency standards, assessment guidelines and Australian Qualifications Framework (AQF) 

Relationship of the competencies, any industrial agreements and skill based classification systems with organisational effectiveness

Understanding of data gathering and needs analysis theory and methodology

Language and literacy skills required to comprehend sources of information and to prepare required documentation in a clear and comprehensible format

Planning of own work including predicting consequences and identifying improvements

Compliance with requirements for copyright and other regulatory requirements

Communication skills appropriate to the culture of the workplace



	Resource implications
	Access to relevant clients, stakeholders and sources of information required in needs analysis



	Consistency in performance


	Competency in this unit needs to be assessed over a period of time, in a range of contexts and on multiple occasions involving a combination of direct, indirect and supplementary forms of evidence



	Context for assessment
	Assessment may occur on the job or in a simulated workplace



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	3
	2
	2


	UNIT NAME
	Design and establish the training system



	UNIT CODE
	BSZ502A



	UNIT DESCRIPTOR
	This unit covers the requirements for a person to design and establish a training system.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Determine boundaries of the training
	222. Services are determined and established through consultation with the client and stakeholders and a training policy is documented  

223. Stakeholder relationships are maintained through a range of communication mechanisms and the establishment of  a service support structure 

224. The financial, physical and human resources available to support the system are identified within agreed quality assurance procedures


	2.
Determine training system features
	225. The key operational features and constraints of the training system are determined in consultation with stakeholders

226. The key operational features of the system are verified with appropriate personnel and clients and the agreed features of the system are documented  



	3.
Match needs with resources
	227. The expertise and roles of internal and external individuals and organisations/partners are identified  

228. A budget, detailing development, implementation and maintenance costs of the proposed system, is developed, including partner organisations (if applicable)



	4.
Design and develop a training records system
	229. The record keeping system is designed to allow easy tracking of training participants’ progress as well as other agreed features

230. The record keeping system allows for the storage of detailed information and is designed to be secure, confidential, and easy to administer and update

231. The record keeping system is developed to allow for appropriate quality assurance requirements and is verified for compliance with accepted enterprise/ industry procedures for record keeping and legislative requirements

232. The record keeping system is designed and verified to allow for fair and consistent responses to grievances

233. The record keeping system is designed to ensure that relevant legislative and regulatory requirements are met



	5.
Establish procedures for the review training


	234. Review procedures are developed and documented in consultation with stakeholders


	6.
Select and provide for training of system users
	235. The required mix of personnel and competencies is identified to implement the training system

236. Appropriate training strategies are identified modified or developed for trainers and other personnel involved in the training system to acquire competencies

237. The training programs selected or developed for assessors and trainers are verified to meet the Assessment and Workplace Training Competency Standards and other relevant competency standards


	7.
Establish quality assurance procedures
	238. A quality assurance team or committee is established in consultation with appropriate personnel  

239. Quality assurance procedures, including verification processes are developed in consultation with appropriate personnel  

240. The verification process involves a representative sample of training activities and makes effective use of resources 

241. The quality assurance procedures are trialed for fairness, efficiency and effectiveness

242. The quality assurance procedures are documented and distributed to, trainers and other appropriate personnel 

243. Procedures are established to determine the level of compliance with the training system



	RANGE STATEMENT
	

	Clients’ needs may include
	increased productivity

increased enterprise profitability

attainment of specified industry or enterprise competencies

achievement of community priorities

achievement of government priorities

licensing or accreditation requirements

	Stakeholders may include
	industry/professional/trade associations

trainers/teachers and assessors 

team leaders/managers/employers

training and assessment coordinators 

participants/employees/learners

technical experts

government regulatory bodies

union/employee representatives

consultative committees 

relevant industry training advisory bodies

funding bodies

State and Territory Training/Recognition Authorities

	Partners may include
	public/private/community training providers

schools

universities

enterprises

industry organisations

international organisations 

government agencies

community organisations

individuals including technical experts, training and/or assessment specialists




	Key operational features may include
	the purpose of the training and the relevant competency outcomes of the training

competencies and certification required of trainers 

record keeping system requirements, procedures and policies

training context requirements and procedures to match identified competencies

characteristics of training participants

any allowable adjustments to the training methods for training participants

access and equity considerations

relevant Commonwealth/State or Territory legislative and regulatory requirements

arrangements for recognition of competencies 

partnership arrangements

location of training 

the review and evaluation process including quality assurance procedures

allocation of costs/fees (if applicable)

marketing/promotion of system



	Operational constraints may include
	time available

relative cost implications

budgetary constraints

geographical and resource constraints

availability of stakeholders and other personnel



	Purpose of training may include
	productivity improvement

professional development requirements

competency acquisition

induction of new employees

refresher training for competency maintenance

legislative or government regulatory requirements

access and equity considerations



	Characteristics of participants may include
	language, literacy and numeracy needs

cultural, language and educational background

gender

physical ability

level of confidence, nervousness or anxiety

age

experience with topic

learning styles

work/family commitments

reasons for undertaking training



	Record system may be


	paper based system, such as forms or checklists

computer-based system using magnetic or optical storage

or a combination of both paper and computer based system

NB-statutory and government regulations for maintaining records may vary



	Quality assurance procedures may include
	conduct of regular internal and external reviews (persons being trained, peer, self and supervisor)

professional development of participants

sampling and evaluation of implementation of competencies

assessment of the assessors’/trainers’ competencies

modifications of the competency system based on evaluation and reviews


	
	promotion of regular networking amongst developers, assessors/trainers and peer review amongst persons responsible for planning, conducting and reviewing assessments/training within the system



	Sources of information may include
	industry/enterprise competency standards, including international information

training packages

curriculum and other training program information

licensing requirements 

government legislation, policies and practices

job descriptions

observations of competent workers

enterprise skills audit reports

industry skills audit reports

workplace conditions, policies and standard operating procedures

benchmarking reports

industry publications or reports

market needs analysis reports

quality assurance procedures



	Policy may include
	purposes of training

industrial relations issues 

what and who is to be trained

timing of training

links with other human resource functions

appeal/review mechanisms 

criteria for making decisions of competent, or not yet competent

number of trainers

allowable adjustments to training/assessment to suit characteristics of training participants

record keeping requirements 

recognition of prior learning/recognition of current competencies 

development costs and resources 

evaluation

licensing arrangements

qualifications



	EVIDENCE GUIDE
	

	Assessment requires evidence of the following products to be collected


	Training policy 

Description of the client and stakeholders

Documentation on the features of the training system

Report on sources of information researched to determine training system

Summary of available financial, physical and human resources

Analysis of possible constraints for training implementation

Report of the design, development, maintenance and security of the record keeping system

Documented review procedures for the training system

Description of selection criteria and training programs for trainers and other personnel involved in the training system

Documentation of quality assurance mechanisms



	Assessment requires evidence of the following processes to be provided


	How stakeholders were consulted and agreement was reached on operational features and quality assurance procedures

How the following criteria were incorporated in the training system

fairness, equity and accessibility of the training system 

security and access requirements of the record keeping system 

selection criteria for training personnel 

selection and training of training personnel 

feasibility, cost effectiveness and practicability of training system 

review procedures

currency of records 

How and why information needed in the development of the training system was sourced

How the resources needed were researched and availability confirmed

How the features of the training system, implementation plan and quality assurance procedures were verified



	Interdependent assessment of units


	This unit of competency may be assessed in conjunction with other units that form part of a job role



	Required knowledge and skills


	Language and literacy skills to comprehend sources of information and to prepare required documentation  

Familiarity with relevant industry/enterprise competency or performance standards

Analysis of competencies to determine appropriate training system requirements

Knowledge of quality assurance methodology 

Knowledge of record keeping systems, particularly those related to training

Knowledge of compliance requirements for copyright and other regulatory requirements

Knowledge of client work systems and equipment

Identification and correct use of equipment, processes and procedures

Knowledge of review/evaluation methodology, particularly as it relates to training

Planning own work including predicting consequences and identifying improvements

Communication skills appropriate to the culture of the workplace



	Resource implications


	Access to clients, sources of information and resources for the development of a training system



	Consistency in performance


	Competency in this unit needs to be assessed over a period of time, in a range of contexts and on multiple occasions involving a combination of direct, indirect and supplementary forms of evidence



	Context for assessment


	Assessment may occur on the job or in a simulated workplace



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	3
	3
	3


	UNIT NAME
	Design and establish the assessment system



	UNIT CODE
	BSZ503A



	UNIT DESCRIPTOR
	This unit covers the requirements for a person to design and establish an assessment system.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Determine client needs
	244. The needs of the client are identified  

245. Client services are determined and established to stakeholders’ satisfaction  

246. Stakeholder relationships are maintained through a range of communication mechanisms  

247. A service support structure is established and made known to clients



	2.
Determine assessment boundaries
	248. The purpose(s) of the assessment system is established through consultation with the client and other stakeholders

249. A policy document is developed in consultation with stakeholders and clients

250. The financial, physical and human resources available to support the system are determined within agreed quality assurance procedures

251. The system is verified to take into account the realities and constraints of particular contexts  



	3.
Establish assessment system features
	252. The key operational features of the system are determined in consultation with stakeholders

253. The key operational features of the system are verified and documented for fairness, equity and access with appropriate personnel



	4.
Match needs with resources
	254. Applicable competency standards or other performance standards are identified  

255. The expertise and roles of internal and external individuals and organisations/partners are identified  

256. A budget, detailing development costs, implementation and maintenance costs of the proposed assessment system, is developed in consultation with appropriate personnel, and (if applicable) partner organisations



	5.
Design and develop record system
	257. A record keeping system is designed which is secure, confidential and easy to administer, yet allows the storage of complex or detailed information  

258. The record keeping system is designed to allow easy tracking of a person’s progress towards the attainment of qualifications, units of competency or of learning outcomes  

259. The record keeping system is verified to allow for appropriate certification requirements, where relevant

260. Adherence to legislative requirements and procedures is established which enables the record keeping system to be updated with ease when required

261. The record keeping system is verified for consistency with accepted enterprise/industry procedures for record keeping 


	6.
Establish procedures for the review of assessment
	262. Review procedures are designed in consultation with stakeholders and verified to allow for fair and consistent responses to grievances  

263. Review procedures are designed to ensure that relevant legislative and regulatory requirements are met



	7.
Select and provide for training and support of assessors
	264. Selection criteria for assessors are established in consultation with appropriate personnel  

265. Appropriate training strategies or programs for assessors to acquire or update competencies are identified, modified or developed  

266. Training programs selected or developed for assessors are verified to meet the Assessment and Workplace Training Competency Standards and other required competencies


	8.
Establish quality assurance procedures
	267. A quality assurance team or committee is established in consultation with system stakeholders

268. Quality assurance procedures, including verification processes are developed in consultation with system stakeholders

269. The verification processes involve a representative sample of assessment activities and make effective use of resources 

270. The quality assurance procedures are trialed for fairness, efficiency and effectiveness  

271. The quality assurance procedures are documented and distributed to assessors/trainers and other appropriate personnel  

272. Procedures are established to determine the level of compliance with the assessment system  



	RANGE STATEMENT
	

	Clients needs may include
	increased productivity

increased enterprise profitability

attainment of specified industry or enterprise competencies

achievement of community priorities

achievement of government priorities



	Stakeholders may include
	industry/professional/trade associations

trainers/teachers and assessors 

team leaders/managers/employers

training and assessment coordinators 

participants/employees/learners

technical experts

government regulatory bodies

union/employee representatives

consultative committees 

relevant industry training advisory bodies

funding bodies

State and Territory Training/Recognition Authorities




	Key operational features may include
	the purpose of the assessments

competencies and certification required of assessors

record keeping procedures and policies

evidence requirements and procedures

selected/appropriate assessment methods

characteristics of persons being assessed

any allowable adjustments to the assessment methods to meet characteristics of persons being assessed

access and equity considerations

the appeal mechanisms and procedures

the review and evaluation process

the link with qualifications/awards, employee classification, remuneration and progression

relevant Commonwealth/State or Territory legislative and regulatory requirements

arrangements for the issuing of qualifications or statements of attainment and for recognising and recording current competencies

partnership arrangements

location of assessment

quality assurance procedures

allocation of costs/fees (if applicable)

marketing/promotion of system



	Purpose of assessment may include
	diagnosing performance

classifying an employee

confirming an employees’ competency for the purpose of career advancement

awarding a qualification or statement of attainment

confirming progress in learning

recognition of current competency/recognition of prior learning



	Operational constraints may include
	time available

relative cost

availability of stakeholders and other personnel

budgetary constraints

geographical and resource constraints



	Quality assurance procedures may include
	conduct of regular internal and external reviews (persons being assessed/trained, peer, self and supervisor)

professional development of participants

sampling and evaluation of implementation of competencies

assessment of the assessors’/trainers’ competencies

modifications of the competency system based on evaluation and reviews

promotion of regular networking amongst developers, assessors/trainers and peer review amongst persons responsible for planning, conducting and reviewing assessments/training within the system



	Sources of information may include
	industry/enterprise competency standards,

training packages

curriculum and other training program information

licensing requirements

job descriptions

discussions with client group

observations of competent workers

enterprise skills audit reports

industry skills audit reports

standard operating procedures

benchmarking reports

industry publications or reports

government reports

market needs analysis reports



	Policy may include


	purposes of assessment

human resource management issues 

what and who is to be assessed

timing of assessments 

links with other human resource functions 

appeal/review mechanisms 

criteria for making decisions of competent, or not yet competent

number of assessors 

allowable adjustments to the assessment procedure 

record keeping requirements 

recognition of prior learning/recognition of current competencies 

development costs and resources 

evaluation



	Characteristics of persons being assessed may include


	language, literacy and numeracy needs

cultural, educational and general knowledge background

gender

physical ability

level of confidence

age

previous experience with the topic

experience in assessment



	Record system may include


	paper-based system, such as forms or checklists

computer based system using magnetic or optical storage

combination of both paper and computer based system

NB- statutory and government regulations for maintaining records may vary



	EVIDENCE GUIDE
	

	Assessment requires evidence of the following products to be collected


	Assessment policy

Description of the client and stakeholders

Description of assessment system boundaries

Report on sources of information for determining assessment system

Report on the design, development, maintenance and security of the record keeping system

Summary of available financial, physical and human resources

Documented review procedures of assessment activities

Documented assessor training and professional development strategies 

Documentation of quality assurance mechanisms



	Assessment requires evidence of the following processes to be provided


	Why particular assessment system features were incorporated

How the record keeping system was designed to meet security and access requirements

How fairness, equity and accessibility of the system were verified

Why and how the selection criteria for assessors was chosen

How the review procedures were verified

How the quality assurance procedures were established, verified and implemented

How the currency of records and ease of retrieval are ensured

Why procedures for promoting and communicating the assessment system were chosen/developed


	Interdependent assessment of units


	This unit of competency may be assessed in conjunction with other units that form part of a job role



	Required knowledge and skills


	Language and literacy skills to comprehend sources of information and to prepare required documentation in a clear and comprehensible format

Knowledge of relevant industry/enterprise competency or performance standards

Knowledge of the Assessment and Workplace Training Competency Standards and Assessment Guidelines

Knowledge of record keeping systems particularly in relation to assessment

Knowledge of quality assurance methodology

Knowledge of compliance with requirements for copyright and other regulatory requirements

Knowledge of client work systems and equipment

Identification and correct use of equipment, processes and procedures 

Knowledge of review/evaluation methodology, particularly as it relates to assessment



	Resource implications


	Access to relevant clients, stakeholders and sources of information required to address required skills and knowledge and to design and establish an assessment system



	Consistency in performance


	Competency in this unit needs to be assessed over a period of time, in a range of contexts and on multiple occasions involving a combination of direct, indirect and supplementary forms of evidence



	Context for assessment


	Assessment may occur on the job or in a simulated workplace



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	3
	3
	3


	UNIT NAME
	Manage the training and assessment system



	UNIT CODE
	BSZ504A



	UNIT DESCRIPTOR
	This unit covers the requirements for persons responsible for managing a training and assessment system. The unit applies equally to those operating in assessment only or training and assessment contexts.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Communicate the system
	273. System features and procedures are documented and circulated to appropriate personnel  

274. Procedures are established for keeping appropriate personnel regularly informed about the key features of the training and assessment system  

275. Recognised products and services are accurately presented to prospective clients  

276. The contribution of training and assessment to organisational goals is reported



	2.
Support trainers and/or assessors
	277. Checks are made to ensure assessors and/or trainers meet the relevant competency standards and system requirements  
278. The training needs of trainers and/or assessors arising from their roles are identified  
279. Procedures are developed for trainers and/or assessors to update competency, and to review and reflect on their work  

280. Trainers and/or assessors are provided with accurate advice and ongoing support in their roles

281. Procedures to facilitate networking amongst trainers and assessors are established



	3. 
Manage the record keeping system
	282. Records are maintained for currency and adherence to government regulatory and organisational requirements  

283. The record keeping system is maintained to ensure confidentiality and security of information  

284. The record keeping system is reviewed and updated to meet changing technology and system requirements


	4.
Maintain quality assurance procedures
	285. The quality assurance procedures are monitored against requirements, non-conformities are noted and appropriate action is taken

286. Internal audits of the training and assessment system are undertaken, non-conformities are noted and corrective action implemented

287. Information from the quality assurance process is used to:
enable appropriate planning, resourcing and recording arrangements
identify any special requirements of persons being trained or assessed
assess the training and development for trainers and assessors

288. Validity, reliability, fairness and accuracy of the implementation of the training and assessment system are checked and reports developed


	5.
Maintain records for audits
	289. Verification records are accurate and the frequency and purpose of audits are identified

290. Accurate reports on audits and advisory activities are made available  

291. Reports describe accurately whether the organisation meets the required criteria  

292. Concerns regarding the design and implementation of training and/or assessment and the interpretation of standards are clearly and promptly reported to the auditing body  

293. Clear recommendations for improvements to training and assessment practices, training and assessment system and infrastructure requirements are developed  

294. Identified good practice is reported clearly and accurately



	RANGE STATEMENT
	

	Appropriate personnel may include
	trainers/teachers and assessors 

team leaders/supervisors/employers

training and assessment coordinators

participants/employees/learners

technical experts

government regulatory bodies

union/employee representatives

consultative committees 

relevant industry training advisory bodies

users of training information such as training providers, employers, human resource departments 

State and Territory Training/Recognition Authorities



	Purposes of assessment may include
	diagnosing performance 

classifying an employee

confirming an employee’s competency for the purpose of career advancement/job level 

awarding a qualification or statement of attainment

confirming progress in learning 

recognition of current competency/recognition of prior learning



	Purpose of training may include
	productivity improvement

professional development requirements

competency acquisition

induction of new employees

refresher training for competency maintenance

legislative or government regulatory requirements

access and equity considerations



	System may be developed by
	the industry

the enterprise

the training organisation

a combination of the above




	Policies may include


	purposes of training and assessment

human resource management issues

what and who is to be trained and assessed

timing of training and assessments

links with human resource functions

evidence types

assessment methods

record keeping requirements

recognition of current competencies/recognition of prior learning

development costs and resources

evaluation



	Operational constraints may include


	time available for the development of competencies 

relative cost of information gathering strategies 

availability of stakeholders for review and feedback



	Quality assurance procedures may include


	conduct of regular internal and external reviews (persons being assessed/trained, peer, self and supervisor)

professional development of participants

sampling and evaluation of implementation of competencies

assessment of the assessors’/trainers’ competencies

modifications of the competency system based on evaluation and reviews

promotion of regular networking amongst developers, assessors/trainers and peer review amongst persons responsible for planning, conducting and reviewing assessments/training within the system

The auditing body may be State and Territory Training/Recognition Authority



	Sources of information may include


	industry/enterprise competency standards, including international information

training packages

curriculum and other training program information

licensing requirements 

government legislation, policies and practices

job descriptions

observations of competent workers

enterprise skills audit reports

industry skills audit reports

workplace conditions, policies and standard operating procedures

benchmarking reports

industry publications or reports

market needs analysis reports

quality assurance procedures



	EVIDENCE GUIDE
	

	Assessment requires evidence of the following products to be collected


	Records which are current and meet legislative, industry/enterprise requirements

A record keeping system which maintains confidentiality, is secure and effectively uses appropriate technology

Documentation used to inform all appropriate personnel about the training and assessment system

Information on procedures for trainers and assessors to update personal competency and review and reflect on assessment and training issues and personal performance


	
	Documentation on the implementation of quality assurance procedures, including:

moderation and monitoring of training and assessment decisions

an appeal procedure for assessment decisions

conduct of regular internal or external reviews and evaluation

sampling and evaluation of judgements of evidence and assessment decisions and training effectiveness to check their fairness and accuracy

modifications of the system based on evaluations and reviews

referral of any recommended changes/modifications to the system



	Assessment requires evidence of the following processes to be provided
	How opportunities are provided for trainers and assessors to practise and maintain current competency

How the security and confidentiality of records are maintained

How support is given to the implementation of quality assurance procedures

How networking is achieved amongst trainers and assessors

How the quality assurance procedures are implemented

Why particular procedures were chosen for internal/external review of the training and assessment system

Why any modifications are recommended to the training and assessment system on the basis of evaluation and review

How the record keeping system is maintained including how it meets legislative and organisational requirements

Why professional development strategies were chosen for trainers and assessors and how they were circulated and promoted



	Interdependent assessment of units


	This unit of competency may be assessed in conjunction with other units that form part of a job role



	Required knowledge and skills


	Language and literacy skills to comprehend sources of information and to prepare required documentation in a clear and comprehensible format

Knowledge of relevant industry/enterprise competency or performance standards

Knowledge of the Assessment and Workplace Training Competency Standards and Assessment Guidelines

Knowledge of quality assurance methodology

Knowledge of compliance with requirements for copyright and other regulatory requirements

Knowledge and application of audit procedures as they relate to training and assessment systems

Focus of operation of work systems and equipment

Identification and correct use of equipment, processes and procedures 

Planning own work including predicting consequences and identifying improvements

Communication skills appropriate to the culture of the workplace



	Resource implications


	Access to a training and assessment system and relevant information and resources on management and review procedures




	Consistency in performance


	Competency in this unit needs to be assessed over a period of time, in a range of contexts, and on multiple occasions involving a combination of direct, indirect and supplementary forms of evidence



	Context for assessment
	Assessment may occur on the job or in a simulated workplace



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	3
	3
	3


	UNIT NAME
	Evaluate the training and assessment system



	UNIT CODE
	BSZ505A



	UNIT DESCRIPTOR
	This unit covers the requirements for a person to evaluate an external or internal training and assessment system.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Plan a system evaluation
	295. The purpose and role of the evaluation is identified and confirmed with the client and stakeholders

296. The system is defined in terms of location, purpose, and personnel  

297. The needs of the stakeholders of the system are identified and prioritised  

298. The necessary resources for the evaluation are identified, obtained or developed  

299. The evaluation plan is agreed to by stakeholders including:
responsibility of appropriate personnel for conducting and participating in evaluations
evaluation criteria
responsibilities for implementation of the evaluation plans
means of protection of participants
agreement for data collection, storage and retrieval
procedures for editing and disseminating reports
agreement on finances for the evaluation 

300. The evidence required for making decisions about system improvement is established

301. Evidence gathering instruments, procedures and sources of information are identified, developed and validated for reliability and validity

302. Cost effective methods utilising an appropriate evaluation model are linked to the purpose of the evaluation



	2.
Conduct the evaluation
	303. Evidence is collected in accordance with agreed evaluation procedures

304. The evidence is interpreted at the individual and aggregate levels and strengths and weaknesses of the system are identified  



	3.
Report on evaluation findings
	305. The differing communication needs of the stakeholders are identified 

306. A range of report formats on the evaluation is prepared to meet the differing needs of stakeholders



	4.
Develop intervention strategies
	307. Key components of the changes required are identified, and constraints and resources required for implementation are determined

308. A review process for monitoring and evaluating changes and their effects is determined




	RANGE STATEMENT
	

	Clients needs may include


	increased productivity

increased enterprise profitability

attainment of specified industry or enterprise competencies

achievement of community priorities

achievement of government priorities

licensing or accreditation requirements



	Purposes of assessment may include


	diagnosing performance 

classifying an employee

confirming an employee’s competency for the purpose of career advancement/job level 

awarding a qualification or statement of attainment 

confirming progress in learning 

recognition of current competency/recognition of prior learning



	Purposes of training may include


	productivity improvement

professional development requirements

competency acquisition

induction of new employees

refresher training for competency maintenance,

legislative or government regulatory requirements

access and equity considerations



	System may be developed by


	the industry

the enterprise

the training organisation

a combination of the above



	Policies may include
	purposes of training and assessment

human resource management issues

what and who is to be trained and assessed

timing of training and assessments

links with human resource functions

evidence types

assessment methods

record keeping requirements

recognition of current competencies/recognition of prior learning

development costs and resources

evaluation



	Stakeholders may include
	industry/professional/trade associations

trainers/teachers and assessors 

team leaders/supervisors

managers/employers

training and assessment coordinators

participants/employees/learners

technical experts

government regulatory bodies

union/employee representatives

consultative committees 

relevant industry training advisory bodies

funding bodies

State and Territory Training/Recognition Authorities




	Operational constraints may include
	time, resources and locations available

cost of evidence gathering strategies 

availability of stakeholders for review and feedback 

government, organisational, industry requirements and procedures



	Evaluation methodology and report may include


	Stake model

Stufflebeam (CIPP) model

Scriven model

	Selection of appropriate evaluation models including
	ethnographic model

action research model

the Portrayal approach



	Types of evidence to be collected may include


	affective (eg: satisfaction with the program)

cognitive (eg: knowledge or skill gain)

performance or behaviour (eg: quality of work, productivity)



	Resources may include
	human personnel required to carry out the evaluation

physical resources (eg: equipment, materials/documents, facilities, assessment tools)

financial amounts

in kind services

space, location



	Report formats may include
	written reports

oral presentations

audio visual reports



	Evidence gathering instruments and procedures may include


	survey instruments (eg: Delphi, questionnaires, diaries, logs, attitude scales, diagnostics)

interview schedules and records

observations



	Validating the data gathering process may include


	detailing what is to be measured

assessing the capacity of the instrument to collect sufficient, valid, reliable and current information

detailing how the instrument or procedure is administered, scored and interpreted in the particular evaluation

presenting both qualitative and quantitative evidence that justifies the use of the particular instrument or procedure

defending the validity of the use and interpretation of the information provided by the instrument or procedure



	Summarising quantitative information may involve


	charts

tables

reports

videos

oral presentations

development of visual presentations including computer generated visuals and overhead transparencies


	Sources of information may include


	industry/enterprise competency standards, including international information

training packages

curriculum and other training program information

licensing requirements 

government legislation, policies and practices

job descriptions

observations of competent workers

enterprise skills audit reports

industry skills audit reports

workplace conditions, policies and standard operating procedures

benchmarking reports

industry publications or reports

market needs analysis reports

quality assurance procedures



	EVIDENCE GUIDE
	

	Assessment requires evidence of the following products to be collected


	Description of client and stakeholders

Evaluation plan

List and review of information relevant to evaluation

Description of evaluation method selected

Evidence gathering instruments and procedures

Evaluation report, including any proposed changes



	Assessment requires evidence of the following processes to be provided


	How the client, and stakeholders were identified 

Why the evaluation of the system was proposed

How the evaluation plan was developed and confirmed with client and stakeholders

Why particular evaluation model and evidence gathering instruments were selected 

How the evaluation was conducted

How the evaluation report was drafted and confirmed with client and stakeholders

How any changes to the system are to be implemented



	Interdependent assessment of units


	This unit of competency may be assessed in conjunction with other units that form part of a job role

	Required knowledge and skills


	Knowledge of program evaluation models

Skills in applying evaluation models

Skills in validating evaluation procedures

Planning own work including predicting consequences and identifying improvements

Compliance with requirements for copyright and other regulatory requirements

Language and literacy skills to collect and interpret relevant information and to communicate with client, stakeholders and others

Application of cultural understanding in the workplace

Skills in applying relevant workplace policies and procedures and any related legislation or regulatory requirements



	Resource implications
	Access to clients, stakeholders, information and resources needed to address the required skills and knowledge and to evaluate a training and assessment system


	Consistency in performance
	Competency in this unit needs to be assessed over a period of time, in a range of contexts and on multiple occasions involving a combination of direct, indirect and supplementary forms of evidence



	Context for assessment
	Assessment may occur on the job or in a simulated workplace



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	3
	3
	3


	UNIT NAME
	Develop assessment procedures


	UNIT CODE
	BSZ506A



	UNIT DESCRIPTOR
	This unit covers the requirements for developing an assessment procedure for a target group, including determining evidence requirements and selecting appropriate assessment methods to be used by assessors.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Establish evidence requirements
	309. The purpose of the assessment and the target group to be assessed are identified and confirmed with stakeholders

310. The type of evidence required to infer competency is established and the process of interpreting and recording the evidence is established and documented

311. Evidence requirements are specified to assure coverage of the key components of competency

312. Evidence requirements are specified to assure:
validity, currency, authenticity, sufficiency

313. Where additional levels of competence are used, criteria for making judgements for different levels of competency are defined

314. Links to existing relevant assessment systems are defined, including:
recording and reporting requirements
appropriate personnel and requirements for receiving information about the assessment 
appeal process 
quality assurance mechanisms

315. Any additional review mechanisms are identified and documented

316. The reporting formats for the assessment process and recording of outcomes are designed

317. The development, implementation and review costs of the assessment procedure are estimated



	2.
Identify assessment methods
	318. The context and location of assessments are described and specified

319. The facilities and physical resources needed to conduct assessments are identified and documented

320. A range of assessment methods for gathering evidence in relation to the competencies to be assessed is evaluated for:
type and amount of evidence required, validity, reliability, fairness, cost effectiveness, administration ease, the characteristics of the target group

321. The number of assessors and any required support to implement the assessment process is determined

322. The instructions for the persons being assessed are drafted

323. The assessment methods to be used are selected and allowable adjustments are proposed to cater for characteristics of persons being assessed

324. The required evidence of competency to be demonstrated is supplied by the persons being assessed

325. The instructions for interpreting the evidence and making a decision of competence are documented


326. Descriptions of likely performances are established and verified with appropriate personnel

327. Other related competencies are identified for inferring full or partial competence from the evidence gathered

328. The rules for verifying assessment decisions are determined

329. Any limits, variations or restrictions on the assessment tools are specified



	3.
Identify potential available assessment tools
	330. Available assessment tools appropriate to evidence required to infer competency are identified and evaluated in relation to:
characteristics of persons being assessed
assessment contexts
assessors

331. A panel of specialists is convened to critique tools for:
reliability
validity
fairness
relevance to the workplace context
content accuracy
ease of use
cost effectiveness
appropriateness of language
avoidance of bias

332. Adjustments to the tools and methods are made to ensure applicability to the context, competencies and characteristics of persons being assessed



	4.
Trial the assessment methods and tools
	333. The tools and assessment method are trialed with a sample from the target group

334. Allowable adjustments to the assessment method and tools are drafted

335. Assessors (if required) are trained to administer the assessment tools in a consistent manner

336. The assessment tools and methods are administered to the target sample

337. Responses from the target sample and the assessors are compiled and analysed

338. The appropriateness of the assessment method and the ease of use and language level of the assessment tools are determined

339. Improvements and changes to the assessment tools are made where necessary



	5.
Document assessment procedures
	340. Any influences that may affect (bias) the assessment decision are identified and documented

341. Any allowable adjustments to the assessment methods and tools to meet the characteristics of persons being assessed are documented

342. The criteria for making decisions of competent or not yet competent are reviewed, and if necessary, adjusted

343. The assessment procedures and administration instructions are documented




	RANGE STATEMENT
	

	Stakeholders may include


	industry/professional/trade associations

trainers/teachers and assessors 

team leaders/managers/employers

training and assessment coordinators 

participants/employees/learners

technical/subjects experts including language, literacy and numeracy specialists

government regulatory bodies

union/employee representatives

consultative committees 

relevant industry training advisory bodies

funding bodies

State and Territory Training/Recognition Authorities



	Target group may include
	an enterprise

a department/division

a job role/occupation

an industry sector

a professional association

a trade

community sector

government organisation



	Purpose of assessment


	diagnosing performance

classifying an employee 

confirming an employee’s competency for the purpose of career advancement/job level

awarding a qualification

providing a statement of attainment

confirming progress in competency acquisition/learning

recognising prior learning or current competencies


	Evidence for assessment

Type of evidence may include
	indirect

direct

supplementary

combination of the above



	Evidence might be interpreted using a range of reference frames. These include


	criterion referenced frames 

linkages of evidence to competency standards

prediction of workplace performance

	Characteristics of persons being assessed


	language, literacy and numeracy levels

cultural and language background

educational background or general knowledge

physical ability

work organisation or roster

age

gender

experience in assessment

level of confidence, nervousness or anxiety

previous experience with topic




	Appropriateness of evidence types may include


	cost effectiveness

practicability

flexibility

communication skills of persons being assessed

assessment experience and characteristics of persons being assessed



	Assessment methods may include combinations of


	direct observation of performance or product

practical tasks

projects written/oral/computer based questioning

simulation exercises

consideration of third party reports and self and peer assessment

authenticated prior achievements



	Allowable adjustment to assessment methods/tools may include


	provision of support services (eg: Auslan interpreter, reader, interpreter, attendant carer, scribe)

use of special equipment (eg: word processor or lifting gear)

adaptive technology

shorter assessment to allow for fatigue or medication

use of large print version of any papers



	Specialist panel may include


	technical specialists

language, literacy and numeracy specialists

assessment specialists

management and enterprise representatives

industry representatives

union/employee representatives

potential and past candidates



	Operational constraints may include


	time available for assessment

relative cost of evidence gathering strategies

availability of assessors

availability of experts in the technical area to be assessed

availability of persons being assessed because of matters such as work organisation

geographical location of persons being assessed



	Record systems may include
	paper based systems

computer based systems using magnetic or optical storage

combination of both paper and computer based systems

NB: statutory and legislative requirements for maintaining records may vary in States/Territories



	Assessment system

The assessment system may be developed (and endorsed) by


	the industry 

the enterprise 

the training organisation 

a combination of the above



	The assessment system should specify the following
	the purpose of assessment 

competencies required of assessors 

record keeping procedures and policies 

any allowable adjustments to the assessment method 

the appeal/review mechanisms and procedures 

the review and evaluation of the assessment process 

the linkages between assessment and training qualifications/awards, employee classification, remuneration, progression 

relevant policies 

quality assurance mechanisms 

apportionment of costs/fees (if applicable) 

marketing/promotion of assessment  

verification arrangements 

auspicing arrangements (if applicable)

partnership arrangements (if applicable)



	Assessment procedure should include
	recording procedure

appeal/review mechanism

assessment methods to be used

number of assessors

assessment tools

evidence required

location of assessment

timing of assessment

assessment group size

allowable adjustments to assessment methods and tools



	EVIDENCE GUIDE
	

	Assessment requires evidence of the following products to be collected
	A description of the stakeholders, target group, the purpose of assessment 

A description of the competencies to be assessed, and evidence required to infer competency

Documentation on steps taken to develop the assessment procedures, including the trialing of assessment methods and tools in accordance with performance criteria 

Documented assessment procedures



	Assessment requires evidence of the following processes to be provided
	How the target group and stakeholders were determined and consulted

Why particular assessment methods and tools were selected

How assessment methods and tools were trialed

How other persons were involved in the development of the assessment procedure including:

the panels of specialists that reviewed the materials, their roles and responsibilities

the characteristics of the candidates that piloted the tasks and provided feedback in  detail

the characteristics of the trial sample


	Interdependent assessment of units


	This unit of competency must be assessed in conjunction with unit BSZ507A



	Required knowledge and skills
	Knowledge of relevant industry/enterprise training packages, competency or other performance standards

Knowledge of assessment methods, their purposes and uses

Skills in applying assessment methods and tools to elicit evidence, in a relevant context, from target group

Knowledge in the development and modification of assessment tools for a defined group of competencies, assessment contexts and to meet the characteristics of persons being assessed

Language and literacy skills to comprehend sources of information and to prepare required documentation  

Knowledge of copyright compliance and other regulatory requirements

Identification and correct use of equipment, processes and procedures 

Planning own work including predicting consequences and identifying improvements




	Resource implications


	Access to target group, stakeholders, competencies or other standards of performance, information and resources needed to address required knowledge and skills and for the development assessment procedures



	Consistency in performance
	Competency in this unit needs to be assessed over a period of time, in a range of contexts and on multiple occasions involving a combination of direct, indirect and supplementary forms of evidence



	Context for assessment
	Assessment may occur on the job or in a simulated workplace



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	3
	3
	3


	UNIT NAME
	Develop assessment tools



	UNIT CODE
	BSZ507A



	UNIT DESCRIPTOR
	This assessment unit covers the requirements for selecting, developing, validating and documenting new assessment tools to be used by assessors.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Identify the context for the assessment tool
	344. The purpose of the assessment, the target group and the competency or other standard of performance to be assessed are identified

345. Evidence required to infer competency is identified

346. Assessment methods are evaluated to establish requirements of assessment tools, particularly:
resources and requirements for the assessment tools
assessment location and context
administration ease
the characteristics of the target group

347. Requirements of the assessment system in relation to the assessment tools are identified:
storage and security of documentation
appropriate personnel and differing needs for receiving information about the assessment tools
evaluation and review process 
quality assurance mechanisms

348. Costs of the assessment tools development, implementation and review are estimated

349. A plan for the development of the assessment tools is prepared



	2.
Draft assessment tools in accordance with plan
	350. Assessment tools are designed to assess the relevant competencies using appropriate:
format, language, numeracy requirements, visual and aural representation, question and activity types, media, sequence of activities, choice in activities

351. Assessment tools are developed which require the person being assessed to demonstrate the components of competency

352. The assessment tools are checked for the following characteristics:
reliability, validity, fairness, relevance to the workplace context, content accuracy, ease of use, cost effectiveness, avoidance of bias, testing the required scope of the competencies

353. Adjustments to the tools and procedures are made as required



	3.
Develop instructions for assessment tools
	354. The instructions for the persons to be assessed are drafted 

355. The instructions for administering each assessment tool are drafted to include the resources needed to conduct the assessment, and the context for the use of the tools
356. Evidence of competency to be demonstrated is documented and incorporated in the assessment tools

357. Allowable adjustments identified in the assessment procedures are noted and included in the instructions

358. The rules for verifying assessment decisions are identified and any limits, variations or restrictions on the assessment tools are specified



	4.
Pilot the assessment tools
	359. The tools are piloted with a small sample selected across the range of the target group

360. Feedback from sample target group, individuals and others involved in administering the pilot is used to establish appropriate amendments to the assessment tools, particularly in relation to:
ease of use 
language and other literacy/numeracy requirements in terms of the relevant competencies
appropriateness for the assessment context and competencies 
costs/time effectiveness for candidates and assessors

361. Improvements and changes to the assessment tools are made where necessary



	5.
Validate assessment tools
	362. An adequate sample of the target group to be assessed is selected

363. Assessors are trained (if required), to administer the assessment tools in a consistent manner

364. The assessment tools are administered to the target sample

365.  responses compiled and analysed and modified according to the findings

366. Any influences that may affect or bias the assessment decision are identified and documented



	6.
Finalise assessment tools
	367. Validated and appropriately amended tools are incorporated in assessment procedures

368. Documentation in paper and/or electronic form is filed in appropriate secure, accessible locations



	RANGE STATEMENT
	

	Target group may include


	an enterprise

a department/division

a job role/occupation

an industry sector

a professional association

a trade

a community organisation

a government organisation


	Purpose of assessment may include
	diagnosing performance

classifying an employee 

confirming an employee’s competency for the purpose of career advancement/job level

awarding a qualification

providing a statement of attainment

confirming progress in competency acquisition/learning

recognising prior learning or current competencies



	Type of evidence may include


	direct

indirect

supplementary

combination of the above


	Evidence might be interpreted using a range of reference frames including


	criterion referenced frames 

linkages of evidence to competency standards

prediction of workplace performance



	Appropriateness of evidence types includes


	cost effectiveness

practicability

communication skills of persons being assessed

assessment experience and special needs of persons being assessed



	Components of competency include


	task skills

task management skills

contingency management skills

job/role environment skills

transfer and application of skills and knowledge to new contexts



	The assessment system may be developed (and endorsed) by


	the industry 

the enterprise 

the Registered Training Organisation 

a combination of the above



	The assessment system should specify the following
	the purpose of assessment 

competencies required of assessors 

record keeping procedures and policies 

any allowable adjustments to the assessment method which are to be made for the person being assessed  with special needs 

the appeal/review mechanisms and procedures 

the review and evaluation of the assessment process 

the linkages between assessment and training qualifications/awards, employee classification, remuneration, progression 

relevant policies 

quality assurance mechanisms

apportionment of costs/fees (if applicable) 

marketing/promotion of assessment  

verification arrangements 

auspicing arrangements (if applicable) 

partnership arrangements (if applicable)



	Allowable adjustment to assessment tools include
	provision of support services (eg: Auslan interpreter, reader, interpreter, attendant carer, scribe)

use of special equipment (eg: word processor or lifting gear)

adaptive technology

shorter assessment to allow for fatigue or medication

use of large print version of any papers



	Assessment methods may include


	direct observation of performance or product

practical tasks

projects

written/oral/computer based questioning

simulation exercises

consideration of third party reports and self and peer assessment

authenticated prior achievements



	Operational constraints may include
	time available for assessment

relative cost of evidence gathering strategies

availability of assessors

availability of experts in the vocational area to be assessed

availability of persons being assessed because of matters such as rosters, shift work

geographical location of persons being assessed



	EVIDENCE GUIDE
	

	Assessment requires evidence of the following products to be collected


	A plan for the development of the assessment tools

Assessment tools and related instructions in final format. This should be a useable tool together with a set of instructions for assessors and the persons being assessed 

A report on the piloting of the assessment tools including any changes proposed and made



	Assessment requires evidence of the following processes to be provided
	How the target group was identified

How the plan for the development of the assessment tools was prepared

How the assessment tools meet the components of competency for the target group

How the assessment tools were validated

How the finalised assessment tools were incorporated in assessment procedures



	Interdependent assessment of units


	This unit of competency must be assessed in conjunction with BSZ506A



	Required knowledge and skills
	Knowledge of relevant training packages, competency or other standards of performance

Knowledge of different methodology for developing assessment tools

Skills in applying evaluation methodology particularly in relation to trialing assessment tools

Compliance with requirements for copyright and other regulatory requirements

Language and literacy skills to collect and interpret relevant information and communicate with stakeholders and appropriate personnel

Skills in planning own work including predicting consequences and identifying improvements



	
	Skills in applying relevant workplace policies and procedures and any related legislation or regulatory requirements

Communication skills appropriate to the culture of the workplace

	Resource implications
	Access to a target group, information and resources to meet the required skills and knowledge for development of assessment tools



	Consistency in performance
	Competency in this unit needs to be assessed over a period of time, in a range of contexts and on multiple occasions involving a combination of direct, indirect and supplementary forms of evidence



	Context for assessment
	Assessment may occur on the job or in a simulated workplace



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	3
	3
	3


	UNIT NAME
	Design training courses



	UNIT CODE
	BSZ508A



	UNIT DESCRIPTOR
	This unit covers the requirements and responsibilities for designing training courses as part of a training system to meet client identified outcomes and where appropriate, receive formal recognition.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Determine the need for a course
	369. Stakeholders are identified and consulted to establish training aims and requirements

370. Course proposal is outlined in terms of stakeholders’ aims

371. Relevant endorsed training packages and curriculum are sourced and assessed for relevance to course proposal

372. Any licensing/regulatory or government policies relevant to the course proposal are identified

373. Potential employment markets and career opportunities for training participants are recorded and documented

374. Results of monitoring activities for related courses are sourced and analysed, where appropriate



	2.
Identify the learner profile
	375. Potential learners are identified

376. Profiles of learners on entry to the course are developed and learner profiles are examined to determine language and literacy requirements



	3.
Develop course structure
	377. Core and elective units/modules are identified

378. The relationship between units of competence/modules and course outcomes is documented

379. Entry and exit points are identified and documented

380. Pre-requisites for the course and for specific units/modules within the course are identified and documented



	4.
Determine the training and assessment requirements
	381. The professional development and competency requirements of trainers and assessors are identified in consultation with appropriate personnel

382. The trainer and assessor requirements are checked for consistency with industry/training package assessment guidelines, where appropriate

383. Essential learning resources, materials, facilities, equipment and human resources are identified



	5.
Define the training content
	384. The competencies to be acquired by learners are clearly specified

385. Entry level competencies are identified and documented

386. Requirements for on the job training or assessment are identified and documented

387. Appropriate evidence and assessment methods are identified and documented




	6.
Develop course monitoring arrangements
	388. Mechanisms for ongoing course monitoring are negotiated, agreed and documented in consultation with appropriate personnel

389. Arrangements to enable course outcomes to be evaluated against relevant performance indicators including industry/enterprise competency standards and learner needs are defined and documented


	7.
Identify career/educational pathways
	390. Course entry and exit points are linked to occupational and educational opportunities

391. Articulation points with higher or related qualifications are identified, negotiated with course owners and documented



	RANGE STATEMENT
	

	Stakeholders and relevant parties may include


	professional associations

employer associations

union/employee associations

secondary, TAFE/VET and higher education sector representatives

potential learners

trainers/teachers

regulatory authorities

partner organisations

enterprises/organisations

industry training advisory bodies

industry sector

government bodies

community sector



	Licensing, regulatory and government policies may include


	qualifications framework and regulations for issuing statements of attainment/qualifications

relevant equal employment opportunity and anti-discrimination legislation, regulations and policies

relevant licensing or accreditation arrangements 

relevant policies or agreements on any of the following:

purposes of training and assessment

human resource management issues  

what and who is to be trained/ assessed

timing of training/ assessments 

links with other human resource functions 

appeal/review mechanisms 

criteria for making decisions of competent, or not yet competent

number of assessors 

allowable adjustments to the assessment procedure 

record keeping requirements 

recognition of prior learning/recognition of current competencies 

development costs and resources 

evaluation

licensing



	A training course proposal may include


	stakeholders’ aims and objectives

course outcomes

identified learners

career and educational pathways

scope and needs for course


	A training course may include


	a suite of training programs (or modules) 

courses may be designed and documented (curriculum) to:

meet a whole or part qualification in a training package

be submitted for formal recognition

meet industry/enterprise competency standards

meet stakeholder aims and objectives



	Learner profiles might include
	generic or technical competencies of potential clients

relevant prior learning (formal and informal) and employment

language, literacy and numeracy skills



	Course outcomes may include


	qualifications

units of competence

learning outcomes (module/program outcomes)

satisfaction of requirements for:

licensing 

memberships of professional associations

further education opportunities

employment



	Course monitoring arrangements may include


	panel of external evaluators

feedback from learners, during and after course delivery

survey responses from industry/enterprises about the course outcomes

moderation mechanisms of assessment decisions

conduct of regular internal and external reviews

sampling and evaluation of competencies

networking of trainers and assessors involved in course implementation



	Appropriate personnel may include


	support personnel (administration)

technical experts (eg: language literacy and numeracy specialists)

supervisors/managers

assessment/training personnel

other training organisations (partners)

existing and former learners



	Course requirements
	entry requirements may include

pre-requisite competencies

access to the workplace

training requirements may include

job placement

field placement

access to specialist equipment and facilities

minimum competencies to be held by trainers

assessment requirements may include

minimum competencies to be held by assessors

assessment conditions including location, timing and access to resources



	Sources of information/

documents may include


	performance standards which may include

industry/enterprise competency standards

licensing requirements

job descriptions

standard operating procedures

conditions of service, legislation and industrial agreements including 

workplace agreements and awards

Occupational Health and Safety procedures

applicable State, Territory, Commonwealth legislation and related regulations concerning

Occupational Health and Safety in terms of duties of employers, employees, suppliers and contractors

workplace relations 

workers compensation

Equal Opportunity, anti-discrimination and affirmative action



	EVIDENCE GUIDE
	

	Assessment requires evidence of the following products to be collected
	Documentation on the identification and confirmation stakeholder training aims and requirements

Course proposal

Course documentation

Documentation on course monitoring mechanisms

Description of career pathways, including qualification entry and exit points



	Assessment requires evidence of the following processes to be provided
	How stakeholder needs were identified

How the learner profile was researched

How assessment and training requirements were researched

How the course monitoring arrangements were developed



	Interdependent assessment of units


	This unit of competency may be assessed in conjunction with other units that form part of a job role



	Required knowledge and skills


	Knowledge of mechanisms to implement relevant access and equity principles

Knowledge of relevant training packages, competency and other performance standards for course proposal

Knowledge of accreditation and any licensing or regulatory requirements

Knowledge of course monitoring mechanisms 

Compliance with requirements for copyright and other regulatory requirements

Language and literacy skills to collect and interpret relevant information to communicate with stakeholders and appropriate personnel

Skills in planning own work including predicting consequences and identifying improvements

Communication skills appropriate to the culture of the workplace

Skills in applying OHS and other workplace policies and procedures and any related legislation or regulatory requirements



	Resource implications
	Access to stakeholders, information and resources to meet the required skills and knowledge and to develop course proposal, course documentation and course monitoring mechanisms



	Consistency in performance
	Competency in this unit needs to be assessed over a period of time, in a range of contexts and on multiple occasions involving a combination of direct, indirect and supplementary forms of evidence



	Context for assessment
	Assessment may occur on the job or in a simulated workplace


	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	3
	3
	3


	UNIT NAME 
	Support community participation


	UNIT CODE 
	CHCCD1A


	UNIT DESCRIPTOR 
	Providing a range of opportunities for community groups and individuals to participate and design cooperative arrangements for addressing common concerns.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	186. Work with individuals and the community to promote participation
	214. Work is undertaken to identify key community issues to be addressed

	187. 
	215. To address community issues planning is undertaken to ensure:

· appropriate policies and strategies are developed

· adequate resourcing is identified

· key people are consulted

· identified needs are addressed

	188. 
	216. Processes are forward looking and proactive

	189. 
	217. Appropriate interpersonal and networking skills are used to enlist support from key people and groups

	190. 
	218. Opportunities are provided for community input to planning provision of services

	191. 
	219. Community input and participation in services is guaranteed



	192. Support existing community activities
	220. Appropriate review of the relevance of existing community activities is undertaken, based on changing community needs

	193. 
	221. Relevant support and assistance is provided to existing community activities to obtain additional resources required for effective operation

	194. 
	222. Support is provided to community groups to monitor and evaluate processes, progress and outcomes of activities

	195. 
	223. Appropriate support is provided to community groups to become self managing in the implementation of plans



	RANGE STATEMENT
	

	Working with the community may include activities associated with
	Health promotion

Community service delivery

Community projects

Community development

Community action

Community planning

Consultative and planning committees

Sector development structures



	Opportunities for consumers, community members and groups to participate may include
	Systems within and outside the organisation

Activities at program, operative and management levels

Formal and informal systems

Focus groups on relevant issues

Inviting community participation on organisational committees e.g. quality assurance committees, ethics committees

Through publications

Group facilitation

Peer education/training

Seminars and workshops


	Key people may include
	Advocacy groups

Policy and decision makers in the specific community

Individuals, groups or communities most likely to be affected by strategies or action plans

Community leaders

People with formal and informal representative roles



	Strategies which the worker may develop may include
	Development of new business, employment opportunities for individuals

Establishment of advocacy groups

Health promotion activities

Development of community facilities

Strategies to increase access to facilities, services or decision making

Providing direction, advice and information



	Information and resources may include
	Equipment

Staff skills and time

Provision of facilities

Educational materials

Funding

Skills/administrative support

Physical, transport, venues, material, equipment

Developmental training

Financial



	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	Candidates will need to demonstrate the capacity to undertake a range of activities to ensure appropriate participation by groups and individuals in community based activities



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil


	Underpinning knowledge
	Community development methods and their principles and practices

Funding sources and their policies and strategies for encouraging community input and participation

Budget and funding allocation

Local, state and federal strategies/legislation

Health promotion (as per Ottawa Charter)



	Underpinning skills
	Research relating to the community

Policy development

Report writing

Ability to evaluate effectiveness of community based activities

Budgeting

Negotiation, liaison, networking

Marketing

Facilitation



	Resource implications
	Demonstration of competency will include the ability to work with key people or stakeholders in the community. Assessors should allow for access to appropriate structures, people or organisations for assessment purposes



	Context of assessment
	This unit will be assessed in the workplace or in a simulated workplace under the normal range of workplace conditions




	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original


	UNIT NAME 
	Work within specific communities



	UNIT CODE 
	CHCCD13A



	UNIT DESCRIPTOR 
	Working with individuals or groups in specific communities.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	196. Define the issues of specific communities or groups
	224. The details of individual and group issues of the specific community are identified through appropriate research and consultation

	197. 
	225. The values and structures of the community as they impact on individuals and groups are identified

	198. 
	226. Preferred means of dealing with individuals and groups from specific communities are identified by appropriate research and consultation



	199. Undertake relevant work in the context of specific communities or groups
	227. The values, issues and structures within specific communities are used to define the ways of working

	200. 
	228. Relevant community structures are identified and utilised to maximise outcomes for individuals and groups

	201. 
	229. Work within communities is consistent with defined job role and agreed protocols

	202. 
	230. Interpersonal skills are utilised which are consistent with community practices and standards



	203. Evaluate work undertaken within specific communities
	231. Appropriate evaluation of work is undertaken in consultation with relevant community stakeholders 

	204. 
	232. Work within communities is monitored to ensure reflection of relevant values and structures

	205. 
	233. Evaluation ensures responsiveness to community needs and issues



	RANGE STATEMENT
	

	Issues within specific communities may relate to
	Cultural and linguistic diversity

Risk of self harm

Mental health

Gender

Sexuality

Age

General health

Alcohol and other drugs abuse

Disability

Location eg. urban, rural and remote

Income

Family systems

Religion



	Work may relate to
	Specific groups, issues or communities eg. health issues of young people from particular cultural backgrounds and/or geographic areas

Research activities

Policy development

Advocacy

Referrals

Project development and implementation

Project design and implementation


	Context of work may include
	Social, political and economic issues impacting upon specific communities and groups

Models of community development

Legislative and statutory frameworks



	Values and structures may include
	Cultural preference and mores of specific groups eg: religious/spiritual observances

Language

Family relationships

Status/protocol

Ceremonies/celebrations

Prohibitions/taboos



	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	The candidate must demonstrate the capacity to work effectively with a specific group, validated by community acceptance and the impact of work undertaken



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil


	Underpinning knowledge
	Composition of specific community and group structures, practices and values

Specific communication protocols and practices

Social, political, cultural, historical issues that affect or are relevant to specific communities and groups

Relevant networks, people, stakeholders

Culture and diversity

Models of society

Critique of socialisation theory

Family, power

Understanding of deviance 

Identity theories

Specific knowledge areas may include aging, youth, women, health, housing, environment, multiculturalism, family violence etc



	Underpinning skills
	Consultation

Facilitation

Research

High level interpersonal



	Resource implications
	Access to a workplace or to an environment that accurately simulates the workplace



	Consistency in performance
	The candidate must be able to demonstrate competence in working with at least one group or community over a number of assessment situations and through a number of assessment tools including observation, reports from supervisors or other key people and confirmation from key community leaders



	Context of assessment
	This unit may be assessed on the job using appropriate relevant materials and examples or through simulation




	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original


	UNIT NAME 
	Manage own professional development in responding to domestic and family violence



	UNIT CODE 
	CHCDFV2A



	UNIT DESCRIPTOR 
	This unit identifies the skills and knowledge required for individuals to manage their own performance and take responsibility for their professional development in relation to domestic and family violence.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	206. Work within a domestic violence framework
	234. Work practices are planned to ensure maximum consideration is given to client, client’s family and worker safety

	207. 
	235. All work undertaken accords with prevention strategies and accepted models of intervention and demonstrates consideration and understanding of the underpinning values and philosophies of domestic violence work and the nature of domestic violence, including its effects, its social, historical, political and economic context and its place in the criminal justice system

	208. 
	236. All work reflects a commitment to assist clients to deal with their issues through enhancing skills, accessing appropriate support and working with others in the community who share client’s issues and concerns

	209. 
	237. All work demonstrates an understanding of the rights and responsibilities of the individual, the family, the community, and society and the worker’s limitations, strengths and professional boundaries

	210. 
	238. All work reflects consideration of the interrelationship of issues affecting clients in a domestic violence context



	211. Model high standards of performance
	239. Own performance serves as a positive role model for others within the occupational group and the community as a whole


	212. 
	240. Personal and professional values and attitudes regarding domestic violence and how they impact/conflict in practice are acknowledged when planning and implementing work activities

	213. 
	241. All work reflects respect and understanding of individual differences and work processes are adapted as appropriate to meet the cultural, linguistic and any specific needs of the client

	214. 
	242. Organisational and professional standards, procedures and values are also used in providing services to clients affected by domestic violence and reflect community needs

	215. 
	243. Breaches of organisational codes of ethics/and or practices are recognised and reported in accordance with professional and organisational standards and procedures


	216. Develop and maintain professional competence
	244. Personal knowledge and skills in the domestic violence area are assessed against occupational competency standards and other relevant standards to determine development needs and priorities

	217. 
	245. Self assessment and reflection on practice are regularly used to monitor own performance against established personal performance standards and are used to identify strengths and weaknesses

	218. 
	246. Feedback from clients, their family and colleagues is used to identify and develop ways to improve competence in responding to domestic violence

	219. 
	247. Personal development strategies to recognise and respond effectively to domestic violence are identified, planned and implemented to maintain currency of professional competency

	220. 
	248. New developments and trends in responding to domestic violence, and the associated skills and knowledge are identified, acquired and applied

	221. 
	249. Support processes are participated in to obtain professional feedback and to monitor occupational health and stress

	222. 
	250. Networking is used to identify and build relationships with associated and relevant individuals and organisations

	223. 
	251. Professional networks and associations are participated in to obtain and maintain personal knowledge and networks


	RANGE STATEMENT
	

	The Range Statement explains the scope and context of the unit of competency allowing for differences between workplaces. The scope of variables chosen for training and assessment requirements will depend on the particular work situation.



	Work may relate to
	Specific groups, issues or communities eg. health issues of young people from particular cultural, religious, sub-cultural backgrounds and/or geographical areas

Monitoring, evaluation and research activities

Policy development

Primary intervention and assessment

Advocacy

Individual casework

Community development

Referrals

Provision of information/materials

Child protection work

Service development towards systems change

Project development and implementation



	Client/s could include
	Individuals (inclusive of children, youth, adults and the aged)

Referred or self-referred clients

Voluntary and involuntary clients

People with specific needs seeking access to services

Survivors/victims of domestic violence, their families and friends

Users of violence and their family

Other organisations/service providers

Communities



	Underpinning values and philosophies in responding to domestic and family violence include
	The safety and wellbeing of those subjected to domestic violence must be the first priority of any response

All individuals have the right to be free from violence

The community has a responsibility to work toward the prevention of domestic violence and to demonstrate the unacceptability of all forms of domestic violence

All forms of domestic violence are unacceptable in any group, culture or creed

Those who use violence should take responsibility for their behaviour and have access to programs to assist them change their behaviour to ensure the safety of their family

A commitment to meeting the needs and upholding the rights of clients

A commitment to empowering those affected by domestic violence

Domestic violence is widespread and complex

Domestic violence impacts on the physical, emotional, social, and financial well-being and safety of individuals in families

Domestic violence and abuse has devastating effects on family members and results in significant social and economic costs to the community

Domestic violence is an abuse of power perpetrated mainly (but not only) by men against women both in a relationship and after separation



	Social, historical, political and economic context
	Statutory framework within which work takes place

Historical context of work eg. changing attitudes to domestic violence; changing approaches to working with people affected by domestic violence

Changing social context of work eg. previous, current and changing government and societal views of domestic violence and approaches to working with clients

Political context eg. government policies and initiatives affecting domestic violence work

Economic context eg. the current economic situation as it relates to and affects domestic violence and the subsequent impact on client needs and the effects of economic deprivation and control on clients attempting to escape domestic violence



	Community may relate to a specific location, language/cultural or social structure and include
	Individuals and groups defined by the organisation’s programs and services

Other agencies providing services to individuals and groups

People with specific needs and interests

Organisational management, colleagues, supervisor, team members

Survivors/victims of domestic violence, their families and friends

Funding bodies

Professional networks and associations

Government representatives and service providers

Policy and decision makers in the specific community

Groups representing cultural, sub-cultural, religious, social, ethnic, sexual, gender, and age issues in the community



	Rights and responsibilities may include
	Rights of safety

Rights under common law

Rights outlined under relevant standards/principles and charters (eg. UN Declaration on Rights of the Child)

Rights under the Constitution

Rights and responsibilities under legislation (eg. Freedom of Information legislation, Child Protection Act)

Guidelines relating to parameters of confidentiality/client consent

Worker’s code of ethics



	Interrelated issues when responding to domestic violence could relate to clients with specific needs such as
	Disability issues

Cultural diversity issues

Language issues, such as when English is not the first language

Issues for the aged or young

Isolation issues, such as those from remote or rural locations

Sexual identity issues

Gender issues

When religious beliefs, practices or values need to be considered

Addiction or dependency issues

Mental health issues

Criminal history

Literacy issues

Those at risk of self harm

Economic/transport or accommodation issues


	“Own performance” could be monitored against established personal and organisational performance requirements and may include processes such as
	Formal/informal organisational initiated performance appraisals

Obtaining feedback from supervisors, subordinates and colleagues

Obtaining feedback from clients, HRD personnel, family and other relevant community members etc.

Monitoring of supervised staff, colleagues and/or team staff morale

Personal reflective behaviour strategies/methodologies

Other strategies which facilitate the identification of personal strengths/weaknesses/issues to be addressed

Routine organisational methods for monitoring service delivery



	Organisational and professional standards and procedures may include those relating to
	Client and worker safety

Organisational mission statement and/or philosophy

Routine organisational methods for monitoring service delivery

Collection and storage of information

Client interview protocols and procedures

Code of conduct/code of ethics

Principles and implementation of duty of care and rights of client to self determination

Departmental, inter-departmental regulations, protocols and procedures relevant to work role and responsibilities

Industry standards

Inter-agency practice and protocols

Use of interpreter and interpreter services

Eligibility criteria for accessing particular services

Completion of forms and applications

Debriefing and supervision

Industry standards

Guidelines relating to parameters of confidentiality/client consent

Occupational health and safety



	Competency Standards are standards which measure
	All those personal and technical knowledge, skills and attitudinal aspects (competencies) required to effectively and efficiently undertake the day to day tasks and duties of the practitioner’s work function



	Self assessment and professional reflective behaviour requires practitioners to regularly review their own performance against required and established professional performance requirements. Such performance requirements may be documented through


	Professional bodies’ competencies and codes of practice/ethics

Organisational HRD policies and procedures

Occupational or functional roles/competency standards

Professional accreditation and re-accreditation requirements


	Personal/professional development strategies may include development/ implementation of a personal/professional improvement program, either internal or external to the organisation including such things as
	Development of improved interpersonal/technical skills

Updating stress management abilities

Adapting work rotation to facilitate changing personal/work priorities

Formal/informal learning programs

Utilisation of existing strengths to focus future career development

Cultural, sub-cultural awareness/sensitivity

Involvement in community activities

Coaching, mentoring and/or supervision

Counselling

Updating/maintaining knowledge base on domestic/family violence issues and current context for work/professional practice

Establishment of new career paths



	Support processes will need to include at least one of the following
	Counselling

Performance feedback

Debriefing

Training and development

Supervision



	Networks may be formal or informal and include
	Regional, specialist and peak associations

Professional/occupation associations

Trainers, teachers and academics

Contacts in policy and funding bodies

Local inter-agency networks

Interest and support groups

Other workers



	Participation in professional networks and associations may include purposes such as
	Learning about the role, services and resources of other organisations

Learning about the roles and resources of other workers

Providing advice and information about own service and organisations

Peer support and review

Professional development

Maintaining coordination among organisations and workers

Supporting joint programs or activities

Providing information for policy development

Supporting the interests of specific groups within the community



	Personal performance standards in the context of this unit relates to
	The practitioner’s level of competency

Professional ethics

Integrity and behaviour

Regulations

Code of ethics/practice

Organisational/agency procedures

Community standards




	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects of assessment, and the essential knowledge and skills to be demonstrated to confirm competency in this unit. The Evidence Guide is an integral part of the assessment of competency and it should be read carefully in conjunction with the Range Statement, elements and performance criteria.



	Critical aspects of evidence
	Assessment must confirm sufficient ability to manage own performance and take responsibility for professional development in relation to domestic violence

Assessment of performance should be over a period of time covering all categories within the Range Statement statements that are applicable in the learning environment

In particular, assessment must confirm the ability to:

· Consider the physical and emotional safety of clients, their family, worker and colleagues

· Display a positive role model to others

· Adapt work processes to meet the specific needs of the community, client or colleagues as required

· Monitor own performance and identify any personal development needs

· Identify ways to improve performance through seeking feedback from clients and colleagues

· Acknowledge personal values when responding to domestic violence

· Access learning opportunities to extend own personal work competencies to improve service delivery in domestic violence

· Develop and expand professional networks and participate in positive relationship building to further enhance skills and knowledge

· Interpret accurately and comply with legal and procedural requirements

· Understand their own work role and responsibilities in relation to domestic violence issues

· Select and use available technology appropriate to the task



	Interdependent assessment of units


	For the purpose of integrated assessment, this unit may be assessed in conjunction with the following unit(s):·

CHCDFV1A – Recognise and respond to domestic and family violence 



	Underpinning knowledge
	Knowledge of the social, historical, political and economic context of domestic violence, including types and nature of domestic violence, its effects, power and gender issues, child abuse and associated criminal issues

Understanding of the prevalence of myths, unhelpful beliefs, attitudes and practices in the broader society regarding domestic violence and their effects on individuals’ rights to safety and autonomy

An understanding of current organisational and professional procedures, practices, and social, ethical and business standards

Knowledge of relevant debriefing and support processes

An understanding of how to interpret competency standards and apply them to self, including identifying and prioritising personal learning needs


	
	An understanding of how to develop and maintain professional networks

Knowledge of the principles and techniques of goal setting, measuring performance and time management

Knowledge of self assessment and reflective strategies to assist in determining personal development needs, including preparing personal plans and establishing priorities

Knowledge of respectful strategies that will assist in client self-determination to ensure safety of client and family

Knowledge of legislative requirements and provisions relevant to area of service delivery and delegated responsibility

Awareness of own values and attitudes and their potential impact on clients

An understanding of specific limitations of work role, responsibility and professional abilities



	Underpinning skills
	Networking skills to enable positive participation in professional associations and networks to enhance knowledge within a domestic violence framework

Questioning and active listening skills to establish confidence and facilitate accurate and relevant exchange of information

Liaison skills, for example, ability to liaise with people from a range of social, cultural, sub-cultural, religious and ethnic backgrounds in individual or group contexts

Planning and organising skills for determining goals and strategies

Researching and evaluating skills to acquire and assess information, for example, to prepare personal plans and establish priorities

Collaboration skills between worker and client, between worker and colleagues and between services and other providers

Problem solving skills for a defined range of predictable problems, for example when client needs are identified as lying outside a worker’s particular professional role the worker should offer the client accurate and current information about appropriate services and workers in other occupational groups

Literacy and communication skills in relation to analysis and evaluation of feedback, and presentation of information



	Resource implications
	Where assessment is conducted within the workplace there are no resource implications above those normally available in the workplace

Where assessment is conducted in a simulated or non-workplace environment then access to the necessary equipment and research resources should be provided. Access to simulated exercises, case studies related to service delivery issues will also be required if non-workplace assessment paths are utilised



	Consistency in performance
	Evidence of competency in this unit will need to be assessed over a period of time in order to gather evidence of performance over the Range Statement. This will include contexts applicable to the work environment, such as actual or simulated workplace situations involving a combination of direct, indirect and supplementary forms of evidence



	Context of assessment
	Evidence will be determined by selection from the Range Statement, justified in terms of work requirements, work roles and responsibilities and occupational specialisations




	Evidence for assessment of competence may be gathered by appropriate combination of the following
	Demonstration of competency within the working environment to manage professional development in responding to domestic violence

Assessment must be in the workplace, however, where there is not an opportunity to cover all of the Range Statement statements in the work environment, the remainder should be assessed through realistic simulations, projects, previous relevant experience or oral questioning on “What if?” scenarios

Observation of processes and procedures, oral and/or written questions on underpinning knowledge and skills and consideration of required attitudes

Where performance is not directly observed and/or is required to be demonstrated over a period of time and/or in a number of locations, any evidence should be authenticated by colleagues, supervisors, clients or other appropriate persons

Review of any documentation produced by the candidate related to identifying and responding to domestic violence



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original


	UNIT NAME 
	Promote community awareness of domestic and family violence



	UNIT CODE 
	CHCDFV4A



	UNIT DESCRIPTOR 
	This unit identifies the skills and knowledge required to identify gaps in existing information, services and resources and to promote community awareness of domestic and family violence issues which will enable the community to work towards the prevention of domestic and family violence.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	224. Identify information, resource and service requirements
	252. Appropriate evaluation methods are employed to evaluate the domestic violence information, resources and services available in the community

	225. 
	253. Relevance of existing community activities and materials is reviewed based on changing community needs and organisational philosophy

	226. 
	254. Gaps and inadequacies in existing information, resources and services are accurately identified in accordance with organisational standards and procedures

	227. 
	255. Research is undertaken to ensure that information reflects the underpinning values and philosophies of domestic violence including a domestic violence prevention focus



	228. Support community participation
	256. Community participation is supported in line with organisational standards and procedures

	229. 
	257. Appropriate interpersonal and networking skills are used to enlist support from key people and groups influencing community values

	230. 
	258. Opportunities are provided for key people and groups to participate in designing and evaluating programs, policies and strategies to address the changing needs of the community

	231. 
	259. Cooperative planning is undertaken to ensure appropriate policies and strategies are developed which address the identified community service education needs



	232. Promote domestic violence awareness
	260. Relevant opportunities for promotion are identified and utilised to formally and informally communicate and promote awareness of domestic violence which reflects the needs of the community

	233. 
	261. Service delivery and activities are promoted in a manner that facilitates understanding and gains support

	234. 
	262. Strategies are implemented to address identified gaps and inadequacies in information, resources and services in accordance with organisational standards and procedures

	235. 
	263. Opportunities for community education programs and/or resources/services are identified, clarified and evaluated with key people and groups

	236. 
	264. Community activities are evaluated and discussed with key people and groups to determine future directions




	RANGE STATEMENT
	

	The Range Statement explains the scope and context of the unit of competency allowing for differences between workplaces. The scope of variables chosen for training and assessment requirements will depend on the particular work situation.



	Methods used to evaluate information, resources and services available could include
	Qualitative and quantitative

Consultative and participatory

Diagnostic or summative

Any combination of the above

Sampling techniques such as:

· Observation of work activities

· Workshops and meetings

· Questionnaires

· Surveys



	Information and resources may include
	Culturally appropriate literature and media that is relevant to specific needs groups eg. visually impaired

Skills/administrative support

Facilities, educational materials, equipment

Funding

Developmental training

Staff development programs, community development programs



	Services include but are not limited to
	Government agencies/departments

Non-government organisations

Charity/voluntary organisations

Church groups

Service organisations

Political parties

Committees



	Community may relate to a specific location, language/cultural or social structure and include
	Individuals and groups defined by the organisation’s programs and services

Other agencies providing services to individuals and groups

People with specific needs and interests

People using the organisation’s services/programs

Groups, such as those representing cultural, sub-cultural, gender, religious, age and sexual identity



	Community activities are those which raise awareness of domestic violence issues and could include
	Seminars and workshops

Victim support groups/networks

Public forums

Community safety plans

Focus groups on relevant issues

Health promotion activities

Users of violence behaviour change groups

Community awareness programs

Community education programs

Community support programs



	Organisational standards and procedures may include those relating to
	Collection and storage of information

Code of conduct/code of ethics

Departmental, inter-departmental regulations, protocols and procedures relevant to work role and responsibilities

Organisational mission statement and/or philosophy

Minimum practice standards

Assessment for eligibility to access particular services

Legal frameworks

Use of interpreter or interpreter services

Financial plan

Community development models



	Underpinning values and philosophies relating to domestic violence include
	All individuals have the right to be free from violence

The community has a responsibility to work toward the prevention of domestic violence and to demonstrate the unacceptability of all forms of domestic violence

All forms of domestic violence are unacceptable in any group, culture or creed

Those who use violence should take responsibility for their behaviour and have access to programs to assist them change their behaviour to ensure the safety of their family

Domestic violence is widespread and complex

Domestic violence impacts on the physical, emotional, social, and financial well-being and safety of individuals in families

Domestic violence and abuse has devastating effects on family members and results in significant social and economic costs to the community



	Interpersonal and networking skills may include
	Means for communicating with people with disabilities or where English is not the first language

Methods of communicating with different age, gender and sexual identity groups

Cultural and sub-cultural awareness/sensitivity

Using appropriate body language

Demonstrating empathy

Liaison with regional and specialist associations

Liaison with other service providers and key stakeholders

Liaison with key community contacts



	Key people and groups within the community may include but are not limited to
	Various community groups representing cultural, sub-cultural, religious, social, ethnic, gender, sexual identity, and age groups within the community

Policy and decision makers in the specific community

Funding bodies

Service providers

Individuals, groups or communities most likely to be affected by strategies or action plans

Organisational management, colleagues, supervisor, team members



	Policies and strategies that could be developed to meet the changing needs of the community may include
	Strategies to increase access to facilities, services or decision making

Providing direction, advice and information

Development of community facilities

Development of community education programs

Development of advocacy groups

Development of support networks/groups

Development of users of violence behaviour change groups

Improved community liaison and networking

Education programs to improve workers’ skills and knowledge

Simple informal communication regarding the service’s activities, through internal and external networks

Lobbying relevant persons and agencies

Public communication, such as public speaking opportunities, local media interviews/press releases etc

Specific materials such as flyers, brochures, ‘advertisement’ type articles in local newspapers

Use of existing own or other organisational/agency information channels such as notice boards/bulletin boards, newsletters, pamphlets, etc

Use of community meetings and meetings with community leaders, both formal and informal

Use of audio-visual materials and web-sites

Any combination of the above and others



	Community education programs may be of varying scope and scale and could include
	Single events, such as information stalls in shopping centres

Complex series of activities that involves coordinated elements, such as education campaigns involving mass media information

Multi session education and skill development programs

Peer education and mentoring programs

Ongoing involvement with local community events (eg. Sporting, cultural, religious events)

Programs that promote ownership of domestic violence issues by the community/group and its leaders



	Community service education needs could include but are not limited to
	Skills development

Preventive, pro-active strategies

Community consciousness raising exercises

Opportunities to reflect on attitudes and beliefs

Knowledge building



	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects of assessment, and the essential knowledge and skills to be demonstrated to confirm competency in this unit. The Evidence Guide is an integral part of the assessment of competency and it should be read carefully in conjunction with the Range Statement, elements and performance criteria.



	Critical aspects of evidence
	Assessment must confirm sufficient ability to use skills and knowledge to promote community awareness of domestic violence

Assessment of performance should be over a period of time covering all categories within the Range Statement statements that are applicable in the learning environment

In particular, assessment must confirm the ability to:

Research and identify strategies to address inadequacies in existing community information and resources

Develop working relationships with key people within the organisation and other services, including the community to encourage their cooperation and participation in the promotion of domestic violence issues

Depending on the work program or services provided apply specific knowledge of particular groups or issues (eg. Alcohol and other drugs, same-sex relationships, religious, survivors/victims of domestic violence, users of violence, ATSI, mental health etc.)

Effectively communicate and promote awareness of domestic violence (including services and activities) using methods which are appropriate to the community



	Interdependent assessment of units
	This unit must be assessed after, or in conjunction, with the attainment of competency in the following unit(s):

CHCDFV2A – Manage own professional development in responding to domestic and family violence

For the purpose of integrated assessment, this unit may be assessed in conjunction with the following unit(s):

CHCCD3A – Meet information needs of the community

CHCCD14A – Implement a community development strategy

CHCCD2A – Provide education programs




	Underpinning knowledge
	Understanding of the general principles and practices of community development, education and consciousness raising

Knowledge of the cultural and language groups represented within the local/regional community, and a respect for their values and beliefs

An understanding of the key people and groups within the community who are able to influence community values

Understanding of current theory and research knowledge in the domestic violence area

Knowledge of the processes used to formally and informally communicate the domestic violence prevention needs of the community

Knowledge of the social, historical, political and economic context of domestic violence, including types and nature of domestic violence, power and gender issues, child abuse, and associated criminal issues

Understanding of the prevalence of myths, unhelpful beliefs, attitudes and practices in the broader society relating to domestic violence and their impact

Knowledge of the organisation’s current domestic violence activities, programs and services

Understanding of current organisational procedures, protocols and practice for promotion of services

Knowledge of the impacts of cultural, sub-cultural, social, sexual identity, religious, gender, age, disability, language issues etc on attitudes towards domestic violence

Knowledge of community development principles and strategies and their application and particularly the Ottawa charter, partnership and community consultation approaches to community development

Understanding specific limitations of work role, responsibility and professional abilities



	Underpinning skills
	Research skills involving analysis and evaluation for identifying domestic violence information and resource requirements of the community

Networking skills in relation to establishing and maintaining relationships with key people and groups in the community

Facilitation and presentation skills in relation to transferring and collecting information and gaining agreement on concepts, for example presenting to community groups

Facilitation skills relating to providing guidance to achieve outcomes and gain agreement on concepts and for enlisting support from key people and groups within the community

Report writing skills requiring analysis and evaluation of information in a defined range of areas, for example when bringing together results of research for recommending policies and strategies to address community needs

Problem solving skills for a broad range of problems involving analysis, assessment and evaluation for the development of new ways of addressing domestic violence issues which address changing community needs and attitudes and help to raise community awareness

Project planning skills in relation to scope, time, cost, quality, and communication requirements when planning new community education activities


	Resource implications
	Where assessment is conducted within the workplace there are no resource implications above those normally available in the workplace

Where assessment is conducted in a simulated or non-workplace environment then access to the necessary equipment and research resources should be provided. Access to simulated exercises, case studies related to service delivery issues will also be required if non-workplace assessment paths are utilised


	Consistency in performance
	Evidence of competency in this unit will need to be assessed over a period of time in order to gather evidence of performance over the Range Statement. This will include contexts applicable to the work environment, such as actual or simulated workplace situations involving a combination of direct, indirect and supplementary forms of evidence



	Context of assessment
	Evidence will be determined by selection from the Range Statement, justified in terms of work requirements, work roles and responsibilities and occupational specialisations

Evidence for assessment of competence may be gathered by appropriate combination of the following:

Demonstration of competency within the working environment to promote community awareness of domestic violence and the promotion of prevention of domestic violence. Where there is not an opportunity to cover all of the range Statement statements in the work environment, the remainder should be assessed through realistic simulations, projects, previous relevant experience or oral questioning on “what if?” scenarios

Observation of processes and procedures, oral and/or written questions on underpinning knowledge and skills and consideration of required attitudes

Where performance is not directly observed and/or is required to be demonstrated over a period of time and/or in a number of locations, any evidence should be authenticated by colleagues, supervisors, clients or other appropriate persons

Review of any documentation produced by the candidate related to needs analysis and/or community development service delivery evaluation



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original


	UNIT NAME 
	Support group activities



	UNIT CODE 
	CHCGROUP2C



	UNIT DESCRIPTOR 
	Participating in and providing general support for a range of informal and formal groups in a variety of settings.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	237. Identify the purpose of the group
	265. Activities which meet the purpose of the group are identified and determined with the members of the group

	238. 
	266. Rules for group behaviour are discussed and established with all group members

	239. 
	267. Individual differences of workers and group members are identified, acknowledged and respected

	240. 
	268. The goals, needs and expectations of the participants is sought, received and accommodated according to available resources



	241. Establish relationship with the group
	269. Roles played by group members including the worker are defined

	242. 
	270. A suitable level of participation is encouraged

	243. 
	271. Group is informed of resources available to meet group’s needs

	244. 
	272. The capacity of the worker to respond to group’s needs is assessed and communicated to the group, in an appropriate manner

	245. 
	273. The most appropriate support to achieve the objectives of the activity is selected and implemented

	246. 
	274. Clear communication is modelled to group members

	247. 
	275. Group members are encouraged to use clear and appropriate communication

	248. 
	276. Communication and interactions with group members respects individual differences and needs

	249. 
	277. Communication and interactions with group are appropriate to aim and purpose of group

	250. 
	278. Appropriate processes are implemented as necessary to address breaches of behaviour

	251. 
	279. Participants are encouraged to agree on and abide by a set of appropriate guidelines

	252. 
	280. The group’s achievements are promoted in a way which motivates and recognises participants’ efforts

	253. 
	281. Where required, records of group interaction are kept in a manner consistent with organisation’s documentation requirements



	254. Organise resources for group activities
	282. Work is undertaken to ensure adequate resourcing is available

	255. 
	283. Availability of resources and guidelines for use are communicated to group 

	256. 
	284. A cooperative approach to the use of resources is encouraged

	257. 
	285. Reports on the use of resources are completed if required

	258. 
	286. Reports are completed to standard required by organisation




	RANGE STATEMENT
	

	Group activities may be
	Formal or informal

Structured

Semi structured 

Unstructured



	Group activities may relate to
	Discussions

Sporting and recreation activities

Research, planning and management

Informal and formal education

Community action

Special interest causes



	Resources will include
	Information/referrals

Facilities

Equipment/materials

Administrative support

Facilitation of meetings

Worker skills/expertise



	Support will include
	Resources managed by the organisation

Advice, information and facilitation

Individual or group supervision



	Individual differences may include differences in
	Beliefs

Values

Age

Cultural background

Physical abilities



	Appropriate communication will be
	Communication related to group purpose and aims

Communication that respects individual differences and abilities of group members



	Reports may be
	Verbal or written according to organisational procedures



	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	Support group activities for formal and informal groups

Participate in for a variety of group activity types identified in the Range Statement or in the workplace

Provide support for appropriate target groups



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil


	Underpinning knowledge
	Dynamics of groups and the different styles of group leadership and decision making

Effective communication techniques

Conflict management

Organisation’s policies, principles and procedures

Relevant organisational and community resources

Building and maintaining relationships

Relevant models such as stages of group development and stages of change model


	Underpinning skills
	Oral communication skills including asking questions, clarifying issues/topics, providing information in the workplace setting. Language used may be English or community language, depending on the client group

Written communication competence to complete reports required by the organisation. The complexity of reports may vary from completing an organisational proforma, to completing a unstructured report. Literacy support for completing reports may vary from the availability of support from a supervisor to no support available in the workplace. Reports may be written in English or community language depending on the organisational requirements

Reading competence required to fulfil the job role. This may vary from no competence required (if information on the availability of resources, materials etc for the group are conveyed verbally), to the ability to read work related texts, which may include lists of available resources, names of group members, policy statements on use of equipment and resources etc. Language in use may be English or community language depending on organisation



	Resource implications
	Access to appropriate workplace where assessment can be conducted or simulated of realistic workplace setting for assessment



	Consistency in performance
	Assessment may include observations, questioning and evidence gathered from the workplace environment

Assessment may be conducted on one or more occasions but must include the normal range of client groups, group activities and types of groups in the workplace



	Context of assessment
	This unit is most appropriately assessed in the workplace and under the normal range of workplace conditions



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original


	UNIT NAME 
	Plan and conduct group activities



	UNIT CODE 
	CHCGROUP3C



	UNIT DESCRIPTOR 
	Participating in, establishing and leading a range of informal and formal groups in a variety of settings.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	259. Address resourcing issues for group activities
	287. Planning of group activities includes consideration of:

· The purposes, defined according to the identified needs of the client group

· The human, financial and physical resources required

	260. 
	288. Where required resources are not immediately and readily available appropriate submissions are made to potential sources of assistance and resources

	261. 
	289. Where formal submissions are made they meet the requirements of the funding guidelines and the organisation’s principles and practice



	262. Coordinate a group planning process
	290. Opportunities for collaborative planning of group activities with clients are actively sought and promoted and information about the needs and expectations of the group is solicited, analysed and prioritised

	263. 
	291. The purpose of group activities is negotiated with the group in a manner which gives sufficient time and space for individuals to articulate their ideas and wishes and create opportunity for input to ownership of group processes

	264. 
	292. The purpose of the proposed group activity is translated into a set of aims and objectives

	265. 
	293. The potential impact on group operation of the values and beliefs of both the worker and the client is analysed and clarified with those involved in planning and implementing group activities

	266. 
	294. Contributions and suggestions to group planning processes are dealt with in a way to promote continued participation

	267. 
	295. Planned group strategies are designed that promote effective group operation and take into account the specific characteristics of the clients who will participate in the activity or program



	268. Manage group processes including responding to conflict
	296. Opportunities are promoted for open dialogue and active listening between group members

	269. 
	297. Sensitivity to participants, regardless of their gender, culture, ethnicity, subculture, sexuality and ability, is encouraged and modelled

	270. 
	298. When conflict threatens or arises:

· Strategies to prevent it are implemented within the role, power and capacity of the worker

· The outcomes of positive conflict are identified and reinforced

· Relevant principles and practices of conflict resolution are clarified and confirmed and agreement sought to implement them

· Acknowledgment of respective rights and responsibilities and perceptions of all participants within the conflict situation is encouraged

	271. 
	299. Opportunity is offered to all participants for debriefing, support, mediation, consultation and facilitation throughout conflict resolution processes



	272. Evaluate group activities
	300. Aims and objectives of the group activity provide the basis for evaluation and feedback

	273. 
	301. Feedback from all group participants is sought on leadership style, group process, achievement of objectives, other achievements and areas for development

	274. 
	302. Evaluation data is documented according to organisational procedures and distributed to relevant people



	RANGE STATEMENT
	

	Group activities may be
	Formal or informal

Structured

Semi structured 

Unstructured



	Group activities may relate to
	Discussions about relevant issues

Sporting and recreation activities

Music and performing arts

Research, planning and management

Informal education

Community action

Special interest causes



	Communication with young people may include
	Oral, written or visual means

Use of third party translation/interpretation

Any language



	Requirements of submissions will include
	The aim and objectives of the proposed activity or program

Implementation and evaluation strategies

Management arrangements

Human, financial and physical resources available and required



	Support will include
	Information and resources managed by the organisation and other organisations and agencies

Advice and information

Facilitations



	Resources will include
	Information/referrals

Facilities

Equipment/materials

Administrative support

Facilitation of meetings

Worker skills/expertise



	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	Support group activities for formal and informal groups

Participate in for a variety of the group activity types identified in the Range Statement

Provide support for an appropriate target group, defined by factors as listed in the Range Statement




	Underpinning knowledge
	Dynamics of groups

Different styles of group leadership and decision

Effective communication strategies

Organisation's policies, principles and procedures

Organisation's and community resources

Relevant models such as stages of group development and stages of change



	Underpinning skills
	Conflict management

Developing and maintaining positive relationships

Effective group management



	Resource implications
	Access to appropriate workplace or community setting where assessment can take place or simulation of realistic workplace setting for assessment



	Consistency in performance
	Assessment may include observations, questioning or evidence gathered from the workplace eg. testimonials from group members, portfolios

It is recommended that assessment may take place on one occasion to enable assessment in a variety of settings with a range of both formal and informal groups



	Context of assessment
	This unit will be most appropriately assessed in the workplace in the community or in a simulated workplace and under the normal range of workplace conditions



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original


	UNIT NAME 
	Develop new networks



	UNIT CODE 
	CHCNET3A



	UNIT DESCRIPTOR 
	Setting up formal networks which will benefit the organisation and the clients.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	275. Develop and maintain appropriate networks
	303. Organisational, professional and individual networking needs are identified, prioritised and appropriate new networks are established as required to meet client needs and organisational objectives

	276. 
	304. Significant cultural practices, needs and traditions are incorporated into the networking strategy and its development

	277. 
	305. Strategies to develop effective new networks are implemented in consultation with key people and in accordance with organisational objectives

	278. 
	306. Information about new network is made available to other staff and others as appropriate

	279. 
	307. Processes for engaging relevant community members in collection and dissemination of information are developed and implemented as appropriate to ensure effective operation of the network



	280. Reflect social and cultural awareness in developing and maintaining networks
	308. Potential discrimination or culturally based obstacles to effective networks are identified and strategies to avoid them are developed and implemented

	281. 
	309. Cultural differences and diversity are valued as a resource in networks and integrated into practices, relationships and strategies wherever relevant

	3. 
	310. Where individual relationships interfere with the effective operation of networks, timely remedial action is taken in accordance with organisational procedures, to ensure maximum benefit to clients

	4. 
	311. Effectiveness and relevance of networks is regularly evaluated against organisational goals and client needs in consultation with key people, and appropriate modifications are made as necessary

	5. 
	312. Evaluation of the effectiveness of networks includes consideration of issues related to cultural expectations, client needs and organisation’s philosophy


	RANGE STATEMENT
	

	The Range Statement explains the scope and context of the unit of competency allowing for differences between workplaces. The scope of variables chosen for training and assessment requirements will depend on the particular work situation.



	Formal networks may include
	Key people
Local organisations
Interest and support groups
Lobby groups
Regional specialist and peak associations
Advisory committees
Associations
Businesses
Law enforcement agencies

Government ministers/departments


	Networks may serve the purpose of
	Achieving corporate objectives

Accessing the services and resources of other organisations

Promotion of organisation and/or programs

Strategic planning

Encouraging coordination amongst organisations and workers

Enhancing service delivery



	Networking needs may be as a result of, or leading to
	New government policies

New or reviewed strategic plan

New organisations/services starting up

Restructuring of organisation

Enhanced service delivery

Funding imperatives



	Strategies for the development of new networks may include
	Liaison with relevant government, community, business and other representatives

Participating and managing formal network committees

Negotiating with relevant organisations for network participation

Liaison with other network organisations



	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects of assessment, and the essential knowledge and skills to be demonstrated to confirm competency in this unit. The Evidence Guide is an integral part of the assessment of competency and it should be read carefully in conjunction with the Range Statement, elements and performance criteria.



	Critical aspects of evidence
	Networks developed meet the needs of the organisation and its clients



	Underpinning knowledge
	Power relationships within and between organisations

The values and limitations of networks

The dynamics of networks

Processes of initiating and supporting community development planning

Strategic planning

Existing relevant networks

Lobbying in the context of organisational protocols


	Underpinning skills
	Negotiation

Reporting and record keeping

Lobbying

Dealing with diverse and/or specific cultural groups



	Resource implications
	Access to appropriate workplace where assessment can be conducted or simulation of realistic workplace setting for assessment



	Consistency in performance
	Assessment may include observations, questioning and evidence gathered from the workplace

Assessment may take place on one occasion



	Context of assessment
	This unit is most appropriately assessed in the workplace or in a simulated workplace and under the normal range of workplace conditions. This may include the use of languages other than English and alternative communications systems



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original


	UNIT NAME 
	Undertake research activities



	UNIT CODE 
	CHCPOL3A



	UNIT DESCRIPTOR 
	Implementing research relevant to operations of the organisation.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	282. Prepare a research plan
	313. The views and interests of stakeholders are reflected in the research methodology and it is compatible with ethical considerations

	283. 
	314. The research methodology is selected for suitability to the needs, purposes and resources and maximising credibility of outcomes

	284. 
	315. Research strategies are selected and used which are appropriate to the client group, the subject matter being researched, the resources available and the outcomes sought

	285. 
	316. Strategies for validating research outcomes are incorporated within the research plan



	286. Implement appropriate research strategies
	317. Resources needed to conduct research are determined and allocated

	287. 
	318. All relevant information is collected in a timely manner and recorded and stored to ensure validity, confidentiality and security

	288. 
	319. A representative range of people and groups with an interest in the issues is identified and consulted in appropriate ways to ensure the validity of outcomes

	289. 
	320. Consultation is undertaken according to the agreed practices and protocol of own and other agencies

	290. 
	321. Consideration of cultural sensitivities and ethical issues is imbedded in all consultation



	291. Organise and analyse information
	322. Information is organised in a form which allows analysis and is suitable for the purpose of the research

	292. 
	323. Patterns and explanations developed are derived from the data to ensure validity and reliability



	293. Report the findings of the research
	324. Complete and accurate details of the research methodology, information and analysis are reported in an accessible and useable style and format

	6. 
	325. Opportunities are provided for the validation of the research findings

	7. 
	326. The results of the research are reported and made available to all relevant stakeholders



	RANGE STATEMENT
	

	The contexts for undertaking research may include


	Preparation of a range of organisational information for policy development, strategic planning, marketing and promotion services, planning new services, reviewing existing services, providing advice to management

Responsibility for research specific to a service, its clients, interests and relationship with the wider community

Responsibility for research for specific client interests and issues


	Key people or stakeholders may be


	Within the organisation

In other areas of delivery and other services, agencies

In the education/training field

Other specialists

Management

Community leaders

Clients of the service delivery



	EVIDENCE GUIDE 
	

	This unit is based on the draft national correctional services standards unit of the same name.



	Critical aspects of evidence
	Carrying out research activities that are directly relevant to the organisation



	Underpinning knowledge
	Current and suitable research methodologies

Consultation methods, protocols and practice

Information systems, manual and electronic

Report presentation

Cultural implications of research methods

Cultural analysis of information

Cultural knowledge and ownership issues



	Underpinning skills
	Consultation methods

Complex communication

Negotiation with a wide range of known and unknown stakeholders

Interpretation and analysis of data

Networking

Written/oral presentation



	Resource implications
	Access to appropriate workplace where assessment can take place



	Consistency in performance
	Assessment may include observations, questioning and evidence gathered from the workplace

It is recommended that assessment take place on one or more occasions but must include all aspects of research activities – preparing, implementing, analysing, and reporting on research



	Context of assessment
	This unit is most appropriately assessed in the workplace or in a simulated workplace and under the normal range of workplace conditions. This may include the use of languages other than English and alternative communication systems



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original


	UNIT NAME 
	Manage research activities



	UNIT CODE 
	CHCPOL5A



	UNIT DESCRIPTOR 
	Initiating, managing and acting upon research and the resultant recommendations.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	294. Initiate research efforts
	327. The need for further research is identified and defined and proposals developed in consultation with relevant stakeholders

	295. 
	328. Research concepts, designs and proposals are developed and tested with relevant stakeholders according to needs, timeframes, resources and desired outcomes

	296. 
	329. The feasibility of research proposals is assessed against determined criteria

	297. 
	330. Opportunities are provided to encourage participation in research activities

	298. 
	331. Issues related to ethics, validity and reliability are incorporated in research designs



	299. Identify and acquire resources
	332. Strategies are devised and implemented to obtain and make use of the necessary human, financial and physical resources to ensure research outcomes

	300. 
	333. All written and oral submissions are made to obtain the resources and address the standard requirements of funding and the usual practice of the organisation



	301. Supervise research being undertaken
	334. A work plan and budget is implemented taking account of resource and time constraints and negotiated with all research workers, and participants, if relevant


	302. 
	335. Progress against the work plan and budget is monitored on a regular basis and changes made as necessary

	303. 
	336. Opportunities for feedback, support, advice and debriefing for research workers are created and acted on to ensure the quality of the outcomes

	304. 
	337. Opportunities are created for stakeholders to evaluate the research findings and process



	305. Interpret and act on analysis of research
	338. The analysis and recommendations are derived from the research and satisfy the desired outcomes

	8. 
	339. The validity and reliability of the research findings is tested against the original research plan and confirmed with key stakeholders

	9. 
	340. Where appropriate, recommendations are made for actioning research results


	RANGE STATEMENT
	

	The contexts for initiating and coordinating research include


	Preparation of a range of data:

· Policy making
· Strategic planning
· Marketing
· Service development and delivery



	Initiating and coordinating research will be carried out within requirements established by


	Research codes of ethics and protocols
Organisational mission, outcomes and objectives
Organisation’s program standards
State and commonwealth legislation
Key stakeholders

	Criteria to assess the research proposal will include


	The size and nature of the research sample ie. Who and how many will be researched

Research methods

Purpose of research and for whom

The human, financial and physical resources required

The nature and scope of the information to be gathered

The timetable



	Effectiveness of the research will be based on


	The value of its usefulness

The feasibility of implementing the recommendations

The findings of previous and current research

Available time and resources

The value of the information and data

The quality and credibility of the methodology



	Resources will include


	Specialist researchers

Funding

Previous research data written, oral and audio-visual sources

Equipment eg. Computer, electronic recording equipment etc.



	Funding proposals will include


	Submissions

Tenders

Expressions of interest

Sponsorship

Fee for service

Contracting



	Funding sources can include


	Government state and federal

Philanthropic agencies

Private business and sponsorship

Bequests, donations and other private grants

Money raised by fundraising events

Sale of resources



	Support and promotion will include


	The promotion and dissemination of information about the benefits of the research

Organisation of meetings/forums for broader involvement and interaction with stakeholders

Recruitment of people with research skills and experience

Recruitment of resources and funding


	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	Ability to design research

Ability to interpret and analysis of research

Demonstrated ability to complete submission process

Manages people in a research environment



	Underpinning knowledge
	Management of research models/practices

Project management models/practices

Research ethics and codes of conduct

Consultation models/practices

Resource management models/practices

People management models/practices



	Underpinning skills
	Development of consultation protocols

Facilitation of consultation

High level of communication

Negotiation

Management of equipment, materials funding

Use of technology

Analysis



	Resource implications
	Access to appropriate workplace where assessment can be conducted or simulation of realistic workplace setting for assessment



	Consistency in performance
	Assessment may include observations, questioning and evidence gathered from the workplace

Assessment may take place on one occasion but must include evidence of all aspects of managing research activities

Competence may be demonstrated working individually or under guidance of or as a member of a team with specialist occupational health and safety staff or managers



	Context of assessment
	This unit is most appropriately assessed in the workplace or in a simulated workplace and under the normal range of workplace conditions. This may include the use of languages other than English and alternative communication systems



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original


	UNIT NAME 
	Work effectively with young people



	UNIT CODE 
	CHCYTH1C



	UNIT DESCRIPTOR 
	This unit is for working with and for young people within an ethical, social, political and economic context.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	306. Develop a professional rapport with young people
	341. Conduct interactions with young people in a fair, just, humane and positive manner

	307. 
	342. Use communication strategies with individuals for effective interaction and problem solving

	308. 
	343. All work demonstrates a consistent commitment to young people


	309. Address issues associated with the culture of young people
	344. All actions and decisions take into account the culture of the young person

	310. 
	345. Consider cultural sensitivities in communication techniques and adapt style and language to accommodate different cultural values and practices

	311. 
	346. Issues are evaluated and modified in relation to young person's culture, family background and interest

	312. 
	347. Activities and resources are selected which promote cross cultural awareness

	313. 
	348. Guidelines are established which are relevant to the culture and background of the young person


	314. Recognise that youth culture is distinct
	349. All interventions take account of youth culture the young person identifies with

	10. 
	350. Activities and interventions are selected to fit both individual and/or group needs of particular young people

	11. 
	351. Young people are assisted to negotiate positive outcomes within a political framework

	12. 
	352. All interventions take account of their economic impact on young people

	
	353. All work demonstrates a commitment to addressing any economic disadvantages young people experience


	RANGE STATEMENT
	

	Historical, social, political economic context includes
	Statutory framework within which work takes place in the sector

Historical context of work eg. changing attitudes to young people; changing approaches to working with young people

Changing social context of work eg. changing government and societal views of young people and approaches to working with them

Political context eg. Government policies and initiatives affecting youth work

Economic context eg. the current economic situation as it relates to and affects young people and the subsequent impact on client needs


	Stakeholders and representatives may include
	Young people

Friends, peers and target groups

Families and care givers

Local community and community and religious organisations

Government representatives and service providers

Youth organisations

Specialists/experts

Peak bodies and networks in youth work

Organisational management, colleagues, supervisor, team members



	Different models of work in the sector may include
	Community development and education

Case management

Working with families

A client-centred approach



	A commitment to access and equity may be demonstrated by
	A non-discriminatory approach to all people using the service, their family and friends, the general public and co-workers

Ensuring the work undertaken takes account of, and caters for differences including: cultural, physical, developmental, religious, economic and social



	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	Own work role within the context of the youth sector

Organisational role within the context of the youth sector



	Interdependent assessment of units


	Completion of this unit removes the requirement to complete CHCCS1A Deliver and monitor service to clients

	Underpinning knowledge
	Interrelationship of society, culture, the family and the young person

Aspects of human behaviour and development related to young people, their personal and social development and relationships

Principles of access and equity

Statutory framework in which the work takes place

Political and economic context as listed in the Range Statement

Current issues facing young people and existing services to address their needs and rights

Principles and practices of community support

Youth cultures, social, political and economic frameworks



	Underpinning skills
	Interpersonal communication with young people and other stakeholders

Preparation of reports so that the information and organisation of information is appropriate to its purpose and audience

Working as part of a team or as a sole worker

Communication

Advocacy

Empathy



	Resource implications
	Access to a workplace or to an accurately simulated environment where assessment may take place



	Consistency in performance
	Consistency in performance should consider the organisational and individual context within which work takes place



	Context of assessment
	This unit is best assessed in the workplace or in a simulated workplace under the normal range of conditions


	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original


	UNIT NAME 
	Support youth programs



	UNIT CODE 
	CHCYTH5C



	UNIT DESCRIPTOR 
	This unit covers devising, setting up, co-ordinating, delivering and evaluating activities and programs for individuals and groups.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	315. Identify the activity/program required
	354. The need for a particular program is assessed from relevant evidence collected

	316. 
	355. A range of possible programs to meet the defined needs are identified and reviewed

	317. 
	356. Selection of a program type is based on client needs, organisation's criteria, and availability of resources



	318. Prepare activity/program plan
	357. Appropriate strategic planning activities are undertaken, to ensure client needs are met

	319. 
	358. Planning activities incorporate consultation with key clients and stakeholders

	320. 
	359. Operational arrangements for conducting the program are determined and assessed for feasibility

	321. 
	360. Appropriate implementation and evaluation strategies are included in the activity/program plan

	322. 
	361. Planning activities reflect accepted good practice in working with young people



	323. Deliver activity/program
	362. The program is implemented in accordance with the program plan, organisation guidelines and legal/statutory requirements

	324. 
	363. Participants are provided with access to a range of activities suited to their needs and interests

	325. 
	364. Flexible implementation plans are developed to suit a variety of contexts and to cope with contingencies

	326. 
	365. The program is adapted to the changing needs of participants as required

	327. 
	366. Problems in program delivery are addressed promptly



	328. Evaluate activity program
	367. Criteria to judge the effectiveness of the program are defined in consultation with clients and stakeholders

	13. 
	368. Appropriate evaluation strategies are used routinely during and after the program and used for revision and development

	14. 
	369. Evaluation information is collected, organised and reported in a format which is accessible and meaningful to the clients and stakeholders

	15. 
	370. Reports are prepared and presented as required


	RANGE STATEMENT
	

	Programs may include


	Activities designed to address needs of target groups

Activities designed to meet needs identified in research

Strategies to implement government/funding agency policy

Activities to extend the participation numbers in existing programs

Strategies to address exclusion, discrimination and alienation

Those directed at individual young people and their needs

Those directed at the general community which affect young people

Those initiated by the organisation, by community groups, by other organisations, or by community leaders and decision makers

Those designed to respond to social, economic and demographic changes



	Programs may have the following focus
	Education/learning/training eg. homework support and study

Personal development and support eg. life skills education

Music and performing arts eg. youth theatres, band, video production team

Research, planning and management eg. Aboriginal cultural camp, scouts meeting

Community action eg. anti violence group

Special interest causes eg. young people against nuclear disarmament

Enterprise development activities

Employment, funding raising, small business



	Program activities may include
	Discussion groups eg. about safe sex, religious beliefs

Sporting and recreation activities eg. basketball at the drop in centre, pool game, disco, bush excursion

Structured and unstructured social activities eg. party, shopping, visit to the cinema



	Programs are planned and implemented for the purpose of
	Providing immediate support

Promoting young people’s participation and personal development

Enabling young people to use their time constructively, have fun and develop qualities of self reliance

Enabling young people to learn life skills, knowledge and attitudes


	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	Target groups relevant to the worker and the activity or program

Consulting with relevant stakeholders

Working with individuals and groups

Abilities in autonomous work and team work



	Interdependent assessment of units


	Completion of this unit removed the requirement to complete CHCCS3B Coordinate the provision of services and programs

	Underpinning knowledge
	A range of youth activities and programs

Legal and safety requirements as they relate to activities and programs

Relevant funding sources


	Underpinning skills
	Research and consultation

Coordination and management of programs

Analysis of data, information and relationships

Advocacy

Provision of support to a diverse range of people/organisations

Conflict resolution/negotiation and mediation

Cross cultural communication and negotiation

Literacy adequate to prepare a range of appropriate resource material

Working with and through community leaders



	Resource implications
	Access to a workplace or to an accurately simulated environment where assessment may take place



	Consistency in performance
	For at least two of the types of activities and programs identified in the Range Statement

For at least two of the purposes identified in the Range Statement



	Context of assessment
	This unit is best assessed in the workplace or in a simulated workplace under the normal range of conditions



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original
	Not provided in original


	UNIT NAME
	Trim and cross cut felled trees (non-commercial/non-production)



	UNIT CODE
	FPIFGM069A



	UNIT DESCRIPTOR
	This unit describes the work required to move or remove a fallen tree which may either pose an inconvenience or a hazard. This unit is intended for use in situations where the production of timber is not the primary focus of the activity.

This is adapted from an endorsed unit of competence within the Forest Industry National Competency Standards Harvesting Sector. 



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Identify cross-cutting requirements
	392. Organisational occupational health and safety procedures, practices, policies, and precautions are observed and followed 

393. Site environmental concerns are adhered to in accordance with relevant national, state, and local legislation and/or regulations 

394. Describe cutting methods for various log types and situations are described

395. Communication with supervisor and other workers is maintained to ensure efficient work flow co-ordination and personnel co-operation 



	2.
Prepare and maintain equipment
	396. Organisational occupational health and safety procedures, practices, policies, and precautions are observed and followed 

397. Site environmental concerns are adhered to in accordance with relevant national, state, and local legislation and/or regulations 

398. Chainsaw and component options suitable for planned cutting are selected and prepared

399. Chainsaw is checked to relevant safety standards prior to use 

400. Required support tools, protective equipment, first aid gear, spares, maintenance requirements and fuel are selected, prepared, carried and positioned to minimise cutting delays

401. Characteristics of blunt or damaged chainsaw are recognised 

402. Chainsaw is sharpened and adjusted or components changed to maintain cutting safety and productivity 



	3.
Assess tree and plan cutting
	403. Organisational occupational health and safety procedures, practices, policies, and precautions are observed and followed

404. Site environmental concerns are adhered to in accordance with relevant national, state, and local legislation and/or regulations 

405. Environmental conditions including ground growth, ground slope and ground hazards are identified and used to assess the cutting of each tree


	
	406. Awareness of environmental conditions and other personnel’s activity are maintained and cutting activity modified as a result of significant changes 

407. Tree, location and stability are assessed for conditions likely to affect safety of cross cutting 

408. Tree is moved or stabilised for safe cutting 

409. Sequence of cross cuts is planned to maintain control of cut sections and minimise cutting problems 

410. Debris likely to cause saw damage during trimming or cutting is cleared from tree surface 

411. Trees which cannot be safely cut are identified and referred to others 

412. Communicate with supervisor and other workers is maintained to share relevant workplace information



	4.
Trim and cross-cut tree


	413. Organisational occupational health and safety procedures, practices, policies, and precautions are observed and followed 

414. Site environmental concerns are adhered to in accordance with relevant national, state, and local legislation and/or regulations 

415. Slash is regularly cleared from tree and work site to allow access for cutting and movement 

416. Tree section on each side of planned cut is secured or potential movement recognised and planned for 

417. Area is checked to ensure saw clearance around full log circumference 

418. Individual cross cut is planned to optimise time and safety 

419. Saw is operated and tree cut in accordance with safety standards applicable to site conditions 

420. Cutting technique is adjusted in response to movement and condition of tree

421. Unexpected characteristics of tree are identified and planning reviewed 

422. Wedges are used as required to assist cutting 

423. Cross cut is completed once initiated 

424. Communication with supervisor and other workers is maintained to ensure efficient work flow co-ordination and personnel co-operation and to meet safety requirements 



	RANGE STATEMENT
	

	Assessment of tree and location includes
	stresses

ground conditions

slope

tree support

compression of branches

hazards from other logs or ground obstacles



	Cross-cutting will be undertaken 
	in all conditions for which it is safe including slopes up to the maximum allowed by relevant regulations 


	Defects to be found when assessing prior to cutting include


	splits

falling damage

fire damage

infestation

pipe

shake

twist

branch/knot locations



	Occupational Health and Safety regulations include codes of practice and AS 2727 and requirements include
	availability of correct first aid kit

erection of warning signs

wearing of required personal protection including head, eye, cut proof leg protection, safety footwear and high visibility vest

manual handling requirements

maintenance of safe forest practices including location of other people and potential falling objects

required actions relating to forest fire

working alone requirements

recognition of hazards and required actions in bush and tree falling procedures for cross-cutting on slopes

acceptable cutting positions

use of approved containers for fuel and oil 



	Legislation, regulations, standards may include
	Environmental Protection Act

environmental agencies regulations

duty of care

isolation procedures

occupational health and safety legislation

site regulations and procedures

Australian Standards

manufacturers’ specifications and recommendations

State forest codes of practice or equivalent

statutory requirements

Trade Practices Act

traditional land owners requirements 

Trees may be trimmed and cross-cut on site before extraction 

Trees of any size and condition that can be safely trimmed and cross-cut 

Trees may be trimmed and cross-cut on site before extraction

Trees of any size and condition that can be safely trimmed and cross-cut



	EVIDENCE GUIDE
	

	Interdependent assessment of units
	Pre-requisites and co-requisites:
FPIG18A Carry out work in a safe manner 


FPIG41A Use basic hand held tools


FPIFGM065A Select trees (for tending operations) 


FPIFGM145A Work within environmental constraints



	Critical underpinning knowledge
	Identification and evaluation of structural defects in trees 

Occupational Health and Safety guidelines, procedures and principles, including manual handling 

All safety and environmental requirements for operation in forest settings


	Critical underpinning skills
	Contribute to a tree assessment

Assess, plan, trim, and cross-cut within the range of variables for trees and conditions 

Recognise common diseases, pests and nutrition deficiencies 

Identify own limitations 

Select and maintain appropriate equipment 

Prepare and communicate in a way which maintains efficient operation 

Safe operation and maintenance of a chainsaw 

Communicate orally and using hand signals with other operators to maintain effective and safe felling



	Assessment context 
	Competency should be demonstrated in an actual workplace or in a situation that reproduces workplace conditions 



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	1
	–
	2
	–
	–
	1
	2


	UNIT NAME
	Fall trees manually – intermediate (non-commercial/non-production) 


	UNIT CODE
	FPIFGM111A



	UNIT DESCRIPTOR
	This unit is based on the National Industry Competency Standards Harvesting Sector of the Forest Industries. This unit is intended for use in situations where the production of timber is not the primary focus of the activity.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Plan falling sequence
	425. Organisational occupational health and safety procedures, practices, policies, and precautions are observed and followed 

426. Site environmental concerns are adhered to in accordance with relevant national, state, and local legislation and/or regulations 

427. General factors affecting falling requirements and specific forest/site hazards are identified 

428. Falling direction is identified 

429. Falling sequence for individual trees is progressively planned 

430. Communication with supervisor and other workers is maintained to ensure efficient work flow co-ordination and personnel co-operation 


	2.
Prepare and maintain falling equipment
	431. Organisational occupational health and safety procedures, practices, policies, and precautions are observed and followed 

432. Site environmental concerns are adhered to in accordance with relevant national, state, and local legislation and/or regulations 

433. Chainsaw and component options suitable for planned falling are selected and prepared

434. Chainsaw is checked to relevant standards prior to use 

435. Required support tools, protective equipment, first aid gear, spares, maintenance requirements and fuel are selected, prepared, carried and positioned to minimise falling delays

436. Characteristics of blunt or damaged chainsaw are recognised 

437. Chainsaw is sharpened and adjusted or components changed to maintain falling safety and productivity


	3.
Assess conditions and surroundings
	438. Organisational Occupational Health and Safety procedures, practices, policies, and precautions are observed and followed 

439. Site environmental concerns are adhered to in accordance with relevant national, state, and local legislation and/or regulations 

440. Environmental conditions are assessed including ground growth canopy, general forest lean, ground slope, ground hazards, wind speed and direction 

441. Awareness of environmental conditions and the activity of other personnel is maintained and falling activity modified as a result of significant changes 


	
	442. Communication with supervisor and other workers is maintained to share relevant workplace information



	4.
Assess tree and plan falling
	443. Organisational Occupational Health and Safety procedures, practices, policies, and precautions are observed and followed 

444. Site environmental concerns are adhered to in accordance with relevant national, state, and local legislation and/or regulations 

445. Growth is cleared to enable visual assessment of tree to be felled 

446. Tree is visually assessed for falling characteristics 

447. Direction required for falling and degree of error allowable are identified 

448. Trees which cannot be safely felled with own skills are identified and referred to others 

449. Sequence of cuts to fall tree is planned to control direction of fall 



	5.
Prepare surroundings
	450. Organisational Occupational Health and Safety procedures, practices, policies, and precautions are observed and followed 

451. Site environmental concerns are adhered to in accordance with relevant national, state, and local legislation and/or regulations 

452. Most suitable escape route is selected and cleared of growth and other obstacles 

453. Location of other personnel is noted and monitored 



	6.
Fall tree
	454. Organisational Occupational Health and Safety procedures, practices, policies, and precautions are observed and followed 

455. Site environmental concerns are adhered to in accordance with relevant national, state, and local legislation and/or regulations 

456. Scarf is cut to plan in accordance with standards for accuracy 

457. Unexpected characteristics of tree are identified and planning reviewed 

458. Help is requested if cuts made may lead to loss of control of tree in falling 

459. Backcut(s) is/are made to provide planned hinge-wood and maintain control of tree 

460. Cutting technique is adjusted in response to movement and condition of tree 

461. Wedges are used to control movement and direction of falling 

462. Falling is completed once initiated 

463. Planned escape route is used when tree starts to fall 

464. Fall of tree and movement on ground are monitored until tree is stable

465. Trees that hang up are immediately cleared or assistance requested

466. Communication with supervisor and other workers is maintained to share relevant workplace information and to ensure personnel co-operation and safety


	RANGE STATEMENT
	

	Trees will have the following characteristics
	height not more than 40 metres

lean and weight distribution which can be adapted to falling direction with the use of wedges and/or control with hinge wood 



	Trees fallen may have the following characteristics
	single leader

sound wood condition in barrel 

Falling may require the use of multiple back cuts 



	Conditions under which falling may be undertaken include
	ground slope not more than 15 degrees

moderate wind speed

absence in growth or fallen trees preventing complete fall

works mainly alone with general supervision available to provide assistance related to planning, falling 



	Visual assessment of tree covers
	size, weight distribution, lean, species, multi leaders, soundness of timber, growth characteristics and stresses



	Occupational health and safety regulations include codes of practice and AS 2727 and requirements include
	carrying of correct first aid kit,

wearing of required personal protection including head, eye, cut proof leg protection, safety footwear and high visibility vest,

manual handling requirements,

maintenance of safe forest practices including location of other people and potential falling objects, recognition of hazards and required actions in bush and tree falling 

use of approved containers for fuel and oil



	EVIDENCE GUIDE
	

	Interdependent assessment of units
	Pre-requisites and co-requisites:


FPIG18A Carry out work in a safe manner


FPIG20A Collect, analyse and organise information – basic


FPIG23A Plan a complete activity


FPIG41A Use basic hand held tools


FPIFGM065A Select trees (for tending operations) 


FPIFGM145A Work within environmental constraints 



	Critical underpinning knowledge 


	Identification and evaluation of structural defects in trees 

All safety and environmental requirements for operation in forest settings 



	Critical underpinning skills 


	Contribute to a tree assessment 

Understand own limitations in conditions and trees for falling 

Assess, plan and fall within the range of variables for trees and conditions 

Select and maintain appropriate equipment 

Prepare and communicate in a manner that maintains efficient falling 

Communicate orally and using hand signals with other operators to maintain effective and safe felling 

Read and interpret written material appropriately for local conditions 

Calculate slopes and weights in the metric system


	Assessment context 


	Competency should be demonstrated in an actual workplace or in a situation that reproduces workplace conditions 



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	1
	–
	2
	–
	–
	1
	2


	UNIT NAME
	Fall trees manually – advanced (non-commercial/non-production)


	UNIT CODE
	FPIFGM112A



	UNIT DESCRIPTOR
	This unit is based on the National Industry Competency Standards Harvesting Sector of the Forest Industries. This unit is intended for use in situations where the production of timber is not the primary focus of the activity.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1.
Plan falling operation
	467. Organisational Occupational Health and Safety procedures, practices, policies, and precautions are observed and followed 

468. Site environmental concerns are adhered to in accordance with relevant national, state, and local legislation and/or regulations 

469. General factors affecting falling requirements and specific forest/site hazards are identified 

470. General falling direction and working face are planned to minimise danger and damage 

471. Falling sequence for individual trees is described

472. Communication with supervisor and other workers is maintained to ensure efficient work flow co-ordination and personnel co-operation 



	2.
Prepare and maintain falling equipment
	473. Organisational Occupational Health and Safety procedures, practices, policies, and precautions are observed and followed 

474. Site environmental concerns are adhered to in accordance with relevant national, state, and local legislation and/or regulations 

475. Chainsaw and component options suitable for planned falling are selected and prepared

476. Chainsaw is checked to relevant standards prior to use 

477. Required support tools, protective equipment, first aid gear, spares, maintenance requirements and fuel are selected, prepared, carried and positioned to minimise falling delays 

478. Characteristics of blunt or damaged chainsaw are recognised 

479. Chainsaw is sharpened and adjusted or components changed to maintain and improve falling safety and productivity 



	3.
Assess conditions and surroundings
	480. Organisational Occupational Health and Safety procedures, practices, policies, and precautions are observed and followed 

481. Site environmental concerns are adhered to in accordance with relevant national, state, and local legislation and/or regulations 

482. Environmental conditions including ground growth canopy, general forest lean, ground slope, ground hazards, wind speed and direction, are identified and used to assess the falling of each tree 




	
	483. Awareness of environmental conditions and the activity of other personnel is maintained and falling activity modified as a result of significant changes

484. Communication with supervisor and other workers is maintained to share relevant workplace information

	4.
Assess tree and plan falling
	485. Occupational Health and Safety and fire safety regulations, policies and precautions are followed

486. Growth is cleared to enable visual assessment of tree to be felled 

487. Tree is visually assessed for falling characteristics 

488. Direction required for falling and degree of error allowable are identified 

489. Trees which cannot be safely felled are referred to supervisor/management 

490. Sequence of cuts to fall tree is planned to control direction of fall 



	5.
Prepare surroundings
	491. Organisational Occupational Health and Safety procedures, practices, policies, and precautions are observed and followed 

492. Site environmental concerns are adhered to in accordance with relevant national, state, and local legislation and/or regulations 

493. Most suitable escape route is selected and cleared of growth and other obstacles

494. Location of other personnel is noted and monitored 



	6.
Fall tree
	495. Organisational Occupational Health and Safety procedures, practices, policies, and precautions are observed and followed 

496. Site environmental concerns are adhered to in accordance with relevant national, state, and local legislation and/or regulations 

497. Additional leaders are removed and cleared in accordance with plan 

498. Scarf is cut to plan in accordance with standards for accuracy 

499. Unexpected characteristics of tree are identified and planning reviewed 

500. Backcut is made to provide planned hinge wood and maintain control of tree 

501. Cutting technique is adjusted in response to movement and condition of tree 

502. Wedges and/or tree jack are used to control movement and direction of falling 

503. Falling is completed once initiated 

504. Planned escape route is used when tree starts to fall 

505. Fall of tree and movement on ground is monitored until tree is stable

506. Trees which hang up are cleared as soon as practical 

507. Communication with supervisor and other workers is maintained to share relevant workplace information and to ensure personnel co-operation and safety


	RANGE STATEMENT
	

	
	Trees of any size and condition that can be safely felled

Falling may require the use of multiple back cuts and/or boring techniques 

Falling will be undertaken in all conditions for which it is safe including slopes up to the maximum allowed by relevant regulations

General factors and site hazards identified and environmental care principles



	Visual assessment of tree covers
	size

weight distribution

lean

species

multi-leaders

soundness of timber

growth characteristics 

stresses



	Clearance for assessment and escape route may require 


	assistance from a dozer or other machine



	Works without supervision relates to


	falling with general guidance on specific work site



	Occupational Health and Safety regulations include codes of practice and AS 2727 and requirements include
	carrying of correct first aid kit,

wearing of required personal protection including head, eye, cut proof leg protection, safety footwear and high visibility vest,

manual handling requirements,

maintenance of safe forest practices including location of other people and potential falling objects, recognition of hazards and required actions in bush and tree falling 

use of approved containers for fuel and oil



	EVIDENCE GUIDE
	

	Interdependent assessment of units
	Pre-requisites and co-requisites:


FPIG18A Carry out work in a safe manner


FPIG20A Collect, analyse and organise information – basic


FPIG23A Plan a complete activity


FPIG24A Plan a complex activity


FPIG29A Solve problems in the workplace – advanced


FPIG41A Use basic hand held tools


FPIFGM065A Select trees (for tending operations) 


FPIFGM145A Work within environmental constraints 



	Critical underpinning knowledge 


	Identification and evaluation of structural defects in trees 

All safety and environmental requirements for operation in forest settings 


	Critical underpinning skills 


	Contribute to a tree assessment 

Understand own limitations in conditions and trees for falling 

Assess, plan and fall within the range of variables for trees and conditions including techniques for control of falling direction consistent with this range 

Select and maintain appropriate equipment 

Prepare and communicate in a manner that maintains efficient falling 

Communicate orally and using hand signals with other operators to maintain effective and safe felling 

Read and interpret written material appropriately for local conditions 

Calculate slopes and weights in the metric system



	Assessment context 


	Competency should be demonstrated in an actual workplace or in a situation that reproduces workplace conditions 



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	1
	–
	2
	–
	–
	1
	2


	UNIT NAME 
	Devise and conduct community consultations



	UNIT CODE 
	LGACOM502A



	UNIT DESCRIPTOR 
	This unit covers devising and conducting community consultations and reporting on results.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	329. Devise consultation strategies
	371. A range of consultative strategies is identified and assessed for suitability

	330. 
	372. Interested and affected parties are identified

	331. 
	373. Resources required to conduct consultation are assessed

	332. 
	374. Consultation strategies are chosen which enable and encourage relevant groups/people to be involved

	333. 
	375. Legislative and organisational requirements are reviewed to ensure strategies meet all criteria



	334. Conduct consultations
	376. Information is prepared which is clear, accurate and appropriate to the needs of the parties

	335. 
	377. All people involved in conducting the consultations are briefed on the process of consultation and the parties involved

	336. 
	378. Information is provided to affected parties at an appropriate time and place

	337. 
	379. Access and equity requirements are implemented in the consultations

	338. 
	380. Measures to expedite community consultation are taken to ensure consultation occurs within an identified timeframe

	339. 
	381. Consultation is undertaken in an orderly manner to ensure all viewpoints are canvassed



	340. Record, analyse and report on results
	382. Responses are grouped and collated into similar categories to facilitate analysis

	341. 
	383. The validity of responses is checked against design criteria

	342. 
	384. Public consultation responses and processes are formatted to enable informed decision making to proceed

	343. 
	385. Appropriate suggestions for improvement are incorporated within design parameters

	344. 
	386. Summaries of responses and adopted amendments are provided to interested parties to ensure public consultation is recognised

	345. 
	387. Other issues raised during consultation are directed to relevant department/person to respond to community concern

	346. 
	388. An accurate report on community consultation is prepared with recommendations to enable informed decision making to occur

	347. 
	389. The overall effectiveness of the consultation process is reviewed and evaluated and action taken where necessary


	RANGE STATEMENT
	

	Access and equity
	Subject matter

Manner in which consultations are conducted

Physical accessibility

Community profile



	Enabling and encouraging relevant groups to be involved
	Physical accessibility

Diverse language needs

Culture (Aboriginal/youth/non-English speaking background)

Physical environment

Number of people



	Information
	Written records

Oral, anecdotes

Reports

Instructions

Directions from supervisor/management

Interviews

Formal and informal team meetings



	Interested parties
	Community groups

Other authorities

Individuals

Emergency authorities (police, fire, ambulance)

Private sector business interests

Special interest groups

Experts



	Resources
	Human

Financial

Locations



	Consultation strategies
	Public meetings

Phone-ins

Questionnaires

Informal gatherings

Door knocks

Council meetings



	Legislation
	Local Government

Anti-discrimination

Planning



	Presentation of information
	Graphics

Models

Computer animations

Video displays

Overheads

Handouts

Display plans

Interpreter service


	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	Community consultation is conducted to ensure the organisation’s image/reputation is maintained or enhanced. Community consultation produces valid and useful information



	Interdependent assessment of units

 
	Pre-requisite units:
Nil

Co-requisite units:
Nil


	Underpinning knowledge
	Relevant organisational policies and procedures

Relevant legislation including planning, anti-discrimination

Relevant sections of local government act

Access and equity issues

Strategies for consultation

Code of conduct, ethics



	Underpinning skills
	Consultation

Presentation

Negotiation and report writing

Research, planning

Information gathering and analysis



	Resource implications
	Access to a range of real or simulated consultation processes including public/community meetings, forums, surveys, door knocks; access to appropriate communications equipment and aids such as overhead projector, computer based presentations



	Consistency in performance
	Evidence will need to be gathered over time across a range of variables depending on organisation’s work-flow and planning cycle as long as the critical aspects of evidence can be demonstrated



	Context of assessment


	On-the-job or in a simulated work environment

	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	2
	1
	2
	2
	1


	UNIT NAME
	Develop and implement environmental health education, promotion and awareness strategies



	UNIT CODE
	LGAEHRH604A



	UNIT DESCRIPTOR
	This unit covers the development and delivery of environmental health awareness programs.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	348. Develop environmental health education, promotion and awareness strategies
	390. Goals and objectives for health education, promotion and awareness are established

	349. 
	391. Information to assist in health needs analysis is identified, researched and collated

	350. 
	392. Health surveys that identify public health needs are developed

	351. 
	393. Existing services and strategies are reviewed and evaluated to ensure relevance

	352. 
	394. Community networks are established and maintained to ensure broad exposure to local development needs



	353. Implement environmental health education, promotion and awareness strategies
	395. Appropriate health education, promotion and awareness programs are developed based on community development needs in accordance with organisational policy

	354. 
	396. Programs are implemented using appropriate educational, promotional and awareness activities

	355. 
	397. Health education, promotional and awareness programs are monitored and evaluated in conjunction with the community to assess performance in relation to goals and objectives of the program



	356. Undertake entrepreneurial programs
	398. The opportunity for an entrepreneurial program is identified from the market place

	1. 
	399. The viability of a program is assessed by internal and external consultation

	2. 
	400. Reports are prepared for the organisation with recommendations and supporting information

	3. 
	401. The program is implemented and monitored to ensure objectives are met within budget, resources and time limitations

	4. 
	402. The program is reviewed and assessed using consumer response and internal audits



	RANGE STATEMENT
	

	Application of this competency will vary according to the organisation’s size, location, organisational structure, resources, state/territory statutory requirements, business/strategic plans, and policies and practices.



	Consultation may include
	Experts

Community

Parents

Funding organisations

Relevant agencies

Regional groups

Industry


	Promotion programs may include
	Immunisation

Nutrition

Smoking

Sunsmart

Mosquito control

Sexually transmitted diseases

Council

Public health plan

Public health policy

Personal skill development

Community action strengthening

Supportive environments

Reorienting services

Behavioural and environmental adaptation

Community development



	Entrepreneurial programs may include
	Videos

Slide tapes

Hard copy

Pamphlets

Books

Software

Badges

Ties

Stickers

Professional consultancy



	Internal and external consultation may include
	Staff

Councillors

Schools

Police

Welfare

Hospitals

Medical institutes

Church groups

Industry and professional expertise

Government departments



	Public health needs may include
	Special requirements of ethnic or minority groups

Demographic groups



	Legislative requirements may include


	Federal, state/territory and Local Government legislation



	Viability may include
	Profit/loss

Break even

Community value



	EVIDENCE GUIDE
	

	Critical aspects of evidence
	Goals and objectives of programs achieved



	Interdependent assessment of units
	Pre-requisite units:
Nil

Co-requisite units:
Nil



	Underpinning knowledge
	Council structure, services and relevant policies

Health services

Health education policy

Promotional strategies


	Underpinning skills
	Program planning

Consultation with public

Budget management

Presentations to public



	Resource implications
	Access to workplace or simulated case studies that provide relevant equipment and materials such as videos, pamphlets



	Consistency in performance
	Competency must be demonstrated in all elements across a range of variables significant to organisation’s size, location and strategic plan



	Context of assessment


	On the job or in a simulated work environment



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	2
	2
	2
	1


	UNIT NAME
	Develop public education programs to improve community compliance with environmental health regulation



	UNIT CODE
	LGAEHRR504A



	UNIT DESCRIPTOR
	This unit covers the development of educational programs to improve compliance and minimise legal actions.



	
	

	ELEMENT
	PERFORMANCE CRITERIA

	1. Identify target groups in the community
	403. Target groups required to comply with legislation and by-laws are identified

	2. 
	404. Characteristics of the target groups are identified

	3. 
	405. Relevant legislation for each group is identified



	4. Identify education strategies for improved compliance
	406. Relevant information to assist target groups with compliance is identified

	5. 
	407. Links with target groups are established to identify needs

	6. 
	408. Data on the effectiveness of various methods is gathered and analysed for effectiveness in the context of target group needs

	7. 
	409. Criteria and specialist knowledge and skills are applied to determine the most suitable methods



	8. Develop programs to encourage compliance
	410. Resources are identified within budget cycle

	9. 
	411. Consultation on the draft program is carried out with stakeholders

	10. 
	412. Feedback relating to targets, relevant policy, community expectations and legislation and resources is evaluated and incorporated, where appropriate, into program plan

	11. 
	413. Actions are prioritised to achieve most effective and efficient results

	12. 
	414. Plan is presented to management for endorsement

	13. 
	415. Plan is distributed to relevant personnel for implementation



	14. Monitor and review the effectiveness of programs
	416. Regular data is collected and analysed to provide accurate measures of performance

	5. 
	417. Comparisons are made with strategy objectives to assess effectiveness

	6. 
	418. Changes to implemented strategy are made as required in a timely manner to ensure outcomes are achieved

	7. 
	419. Information obtained during monitoring and review is used to develop new strategies which are based on accumulated knowledge and experience


	RANGE STATEMENT
	

	Application of this competency will vary according to the organisation’s size, location, organisational structure, resources, state/territory statutory requirements, business/strategic plans, and policies and practices.



	Target groups
	Restaurants

General public for immunisation

Littering

Waste disposal



	Types of constraints
	Budgets

Resources

Timelines

Expertise

Available data



	Stakeholders
	Council

Community

Government

Government agencies

Interest groups

Industry

Business

Community experts



	Responsible parties
	Existing staff

Project staff

Consultants

Government agencies

Voluntary regional organisations of Councils

Community experts

Volunteers



	Education strategies
	Use of:

· existing programs from other organisations/communities

· experts or consultants with relevant skills

· action learning strategies

· workshops

· advertising

· signage

· printed materials (including state of the environment reports)

· environmental protection authority publications etc

· the mass media

· public education



	Data
	Surveys

Questionnaires

References

Target group input

Existing reports and programs

State of the environment reports

Council management/corporate plans



	Criteria to prioritise issues and identify targets
	Scientific data

Seriousness of impact of non compliance

Likelihood of action making a difference

Cost effectiveness

Community expectations

Legislation

Timeframes

Budget constraints



	Resources
	Funding from outside sources

Use of community resources

Resources from other organisations including Councils in the

region



	EVIDENCE GUIDE
	

	Critical aspects of evidence
	Identification of target groups

Identification of education methods for compliance

Consultation on proposed program

Finalised program



	Interdependent assessment of units
	Pre-requisite units:
Nil

Co-requisite units:
Nil


	Underpinning knowledge
	Relevant legislation

Public education methods

Council policy and procedures for compliance

Community networks

Council structure and services

Compliance



	Underpinning skills
	Presentation to a diverse community

Plan and review programs

Consultation with public/target groups

Qualitative and quantitative research

Program design

Plan and organise activities

Problem solving

Communicate with public and adapt communication to accommodate language and cultural differences



	Resource implications
	Access to workplace or simulated case study that encompasses the following resources:

· access to target groups, Council staff

· access to real or simulated data sets

· access to relevant legislation and examples of Council policies and procedures for compliance

· access to environmental reports



	Consistency in performance
	Evidence will need to be gathered over time across a range of variables



	Context of assessment


	On the job or in a simulated work environment



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	1
	2
	0
	2
	1


Example

Collect, analyse and organise information – work according to documented plans, work procedures or the administration of council information

Communicate ideas and information – communicate work requirements to relevant internal or external clients or respond to queries or complaints from community members

Plan and organise activities – construct or maintain work activities according to plans and programs

Work with others and in teams – liaise with relevant personnel

Use mathematical ideas and techniques – measure and calculate quantities or compile spreadsheets

Solve problems – make adjustments to suit needs or respond to community member queries and interpret the appropriate application of by-laws and environmental control and compliance plans

Use technology – use appropriate technology such as personal computers in the performance of duties

	UNIT NAME 
	Attend requests for building and planning information and advice



	UNIT CODE 
	LGAPLEM403A



	UNIT DESCRIPTOR 
	This unit covers responding to and prioritising requests for building

and planning information and advice.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	357. Identify nature and type of service requests
	420. Requests are assessed to establish if they are within the jurisdiction and ability of the building or planning area of relevant authority and referred as appropriate

	358. 
	421. Requests are assessed to establish necessity for compliance with statutory requirements

	359. 
	422. Time required to service requests is established to identify if an immediate response will satisfy requirements

	360. 
	423. Requests requiring additional research are prioritised and recorded to ensure important matters are finalised promptly



	361. Research information relevant to service requests
	424. Accurate research and action is undertaken in priority order to obtain required information or result

	362. 
	425. Sources of relevant information are correctly identified

	363. 
	426. Information is collated to enable preparation of a satisfactory response to the request

	364. 
	427. Professional advice is identified and incorporated where appropriate

	365. 
	428. Affected relevant authorities are consulted



	366. Determine suitable response
	429. Response is prepared within statutory constraints and levels of authority that protects organisation’s interests

	367. 
	430. Response facilitates discussion and consultation so that client expectations can be satisfied

	368. 
	431. Relevant form of response is selected within organisation’s policy and procedures



	369. Communicate information and advice
	432. Written information and advice provided is clear and concise to minimise the need for follow-up action

	370. 
	433. Verbal advice is presented clearly and in a courteous manner so that the need for follow-up is minimised

	371. 
	434. Advice given is recorded according to organisation’s procedures

	16. 
	435. Discretionary advice on major issues is made available according to organisation’s policy and procedures


	RANGE STATEMENT
	

	Application of this competency will vary according to the organisation’s size, location, organisational structure, resources, state/territory statutory requirements, business/strategic plans, and policies and practices.

In some organisations, competency in servicing requests for both building and planning information and advice will be required while in others competency in either building or planning may be required.



	Requests
	Verbal (face-to-face or telephone)

Written

Complaints

Technical advice

Problems

Information

Copy of plans

Property enquiries

Access to Council records



	Research
	Literature survey

Obtaining telephone information

Checking Council records

Statutory controls



	Jurisdiction and ability
	Freedom of information

Copyright

Council policy

Relevant building and planning legislation

State acts and policies



	Response
	Written

Verbal



	Professional advice
	Statutory authorities

Building surveyors

Engineers

Town planners



	Information
	Written records

Oral

Anecdotes

Reports

Instructions

Directions from supervisor/management

Interviews

Formal and informal

Team meetings

Reports from other services

Agencies

Specialists

Experts

Media


	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	Accurate, timely and courteous advice is provided

All relevant building and planning requirements are met



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil


	Underpinning knowledge
	Relevant building and/or planning legislation requirements

Council development control, planning and customer service policies and practices

Council building and/or planning application procedures

Materials and construction techniques



	Underpinning skills
	Telephone

Face-to-face and front counter customer service

Interpersonal/written and verbal communication strategies within a multicultural/diverse community

Research and calculations



	Resource implications
	Access to workplace or case study that encompasses such resources as copies of relevant building and planning legislation, examples of Council policies and procedures, reports and Council records, access to experts such as building surveyors, engineers, town planners



	Consistency in performance
	Evidence will need to be gathered over time across a range of variables depending on organisation’s work-flow and planning cycle as long as the critical aspects of evidence can be demonstrated



	Context of assessment


	May be undertaken on-the-job or in a simulated work environment



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	0
	2
	1
	0
	1


	UNIT NAME 
	Prepare and present geographic information systems data



	UNIT CODE 
	LGAPLEM404A



	UNIT DESCRIPTOR 
	This unit covers designing, generating and producing information to meet user requirements.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	372. Identify presentation requirements
	436. Presentation requirements are determined in consultation with end user

	373. 
	437. Extent, content and intended use of output are considered in recommending presentation formats and medium



	374. Format and present data
	438. Relevant data elements are assembled

	375. 
	439. Procedures are designed for formatting data into compatible format

	376. 
	440. Data format(s) are selected to meet customer requirements

	377. 
	441. Information is presented to meet user requirements using suitable media in an attractive, informative and useable manner

	378. 
	442. Information is presented in line with appropriate Australian standards



	379. Ensure customer satisfaction
	443. Work is completed in line with organisation’s quality requirements

	380. 
	444. Feedback is sought from customer regarding satisfaction with information and presentation

	381. 
	445. Any areas of dissatisfaction are resolved in line with organisation’s policy and procedures

	382. 
	446. Customer feedback is analysed and used as a quality improvement tool



	RANGE STATEMENT
	

	Application of this competency will vary according to the organisation’s size, location, organisational structure, resources, state/territory statutory requirements, business/strategic plans, and policies and practices



	Output formats
	Hard copy

Digital graphic output

Spreadsheet

Data base

Word processing document

Maps

Sticky labels

Desktop published document



	Quality requirements
	Percentage rework

Allowable timeframe durations


	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	Customer requirements are met

Presentation is in line with Australian standards



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil


	Underpinning knowledge
	Display principles including colour, composition, layout, text and line style, appropriate scale, media, fonts, font sizes, legends, projectives

Use of software and hardware such as GIS, CAD, desktop publishing, desktop mapping, multimedia, graphic animation, plotters, printers, terminals

Australian standards: drawing

Council policies relevant to information presentation



	Underpinning skills
	Layout and design

Attention to detail

Consultation and negotiation with customers



	Resource implications
	Access to workplace or simulated case study that provides the following resources: relevant hardware and software such as GIS, CAD, desktop publishing, desktop mapping, spreadsheets, word processing, multimedia, graphic animation, plotters, printers, terminals



	Consistency in performance
	Evidence will need to be gathered over time across a range of 

variables



	Context of assessment
	On the job or in a simulated work environment



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	1
	2
	2
	1
	3


	UNIT NAME 
	Achieve an efficient and sustainable use of natural resources



	UNIT CODE 
	LGAPLEM501A



	UNIT DESCRIPTOR 
	This unit covers the identification, implementation and monitoring of strategies for sustainable resource use.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	383. Assess resource availability
	447. Data on resources where organisation can influence use are identified and collated in a comprehensive manner

	384. 
	448. Targeted resources are defined in house and/or in the Local Government area by type, amount and degree of availability



	385. Assess current resource utilisation
	449. Reliable measurable indicators of resource utilisation are identified to provide data on resource consumption

	386. 
	450. Measurement is undertaken accurately and comprehensively

	387. 
	451. Comparisons are made against identified practice from a variety of sources and accepted standards of performance



	388. Develop strategies for efficient resource usage
	452. The potential for efficient resource usage is identified

	389. 
	453. A practical feasibility analysis is carried out on opportunities and options for minimisation in the local context

	390. 
	454. Strategies are selected and prioritised based on effectiveness, efficiency and availability of resources

	391. 
	455. Personnel responsible for strategy implementation are identified

	392. 
	456. Strategies are presented at appropriate level in organisation for endorsement and are referred to appropriate personnel for implementation



	393. Monitor and review effectiveness of ways to reduce resource usage
	457. Regular data is collected and analysed to provide accurate measures of performance

	17. 
	458. Comparisons are made with strategy objectives to assess effectiveness

	18. 
	459. Changes to implementation strategy are made as required in a timely manner to ensure outcomes are achieved or alternatives introduced

	19. 
	460. Information obtained during monitoring and review is used to develop new strategies which are based on accumulated knowledge and experience

	20. 
	461. Information is shared on a regular basis with other relevant agencies



	RANGE STATEMENT
	

	Application of this competency will vary according to the organisation’s size, location, organisational structure, resources, state/territory statutory requirements, business/strategic plans, and policies and practices.



	Resources
	Water

Energy

Timber

Soil/sand/rock

Ores

Air


	Assessments
	Audits (e.g. energy audits)

Surveys



	Information
	Internet information

State of the environment reports

New technology developments related to sustainability

Results of monitoring and research



	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	Comprehensive data of local relevant resources

Relevant data gathered from a variety of sources

Analysis of data to indicate options for sustainable use of resources

Evidence of consultation with appropriate stakeholders to gain support for identified strategies

Clear and accessible reports which provide practical strategies evidence of review and monitoring of strategies

Material prepared and disseminated to community and other stakeholders



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil


	Underpinning knowledge
	Environmental issues

Principles of ecologically sustainable development

Impacts of overuse of resources on the environment

State of the environment reports

Relevant legislation

Resources available

Resource usage minimisation

Community needs and expectations

Regulations/standards/policies

Training requirements

Community information

Community demographics

Council policies and protocols



	Underpinning skills
	Data gathering

Analytical

Budget cycle

Program planning, review and monitoring

Evaluation processes

Presentation



	Resource implications
	Access to natural resources which forms the focus of the assessment including water resources, land resources, soil and rock, and air

Access to previously collected data such as surveys, government reports, academic research, the internet



	Consistency in performance
	Evidence will need to be gathered over time across a range of variables



	Context of assessment
	On-the-job or in a simulated work environment


	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	2
	1
	2
	1


	UNIT NAME 
	Improve community knowledge and skills in environmental management practices



	UNIT CODE 
	LGAPLEM506A



	UNIT DESCRIPTOR 
	This unit covers identifying, implementing and reviewing methods for improving community knowledge and skills in environmental management practices.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	394. Identify the demographic composition of the community and interest groups and organisations in the community


	462. Demographic data on community is gathered and collated

	395. 
	463. Community interest groups and organisations are identified

	396. 
	464. Data is analysed to identify the composition and characteristics of the local community

	397. Identify the community need for information, skills and opportunities for involvement in environmental management practices
	465. Relevant information to assist community knowledge, skills and opportunities for community involvement in environmental management is identified, researched and collated

	398. 
	466. Links with community interest groups, organisations and the broader community are established to identify information, skills and opportunities

	399. 
	467. Community needs and opportunities for community involvement are established

	400. 
	468. Gaps between expectations and current environmental management practices in the community are identified

	401. 
	469. The need for modification or improvement of existing environmental practices in the community is identified

	402. 
	470. New areas which require the implementation of environmental management practices in the community are identified



	403. Identify and assess the effectiveness of methods for creating and raising community awareness of environmental management practices
	471. Data on the effectiveness of various methods is gathered and analysed in the context of known community data and environmental management targets

	404. 
	472. Criteria for determining the range and effectiveness of methods are determined based on known information

	405. 
	473. Criteria are applied to known methods in order to determine relative effectiveness

	406. 
	474. Specialist knowledge and skills are applied to determine the most suitable methods in the community




	407. Implement appropriate methods to improve community awareness, skills and involvement in community environmental management practices
	475. Financial resources are identified within budget cycles to support the achievement of required outcomes

	408. 
	476. Personnel are identified, trained and assigned to tasks so that strategy requirements for skills and knowledge are met

	409. 
	477. Physical facilities and equipment are identified and procured within budget cycles

	410. 
	478. Prioritised methods are implemented appropriately by identified staff

	411. 
	479. Improvement in community awareness of environmental issues is achieved in accordance with local policy, procedures and relevant legislative requirements



	412. Monitor and review levels of community awareness
	480. Regular data is collected and analysed to provide accurate measures of performance

	21. 
	481. Comparisons are made with required outcomes to assess effectiveness

	22. 
	482. Recommendations are made for changes to methods and systems

	23. 
	483. Changes to methods and systems are made to ensure outcomes are achieved

	24. 
	484. Information obtained during monitoring and review is used to develop new methods and systems which are based on accumulated knowledge and experience



	RANGE STATEMENT
	

	Application of this competency will vary according to the organisation’s size, location, organisational structure, resources, state/territory statutory requirements, business/strategic plans, and policies and practices.



	Data on community
	Australian Bureau of Statistics data

Community profiles

Information gathered from community groups and organisations 



	Community knowledge
	Awareness of methods of information distribution

Methods for suggesting improvements in systems

Knowledge of local authority environmental management policies and practices

Knowledge of other organisation’s environmental management policies and practices

Community education techniques

Networks

Environmental management expertise



	Community skills
	Composting

Mulching

Worm farming

Sorting of waste

Community education

Action learning

Media skills

Building materials

Energy efficiency (e.g. solar, water)

Vegetation

Handling and disposal of toxins


	Effectiveness criteria
	The range of education and marketing methods used

Consistency of involvement

Level and quality of training provided

Level and quality of involvement from each section of the community

Funding and resources required to support the involvement

Quality and level of benefit derived from involvement

Goals for involvement

Available resources and funds



	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	A range of relevant environmental management practices identified and documented

Community consultation carried out and documented

Resources identified within budget cycle

Topics prioritised relevant to community expectations, identified outcomes and resource constraints

A variety of methods to improve community knowledge, skills and opportunities for involvement is activated

Monitoring and review process carried out and results documented



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil


	Underpinning knowledge
	Environmental issues

Community needs and expectations

Council structure, services, policies and procedures

Training requirements/networks

Community development strategies

Native Title



	Underpinning skills
	Collection and analysis of quantitative and qualitative data

Community consultation

Community education

Presentation of information to diverse groups/individuals

Programming of activities

Program planning implementation and review

Budgeting

Evaluation



	Resource implications
	Access to relevant data sets including Australian Bureau of Statistics, community profiles

Access to real or simulated community consultation processes such as workshops, forums, participation in community events



	Consistency in performance
	Evidence will need to be gathered over time across a range of variables



	Context of assessment


	On-the-job or in a simulated work environment



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	2
	1
	2
	1


	UNIT NAME 
	Develop ecologically sustainable land management systems



	UNIT CODE 
	LGAPLEM606A



	UNIT DESCRIPTOR 
	This unit covers the development, implementation and monitoring of ecologically sustainable land management systems.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	413. Identify current land condition, uses and practices


	485. Existing data is collated and reviewed to identify current land uses, condition and practices

	414. 
	486. Need for additional information is assessed as required

	415. Undertake a land capability study
	487. Information needs required to assess land capability are determined

	416. 
	488. Suitable methods to collate information on land capability are established

	417. 
	489. Information on land capability is collected from primary and secondary sources using objective and best practice techniques

	418. 
	490. Data to identify major characteristics of land capability is analysed, collated and tabulated

	419. 
	491. A clearly written and illustrated report is prepared on land capability with clearly documented conclusions supported by available evidence



	420. Develop optional land management strategies
	492. Information on land capability, condition and uses is assessed to identify evidence of inappropriate practices

	421. 
	493. Local and regional/national significance factors are considered in the review of land capability

	422. 
	494. Preferred land use options are established

	423. 
	495. Areas of degradation requiring urgent attention are classified

	424. 
	496. Appropriate land uses are clearly established based on an assessment of land capability, planning zone modifications and existing conditions



	425. Develop action plans for identified land management strategies
	497. Action plans to implement strategies are prepared setting priorities, timelines and relevant responsibilities

	426. 
	498. Draft strategy documentation is prepared clearly presenting all data and recommendations

	427. 
	499. Draft strategy is released for public comment providing adequate time for considered input

	428. 
	500. Final strategy and action plan is prepared incorporating public and expert input to assist in achieving strategy objectives



	429. Implement strategies to achieve ecologically sustainable land management
	501. Educational packages are developed to inform land owners of preferred strategies for land use

	430. 
	502. An appropriate protocol for organisation staff is prepared

	431. 
	503. Co-operative and consultative arrangements are established with other land management authorities, landowners and relevant Councils

	432. 
	504. Action plans based on endorsed strategies are implemented in accordance with agreed timelines and budget


	433. Monitor and review the effectiveness of land management strategies
	505. Regular data is collected and analysed to provide accurate measures on performance

	434. 
	506. Comparisons are made with strategy objectives to assess effectiveness

	435. 
	507. Changes to strategy are made as required to ensure outcomes are achieved

	25. 
	508. Information obtained during monitoring and review is used to develop new strategies which are based on accumulated knowledge and experience



	RANGE STATEMENT
	

	Application of this competency will vary according to the organisation’s size, location, organisational structure, resources, state/territory statutory requirements, business/strategic plans, and policies and practices.



	Ecologically sustainable may include a combination of


	Development

Waste minimisation

Water

Power

Forest

Timeframe

Community contribution

Community return

Mineral

Timber

Economic/controlling body viability



	Strategies
	Formalised land use incentive programs



	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	Collection and analysis of information on land capability and sustainable practices

A written and appropriately illustrated report on land capability and sustainability challenges and opportunities

Action plans with priorities’ timelines and responsibilities are produced

Educational materials are developed and disseminated

Monitoring and review processes and reports are put in place

Relationship to Native Title



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil


	Underpinning knowledge
	Agricultural/forestry practices

Land capabilities

Land management practices

Council structure and services

Council planning

Relevant organisations

Relevant legislation including Native Title


	Underpinning skills
	Data collection

Analytical

Presentation

Policy planning

Program planning

Monitoring

Consultation with diverse community, relevant authorities

Budgeting/budget cycle



	Resource implications
	Access to workplace or simulated case study that includes access to an appropriate land area

Access to real or simulated consultation processes; data systems

Access to Council staff

Provision of relevant technical information



	Consistency in performance
	Evidence will need to be gathered over time across a range of variables



	Context of assessment
	On-the-job or in a simulated work environment



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	2
	1
	2
	1


	UNIT NAME 
	Identify and evaluate options to improve road safety



	UNIT CODE 
	LGAPLEM608A



	UNIT DESCRIPTOR 
	This unit covers the identification of road safety risks, development of options and assessment of their effectiveness.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	436. Identify road safety risks
	509. Records and statistics are monitored, both day and night, to identify problems and areas of risk

	437. 
	510. Complaints, requests, comments and observations are analysed to identify problems or areas of risk



	438. Assess road safety risks
	511. Risk sites are investigated to clearly establish conditions and causes of accidents and collisions

	439. 
	512. Research is undertaken to collect evidence regarding identified risks

	440. 
	513. Identified risks are compared and assessed against legislative requirements, codes of practice, relevant Australian standards and community expectations

	441. 
	514. Clear priorities based on a ranking of safety factors are established



	442. Develop and evaluate options
	515. Options relevant to reducing risk are identified

	443. 
	516. Acquisition or resumption of land is identified

	444. 
	517. All options are assessed on the basis of cost effectiveness, efficiency and practicality

	445. 
	518. Preferred option to reduce risk is selected based on Council guidelines



	446. Present preferred options to Council
	519. Council ‘approval in principle’ is obtained

	447. 
	520. Statutory and other relevant authority approvals are obtained in required timeframes with minimal modification to the preferred option

	448. 
	521. Opportunities are provided for community consultation to maximise acceptance of preferred option

	449. 
	522. Clear, concise documentation is prepared that provides full preliminary cost details

	450. 
	523. Options and recommendations, supported by clear rationale, are submitted to Council for endorsement



	451. Prepare detailed design
	524. Initial brief and regular, clear communication with design personnel is undertaken

	26. 
	525. Implementation timeframes are advised to design personnel to ensure detail design is completed as required

	27. 
	526. Design development is monitored to completion to ensure no errors or omissions are made

	28. 
	527. A safety design audit is undertaken

	29. 
	528. Final detailed cost estimates are accurately prepared




	RANGE STATEMENT
	

	Application of this competency will vary according to the organisation’s size, location, organisational structure, resources, state/territory statutory requirements, business/strategic plans, and policies and practices.



	Accidents and collision causes
	Speed

Volume

Sight distance

Vehicles

Pedestrians

Cyclists

Road and roadside environment

Weather

Transport mode 



	Environment contexts
	Metropolitan

Urban

Regional

Rural

Industrial

Residential

Commercial



	Research types
	Surveys

Observation

Accident statistics

Literature studies

Applicable standards

Questionnaires

Gathering local knowledge



	Affected parties
	Local occupants

Neighbours

Emergency services

Public transport

Through traffic



	Funding options
	Local Government

State government

Federal government

Private developers

Schools

Community groups

Relevant authorities



	Treatment
	Construction

Diversion

Speed zones

Speed humps

Traffic lights

Roundabouts

Education programs

Public awareness campaigns

Police liaison groups

Multilingual information services



	Council guidelines
	Risk assessment

Cost benefit ratio

Community expectations


	Community
	Commercial

Rate payers

Land holders

Residents

Industrial

Rural



	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	Production of accurate information

Analysis of sites and information

Data interpretation

Survey development

Presentation and endorsement of options

Effective problem solving based on research



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil


	Underpinning knowledge
	National and state traffic management policy

Traffic classification and statistics

Traffic legislation

Traffic standards and guidelines

Traffic engineering practice

Analytical methods

Council policy, structure and services

Accident records

Road safety

Traffic laws



	Underpinning skills
	Consultation and negotiation with a range of stakeholders

Qualitative and quantitative research methodologies

Traffic planning

Policy interpretation

Traffic engineering design and application

Accident analysis

Application of standards and guidelines

Written and verbal reporting

Forecasting trends

Estimating resources

Procurement procedures

Cost control

Safety auditing



	Resource implications
	Access to workplace or simulated case study that provides the following resources: computer data bases/relevant accident statistics

Survey equipment, land and traffic survey

Access to risk sites

Access to relevant legislative requirements, council guidelines and Australian standards for road safety



	Consistency in performance
	Evidence will need to be gathered over time across a range of variables



	Context of assessment
	On-the-job or in a simulated work environment




	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	2
	3
	2
	3
	3
	2


	UNIT NAME 
	Implement and manage environmental management policies, plans, procedures and programs



	UNIT CODE 
	NWP505A



	UNIT DESCRIPTOR 
	This unit addresses the activities associated with the implementation and management of environmental management policies, plans, procedures and programs.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	452. Gather environmental management information
	529. Read, review and interpret the enterprise environmental policies and plans against current legislation and perceived stakeholder attitudes and expectations

	453. 
	530. Identify all stakeholders and their relationship with the enterprise and their impact or relationship with the policies and plans

	454. 
	531. Establish the available resources to implement the policies and plans

	455. 
	532. Confirm the responsibilities and authorities as outlined in the policies and plans

	456. 
	533. Establish best practice procedures for the implementation of the management plans



	457. Implement and monitor environmental policies and plans
	534. Environmental management processes and workplace procedures are developed and implemented, to achieve policy and plan objectives and performance criteria

	458. 
	535. Monitor effectiveness of policies and plans against objectives, timelines and key performance indicators

	459. 
	536. Audit environmental management processes and workplace procedures

	460. 
	537. Review and modify processes and procedures to achieve policy and plan objectives



	461. Identify environmental impacts and assess risks
	538. Existing and potential events that may affect the environment are identified, quantified and reported

	462. 
	539. Existing and potential environmental management risks are identified, quantified and reported

	463. 
	540. Work activities, which may cause harm to the environment, are identified, quantified and reported in accordance with enterprise procedures



	464. Implement and monitor the procedures for quantifying environmental impacts and controlling risks
	541. Work procedures to control risks are implemented and adherence to them is monitored to achieve the policy and plan objectives

	465. 
	542. Risk control measures are monitored and results reported in accordance with workplace procedures

	466. 
	543. Inadequacies in risk control measures are identified, reported to the appropriate authority, and remedied in accordance with enterprise procedures

	467. 
	544. Environmental impacts are quantified and recorded in accordance with legislative requirements and workplace procedures

	468. 
	545. Adverse environmental impacts are reported and recommendations made to minimise the impacts, in accordance with enterprise and legislative requirements


	469. Implement and monitor procedures for dealing with environmental incidents
	546. Workplace procedures for managing incidents of environmental significance/harm are implemented to ensure prompt control and remediation

	470. 
	547. Incidents of environmental impact are investigated to identify their cause in accordance with investigation procedures or environmental audit requirements

	471. 
	548. Control measures to prevent recurrence and minimise risks of events are implemented in accordance with the environmental policy and/or plan

	472. 
	549. Incidences of environmental impact/significance/harm are recorded and reported in accordance with enterprise procedures and legislative requirements



	473. Maintain environmental records
	550. Environmental management records for the work area are accurately and legibly completed in accordance with workplace requirements and legislative requirements

	30. 
	551. Environmental records are stored for easy access and review in accordance with the policy and plan requirements

	31. 
	552. Environmental records are regularly reviewed and assessed to identify long term trends and impacts

	32. 
	553. Results of record reviews are reported in accordance with the policy and plan requirements



	RANGE STATEMENT
	

	Work in this unit is typically carried out under broad or limited guidance. The differences in emphasis in the performance criteria will be reflected by the size and complexity of the task, enterprise or environmental boundaries.



	Environment
	Surroundings in which an enterprise and/or industry operates, including air, water, land, natural resources, flora, fauna, humans and their interrelation

Protection of the environment would require the proper disposal of waste materials, restriction of burning off, the correct handling of toxic substances, the containment of CFCs and the like

The protection of the environment would also include the minimisation of those factors that contribute, directly or indirectly, to the production of greenhouse gases

These contributing factors might include the minimisation of waste materials, the correct use of enterprise vehicles and machinery, the re-use or recycling of trade materials where possible and the overall reduction of energy usage through general awareness and the use of appropriate technologies



	Environmental impact
	Any change to the environment whether adverse or beneficial, wholly or partially resulting from an enterprises activities, products or services



	Environmental management system
	That part of the overall management system which includes organisational structure, planning activities, responsibilities, practices, procedures, processes and resources for developing, implementing, achieving, reviewing and maintaining the environmental policy

These definitions are sourced from AS/NZS ISO 14001(Int): 1995, Environmental Management Systems – Specifications with guidance for use


	
	Environmental legislation may include:

· relevant federal legislation

· relevant state/territory legislation

· relevant local government by-laws

· relevant government or quasi government policies and regulations

· relevant community planning and development agreements (e.g. land care agreements)

Incidents of environmental impact may include:

· emissions to air

· releases to/of water

· releases to land

· disposal of waste

· contamination of land

· impact on communities

· destruction of habitat

· use of energy sources

· waste generation processes and technologies

· extraction of water

· changes to water temperature

· changes to water salinity

· regulation of flow

· land use

· and may involve the implementation of emergency responses

Environmental management documentation may include:

· information on applicable environmental laws or other requirements

· complaint records

· training records

· process information

· process operational log books

· inspection, maintenance and calibration records

· relevant contractor and supplier information

· incident reports

· information on emergency preparedness and response

· records of significant environmental impacts

· audit results

· management reviews



	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	Achievement of competency in this unit is based on all of the following conditions being met:

· demonstrating consistent performance for each element across a representative range of applications

· meeting the performance criteria associated with each element by employing the techniques, procedures, information and resources available in the workplace from those listed in the Range Statement

· demonstrating an understanding of the underpinning knowledge and the application of skills as described under Knowledge and Skills


	Interdependent assessment of units


	Not provided in original

	Underpinning knowledge
	Enterprise consultation processes

Economic systems and development needs

Enterprise emergency response requirements

Occupation health and safety legislation

Control procedures

Enterprise environmental policies

Risk assessment procedures

Relevant legislative requirements

Environmental legislation

Environmental management records



	Underpinning skills
	Apply relevant legislative requirements

Apply enterprise environmental policies

Consultation and communication with internal and external groups and or individuals

Assess environmental risks

Apply control procedures

Respond to emergencies

Manage records



	Resource implications
	Not provided in original



	Consistency in performance


	Not provided in original

	Context of assessment
	This Unit of Competence will be best addressed in the workplace or in a simulated workplace and under the normal range of workplace conditions. Assessment should also include those aspects of core competencies that are consistent with the work environment of this unit



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	3
	3
	2


	UNIT NAME 
	Contribute to the development of policy



	UNIT CODE 
	PSPPOLD401A



	UNIT DESCRIPTOR 
	This unit covers the provision of assistance to the policy development process.



	ELEMENT 
	PERFORMANCE CRITERIA

	474. Gather information on policy implementation/ needs


	554. Information required to support the policy development and implementation process is identified, gathered, recorded and stored as required

	475. Contribute to the evaluation of policy, its development and implementation
	555. Information relating to the expected outcomes of the policy is identified, gathered, recorded, stored and analysed before, during and/or following policy implementation as required

	476. 
	556. Information relating to the process of policy development is identified, gathered, recorded, stored and analysed during policy development as required



	477. Provide feedback on the development of policy


	557. Oral or written feedback on the policy development process, policy implementation and the policy itself is provided to the policy developer

	RANGE STATEMENT
	

	Policy may include
	Any policy required by an organisation for its own functioning or to meet board or government directives



	Information gathering may include
	Consulting with stakeholders

Developments in other public sector or private sector organisations

Evaluation of similar policies

Benchmarking

Pilots or trials of policy

Quantitative or qualitative data

Survey instruments



	EVIDENCE GUIDE 
	

	This Evidence Guide must be read in conjunction with the Assessment Guidelines for the National Public Services Training Package.



	Critical aspects of evidence
	Integrated demonstration of all elements of competency and their performance criteria; and

The process of development of policy is supported



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil

Co-assessed units:
This unit may be assessed with any of the generalist public service specific units at Certificate III or above



	Underpinning knowledge
	Government processes

Organisation processes

EEO, equity and diversity principles


	Underpinning skills
	Communication

Ability to work in a team

Research and evaluation

Cross-cultural competence, including gender and disability



	Resource implications
	This unit of competency should be assessed in the workplace, but in the event that there is no access to a workplace a simulated workplace can be used but such simulation must replicate workplace conditions in terms of: performing the task; managing a number of different tasks; coping with irregularities and breakdowns in routine; dealing with the responsibilities and expectations of the workplace, including working with others; and transferring competency to new workplace situations



	Consistency in performance
	Knowledge and performance to be assessed over time to confirm consistency in performance



	Context of assessment


	This competency should be assessed on-the-job where possible

	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	2
	2
	2
	1


	UNIT NAME 
	Promote client compliance with legislation



	UNIT CODE 
	PSPREG402A



	UNIT DESCRIPTOR 
	This unit covers provision of information and advice by non-police personnel in one-to-one and group situations to raise awareness, encourage understanding and improve compliance with legislative requirements.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	478. Advise and assist clients to comply with legislation
	558. Client needs and expectations are confirmed

	479. 
	559. Information provided to clients is current, timely and meets the specific needs of clients in its range, depth and form of presentation

	480. 
	560. Feedback is obtained on the client’s level of understanding and additional information or explanation clarifies issues if required 

	481. 
	561. Clients are advised of processes and timelines when interpretation/advice from others is needed for complex matters



	482. Implement strategies to improve compliance and protect the community
	562. Communication strategies are tailored to the audience and the context

	483. 
	563. Presentation standards meet organisational guidelines and the needs of clients

	33. 
	564. Information provided to clients and the community is current and promotes the benefits of compliance

	34. 
	565. Community rights and responsibilities and avenues for public redress under the legislation are highlighted

	35. 
	566. Content and communication strategies are adjusted in response to feedback gathered from a range of clients



	RANGE STATEMENT
	

	Legislation and policies may include
	Enabling and related legislation

Legal precedents

Organisational policy and procedures

Equal employment opportunity and anti-discrimination law



	Clients may include
	Individuals; organisations

General public

Key stakeholders from industry

Industry groups

Unions

Students

Community/ specific interest groups

Other government agencies


	Information may include
	Verbal advice or explanation

Written materials

Brochures

Videos

Electronic media: floppy disk, CD-ROM, e-mail, Internet


	Communication strategies may

include
	One-to-one

Informal discussion

Telephone call

Small group discussion/presentation

Large group presentation

Written paper-based or electronic presentation

Teleconference

Video-conference



	Contexts may include
	Telephone

Face to face

Public forums

In the workplace

In the field

Front counter

Call centres

Video-conferencing

E-mail

Web-site



	Presentation standards may include
	Dress

Punctuality

Preparedness

Manner

Handouts

Overhead transparencies/slide shows

Questioning techniques

Customisation to meet the needs of a diverse workplace



	EVIDENCE GUIDE 
	

	This Evidence Guide must be read in conjunction with the Assessment Guidelines for the National Public Services Training Package.



	Critical aspects of evidence
	Integrated demonstration of all elements and their related performance criteria; and

Information reflects legislation while presentation is adjusted to suit different audiences



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil

Co-assessed units:
PSPREG401A Exercise Regulatory Powers

This unit may also be co-assessed with any of the generalist public sector specific units at Certificate III and above

It is recommended that co-assessment occurs with some or all of the following units: PSPETHC301A Uphold the Values and Principles of Public Service OR PSPETHC501A Promote the Values and Principles of Public Service; PSPLEGN301A Comply with Legislation in the Public Sector OR PSPLEGN501A Promote Compliance with Legislation in the Public Sector; PSPPOLI401A Support Policy Implementation; PSPGOV401A Apply Knowledge of Government Processes; and PSPGOV308A Work Effectively with Diversity




	Underpinning knowledge
	Knowledge of relevant legislation

Policies and legal precedents

Organisational protocols

Industry knowledge

Cultural awareness

Diversity

Learning styles

Delivery approaches

Equal employment opportunity

Equity and diversity principles



	Underpinning skills
	Communication skills

Presentation skills

Research skills including legal research

People skills – conflict resolution

Coaching, problem solving

Cross-cultural competency, including gender and disability

Information technology skills

Using an Internet web browser

Reading and explaining complex and formal documents such as legislation and their application to clients’ situations

Advice and discussion using complex exchanges of oral information



	Resource implications
	Simulated workplace for off-the-job assessment using scenarios, case studies or role plays; access to workplace for those not employed



	Consistency in performance
	Assessment to be conducted over time across a range of workplace scenarios to assess consistency of performance



	Context of assessment


	This competency may be assessed on or off-the-job

	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	2
	1
	2
	1


	UNIT NAME 
	Assess compliance with legislation



	UNIT CODE 
	PSPREG403A



	UNIT DESCRIPTOR 
	This unit covers risk assessment, monitoring of situations, environments and behaviours, and analysis of information by non-police personnel to assess compliance with legislation.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	484. Monitor areas under jurisdiction
	567. Information, allegations and complaints are recorded and responded to in a timely manner and in accordance with legislation, policy and procedures

	485. 
	568. Risk assessment analysis is conducted to identify and prioritise areas for monitoring

	486. 
	569. Monitoring is conducted in accordance with legislation, policy and procedures

	487. 
	570. Inspections and/or audits are conducted in accordance with organisational policy and procedures

	488. 
	571. Safety of self and others is protected in accordance with legislation, policy and procedures

	489. 
	572. Specialist equipment is utilised when required, in accordance with legislation, policy and procedures

	490. 
	573. Cooperation with other organisations and jurisdictions is facilitated in accordance with organisational policy and procedures



	491. Conduct research to determine levels of compliance
	574. Research/sampling methodology is selected according to the purpose, situation and operational guidelines

	492. 
	575. Information/samples are collected and analysed in accordance with organisational policy, procedures and Australian Standards

	493. 
	576. Information/samples are relevant and sufficient for the purpose identified

	36. 
	577. Assessment is made against the requirements of the legislation and the level of compliance is identified and  documented according to legal and organisational requirements



	RANGE STATEMENT
	

	Legislation and policies may include
	Enabling legislation

Occupational health and safety legislation

Workers compensation legislation

Equal employment opportunity and anti-discrimination law

Listening devices legislation; privacy legislation/instructions

Organisational set procedures and protocols

Australian Standards



	Risk assessment may include
	Formal risk management cycle

Informal risk assessment



	Monitoring may include
	Surveillance

Spot checks

Comparison of data over time




	Specialist equipment may include
	Computer data analysis systems

Computer aided auditing techniques

Electronic equipment

Listening devices

Cameras

Chemical analysis kits

Security cupboards

Oil sampling kits

Personal protection equipment



	Other organisations/ jurisdictions may include
	State/Territory police and special units

Federal police

Military police

Local Government law enforcement officers

Fire and rescue

Emergency services



	EVIDENCE GUIDE 
	

	This Evidence Guide must be read in conjunction with the Assessment Guidelines for the National Public Services Training Package.



	Critical aspects of evidence
	Integrated demonstration of all elements and their related performance criteria; and

Compliance requirements; monitoring procedures; evidence gathering methodology



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil

Co-assessed units:
PSPREG401A Exercise Regulatory Powers

This unit may also be co-assessed with any of the generalist public sector specific units at Certificate III and above

It is recommended that co-assessment occurs with some or all of the following units: PSPETHC301A Uphold the Values and Principles of Public Service OR PSPETHC501A Promote the Values and Principles of Public Service; PSPLEGN301A Comply with Legislation in the Public Sector OR PSPLEGN501A Promote Compliance with Legislation in the Public Sector; PSPPOLI401A Support Policy Implementation; PSPGOV401A Apply Knowledge of Government Processes; and PSPGOV308A Work Effectively with Diversity



	Underpinning knowledge
	Knowledge of own and other’s jurisdiction

Risk management

Cultural knowledge

Equal employment opportunity

Equity and diversity principles

Application of audit tools

Research and sampling methodologies

Security storage of information

Procedures for recording allegations/complaints

Specialist equipment


	Underpinning skills
	Analytical and conceptual

Problem solving

Information technology

Research

Technical

Communication including questioning and negotiation of meaning in sometimes difficult situations

Cross-cultural competency, including gender and disability; reading and applying complex information from legislation

Regulations and codes of practice

Verbal and written exchanges of complex information



	Resource implications
	This unit of competency should be assessed in the workplace, but in the event that there is no access to the workplace a simulated workplace can be used but such simulation must replicate workplace conditions in terms of: performing the task; managing a number of different tasks; coping with irregularities and breakdowns in routine; dealing with the responsibilities and expectations of the workplace, including working with others; and transferring competency to new situations



	Consistency in performance
	Assessment to be conducted over time across a range of workplace scenarios; continuous learning/assessment (‘re-qualification’) required



	Context of assessment
	Assessment to be undertaken in a workplace where possible or simulated workplace environment which replicates the range of conditions likely to be encountered when assessing compliance with legislation



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	2
	2
	2
	2


	UNIT NAME 
	Manage regulatory compliance



	UNIT CODE 
	PSPREG601A



	UNIT DESCRIPTOR 
	This unit covers interpretation by non-police personnel of compliance legislation, and the development of strategies to promote long-term voluntary compliance and develop a culture of compliance in the community. It includes the provision of high-level strategic advice relating to compliance matters.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	494. Interpret and advise on compliance legislation
	578. Non-routine or complex matters related to compliance legislation are resolved or referred in accordance with organisational procedures

	495. 
	579. Advice to clients and staff is timely, consistent and constructive, and within level of authority

	496. 
	580. Feedback is obtained on client level of understanding and additional information or explanation clarifies issues

	497. 
	581. Staff understanding of legislation and procedures is monitored and action to address professional development needs is timely and in accordance with organisational procedures



	498. Develop and implement compliance strategies
	582. Strategies and measures for influencing long-term voluntary compliance are tailored to the audience and the context

	499. 
	583. Information provided to clients is current and promotes the benefits of compliance

	500. 
	584. Strategies are developed in accordance with government and organisational policy and practice

	501. 
	585. Information and strategies are adjusted in response to feedback gathered from a range of stakeholders



	502. Provide strategic advice on compliance matters
	586. Client/government information requirements are confirmed

	37. 
	587. Advice is based on current information and meets the specific needs of clients in its range, depth and form of presentation

	38. 
	588. Presentation standards meet organisational guidelines

	503. 
	589. Feedback is obtained on how well the advice/information suits its purpose and audience, and used to recommend further action



	RANGE STATEMENT
	

	Legislation may include
	Enabling legislation

Aspects of common law

Contract law

Administrative law

Equal employment opportunity and anti-discrimination law



	Strategies may include
	Public education campaigns

Culture change programs

Redesign of organisational documents

Incentive programs

Web site

Help-desk

Staff training

Policy changes

Awareness-raising consultations with client group


	Measures may include
	Evaluation against strategic goals/targets/major outcomes



	Complex issues may include
	Conflicting legislation

Unclear or ambiguous guidelines

Use of legal precedents

Regional or national issues

Issues not previously encountered

‘Red herring’ issues



	EVIDENCE GUIDE 
	

	This Evidence Guide must be read in conjunction with the Assessment Guidelines for the National Public Services Training Package.



	Critical aspects of evidence
	Integrated demonstration of all elements and their related performance criteria; and

Practicality, justifications for planning choices; and 

Effectiveness of strategies



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil

Co-assessed units:
PSPREG401A Exercise Regulatory Powers

This unit may also be co-assessed with any of the

generalist public sector specific units at Advanced Diploma level

It is recommended that co-assessment occurs with some or all of the following units: PSPETHC601A Maintain and Enhance Confidence in Public Service; PSPLEGN601A Manage Compliance with Legislation in the Public Sector; PSPPOLI601A Manage Policy Implementation; PSPGOV601A Apply Knowledge of Government Systems; and PSPMNGT605A Manage Diversity



	Underpinning knowledge
	Enabling legislation

Aspects of common law

Strategic management

Equal employment opportunity, equity and diversity principles

Reporting procedures



	Underpinning skills
	Planning skills

Communication

Active listening

Coaching

Mentoring

Cross-cultural competency, including gender and disability

Interpretation of complex written materials

Oral advice to a range of audiences requiring adaptation of style and language

Questioning to confirm understanding

Written reports requiring formal structure and language

Information analysis



	Resource implications
	Simulated workplace for off-the-job assessment using scenarios, case studies or role plays; access to workplace for those not employed



	Consistency in performance
	Assessment to be conducted over time across a range of workplace scenarios to assess consistency of performance


	Context of assessment


	This competency may be assessed on or off-the-job

	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	3
	3
	3


	UNIT NAME 
	Evaluate regulatory compliance



	UNIT CODE 
	PSPREG602A



	UNIT DESCRIPTOR 
	This unit covers evaluation of compliance, and review of regulatory policies, procedures and legislation by non-police personnel, to improve compliance outcomes.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	504. Develop compliance measures/targets
	590. Compliance measures are valid, reliable, sufficient and both time and cost effective

	505. 
	591. Measures/targets are realistic and underpinned by current information



	506. Evaluate extent of compliance
	592. Analysis of compliance data is valid and conclusions are unbiased and supported by evidence

	507. 
	593. Interpretation of comparative data over time is valid and reliable and recorded in accordance with organisational and legislative requirements

	508. 
	594. Reporting of compliance outcomes meets organisational and legislative requirements



	509. Review procedures and guidelines to improve compliance
	595. Review is comprehensive and draws on a variety of sources of information representing the breadth of possible stakeholders

	510. 
	596. Review identifies possible reasons for not meeting targets/performance indicators and contains recommendations to improve long-term voluntary compliance

	511. 
	597. Adjustment of strategies and plans to address review recommendations meets government policy requirements and resource constraints



	512. Contribute to new legislation or review of existing legislation
	598. Input supports government policy directions and relies on current information with supporting reasons and data analysis

	39. 
	599. Resource implications of legislative recommendations fall within government policy requirements

	RANGE STATEMENT
	

	Legislation and policies may include
	Enabling legislation

Equal employment opportunity and anti-discrimination law

Government policy



	Measures may include
	Evaluation against strategic goals/targets/ major outcomes

Level of prosecutions, cautions or warnings

Number of people accessing organisational publications

Contestability of outcomes when work is outsourced to the private sector



	Stakeholders may include
	Government

Minister

Public

Staff

Victims

Offenders

Suspects


	EVIDENCE GUIDE 
	

	This Evidence Guide must be read in conjunction with the Assessment Guidelines for the National Public Services Training Package.



	Critical aspects of evidence
	Integrated demonstration of all elements and their related performance criteria; and 

Level of success of strategies



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil

Co-assessed units:
PSPREG401A Exercise Regulatory Powers

This unit may also be co-assessed with any of the generalist public sector specific units at Advanced Diploma level

It is recommended that co-assessment occurs with some or all of the following units: PSPETHC601A Maintain and Enhance Confidence in Public Service; PSPLEGN601A Manage Compliance with Legislation in the Public Sector; PSPPOLI601A Manage Policy Implementation; PSPGOV601A Apply Knowledge of Government Systems; and PSPMNGT605A Manage Diversity



	Underpinning knowledge
	Enabling legislation

Government policies

Principles of evaluation

Equal employment opportunity, equity and diversity principles



	Underpinning skills
	Analytical skills

Information analysis

Interpretation of complex written and numerical materials

Written reporting requiring formal structure and language

Cross-cultural competency, including gender and disability



	Resource implications
	Simulated workplace for off-the-job assessment using scenarios, case studies or role plays; access to workplace for those not employed



	Consistency in performance
	Assessment to be conducted over time across a range of workplace scenarios to assess consistency of performance



	Context of assessment


	This competency may be assessed on or off-the-job

	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	3
	3
	3


	UNIT NAME 
	Audit management systems



	UNIT CODE 
	PSPWPI605A



	UNIT DESCRIPTOR 
	This unit covers the competency to undertake audits of workplace Occupational Health and Safety and/or Workers Compensation and/or Injury Management and/or Workplace Relations and other management systems.


	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	513. Plan, organise and undertake audit
	600. The resources required to conduct the audit are identified and obtained

	514. 
	601. The relevant parties are consulted and informed of audit plans in accordance with the organisation's policy and procedures

	515. 
	602. The environment is assessed for personal safety

	516. 
	603. The environment is assessed to ensure that it permits the audit to be fair, valid and reliable

	517. 
	604. The audit arrangements and requirements are explained to the persons involved in the audit and to the relevant parties and their understanding of the purpose and processes confirmed

	518. 
	605. Documents are sighted and all other evidence specified in the audit procedure is gathered in accordance with the organisation's policy and procedures and confidentiality is maintained



	519. Evaluate audit results
	606. Evidence gathered is evaluated for reliability, validity, authenticity, sufficiency, currency, and consistency in the achievement of the specific standards

	520. 
	607. The assessment decision is made in accordance with the purpose and objectives of the audit

	521. 
	608. Guidance is sought if in doubt, from a more experienced auditor(s)



	522. Record audit results
	609. The audit results are recorded and processed in accordance with organisational auditing procedures

	523. 
	610. Access to the audit records is provided only to authorised personnel

	524. 
	611. Confidentiality of the audit outcome is maintained



	525. Provide advice on audit results 
	612. Audit results are discussed and confirmed with the persons involved in the audit

	526. 
	613. Feedback including advice on corrective action(s) required is given to persons involved in the audit

	527. 
	614. Any audit decision that may be disputed is reported in accordance with the organisation' s policy and procedures



	RANGE STATEMENT
	

	Audit may include
	Assessment 

Examination/test 

Structured inspection of workplaces to validate management systems 

National/state or other relevant assessment instruments 

Results of internal and external monitoring


	Audits may be conducted by
	An auditor working on his/her own 

A team comprising subject technical knowledge expert(s) and a lead auditor 

An auditor working in conjunction with an experienced auditor, trainer and/or supervisor



	Relevant parties may include
	The auditors

Key members/ representatives of the organisation being audited 

Nominated contact person(s)

Managers concerned with the unit/section being audited 

Audit manager 

Audit team leader 

Audit team members 

Project manager 

Employer association 

Employee association 

Community groups 

Industrial commission 

Insurance companies 

Employer 

Employee 

Principal contractor



	Documents may include
	Electronic databases 

Videos 

Intra/internet sites 

Training/learning programs 

Photographs 

Written information



	Resources required to conduct the audit may include
	Financial, such as:

· budget allocations 

· travelling/subsistence allowances 

· motor vehicle hire 

Physical, such as: 

· motor vehicles 

· measuring equipment 

· photographic equipment 

· computer equipment 

· office location 

· personal protective equipment 

· telephone equipment 

· stationery 

· documentation (eg standards) 

· electronic recording equipment 

· office communication equipment



	Audit plan may address
	The scope, purpose and objectives of the audit 

Competency of auditor(s) 

Record keeping and processing arrangements 

Evaluation and review mechanisms 

Quality assurance methods 

Legislation 

Codes of practice 

Standards 

Guidance materials 

Benchmarks


	Audit procedure may specify
	Recording procedure 

Audit methods used 

Evidence required 

Location 

Timing of audit



	Evidence may include
	Documented instruction relating to the performance of tasks 

Sets of oral/written/computer based questions 

Checklists 

Logbooks 

Working guides 

Manuals 

Technical reports 

Standard Operating Procedures/work method statements 

Policies and procedures 

Employer/employee records 

Contractor records 

Third party records 

Use of technology 

Outcome of interviews 

Outcome of focus groups



	Assessment methods may include
	Direct observation of performance 

Practical tasks 

Written/oral/computer-based questioning 

Consideration of third party reports 

Consideration of authenticated prior achievements 

Use of measuring and testing equipment 

Combination of methods 

Statistical data relating to safety and health injury/disease and/or workplace relations



	EVIDENCE GUIDE 
	

	This Evidence Guide must be read in conjunction with the Assessment Guidelines for the National Public Services Training Package.



	Critical aspects of evidence
	Integrated demonstration of all elements and their related performance criteria; and 

Justification/explanation of the assessment decision and recommended corrective action



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil

Co-assessed units:
Nil



	Underpinning knowledge
	Risk management principles 

Legislation, codes, standards 

Management systems 

Powers of inspector, jurisdiction 

Use of audit/assessment tools 

Industry practices and procedures 

Quality management principles 

Organisational auditing procedures 

Management system principles


	Underpinning skills
	Application of risk management principles 

Working with a variety of professionals 

Attention to detail 

Implementing methodical and systematic approach 

Use of recording, testing and specialised evidence collection equipment 

Auditing skills 

Communication involving complex exchanges of oral information reading and analysing complex and formal documents



	Resource implications
	Simulated workplace for off-the-job assessment using scenarios, case studies or role plays; access to a variety of workplaces; access to audit equipment and tools



	Consistency in performance
	Evidence needs to be collected across a range of events over a period of time in a number of auditing contexts



	Context of assessment


	This competency may be assessed on or off the job

	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	3
	2
	3
	2
	2
	1


	UNIT NAME 
	Service committees



	UNIT CODE 
	RTD3816A



	UNIT DESCRIPTOR 
	This competency standard covers the process of organising meetings for committees and sub-committees at the group and regional levels to support the operation of community groups. It requires the ability to use office equipment, take notes at meetings, plan events, communicate with committee members and manage simple budgets. Servicing committees requires knowledge of meeting procedures, local facilities for meetings, local arrangements for authorising expenditure, local community activities and office and related business procedures.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	528. Organise meetings


	615. Purpose of meeting(s) is clarified with the chair, secretary or coordinator

	529. 
	616. Schedule of meetings is prepared and maintained in line with any group, regional and/or agency requirements

	530. 
	617. Venue and date of meeting is organised according to meeting schedule, group or regional requirements and within any budget constraints

	531. 
	618. Participants are advised of any changes to original meeting details

	532. 
	619. All appropriate individuals are advised of details of meetings and followed up for confirmation of attendance according to instructions

	533. 
	620. Any apologies are accepted and accurately recorded for presentation at meeting

	534. 
	621. Meeting room is set up in a timely manner to suit arrangements and according to instructions



	535. Prepare business papers for meetings
	622. Notice of meeting and agenda are accurately prepared to instructions and details provided

	536. 
	623. Reports required for meeting are prepared or collated as appropriate

	537. 
	624. All business papers are distributed to appropriate individuals following established group or regional meeting guidelines



	538. Record and produce minutes of meeting
	625. Notes are taken of meeting activities and decisions to ensure an accurate record of meeting

	539. 
	626. Minutes of the meeting are produced in required format to provide an accurate account of meeting

	540. 
	627. Minutes are checked for accuracy, approved and distributed to instructions



	541. Follow up after meetings


	628. Action lists on work following from meetings are prepared according to instructions

	
	629. Requests for information from group members or officers are dealt with promptly and accurately

	
	630. Correspondence associated with meetings is dealt with in a timely manner according to instructions




	RANGE STATEMENT
	

	The Range Statement defines the different contexts, work environments and parameters governing the performance of this competency standard. The variables chosen in training and assessment will need to reflect local industry and regional contexts.



	Who might the chair, secretary or coordinator be?


	Office holders organising the meeting, – the person planning the meeting may be one of these or additional administration support

	What are the group, regional or agency requirements that may be included?


	To manage group or projects or manage regional activities according to program and/or contractual requirements and according to agency

	What might the venue requirements include?


	Standard of venue, catering arrangements, presentation facilities, seating arrangements, associated facilities such as breakout rooms, dining areas etc., number of participants and special requirements



	How might the instructions be given?


	They may be informal or formal arrangements covering meeting planning, notice of meeting, minute taking, distribution of documents, follow-up, correspondence and they may be in the form of procedures, notes, verbal or understood from prior procedures



	What could be the nature of meetings?


	Group management meetings, group general or annual meetings, training/extension sessions, sub-committee meetings related to a project or other specific activity, regional meetings for coordination or for management of regional plan and agency related meetings associated with management of program



	What could be included in the program?


	Commonwealth Government community programs under the Natural Heritage Trust, Rural Industry Programs, Business Programs and State Government community programs related to the environment



	What are the projects that might be included?
	Separate project activity funded under program for specific purposes which may require separate accounts and accounting records, and regular reporting may be required on project basis



	Who might the agency be?
	Commonwealth, State or Territory department or authority managing a program



	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	What evidence is required to demonstrate competence for this standard as a whole? Competence in servicing committees requires evidence that committees have been effectively and efficiently serviced according to community and agency guidelines and best practice procedures. The skills and knowledge required to service committees must be transferable to a range of work environments and contexts. For example, this could include different committees, communities and groups



	Interdependent assessment of units
	Pre-requisite units:
Nil

Co-requisite units:
Nil



	Underpinning knowledge
	Meeting procedures, both formal and informal

Agency guidelines where applicable or instructions

Relevant program and incorporation requirements for group where applicable

Local facilities for meetings

Local arrangements for authorising expenditure

Local community and activities

Office and related business procedures

Occupational health and safety and public safety requirements



	Underpinning skills
	Use office equipment, such as computers, photocopiers and facsimiles

Take notes at meetings

Plan events

Communicate

Negotiate basically

Manage simple budgets



	Resource implications
	Not provided in original



	Consistency in performance
	Refer to the Assessment Guidelines for the Conservation and Land Management Training Package



	Context of assessment
	Refer to the Assessment Guidelines for the Conservation and Land Management Training Package



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	1
	2
	2
	1
	1
	2


	The questions below highlight how the key competencies are applied in this competency standard. Following each question a number in brackets indicates the level to which the key competency needs to be demonstrated where 0 = not required, 1 = perform the process, 2 = perform and administer the process and 3 = perform, administer and design the process.



	1. How can communication of ideas and information (2) be applied?
	By discussing verbally or in writing committee servicing requirements with supervisors and others.

	2. How can information be collected, analysed and organised (1)?
	Servicing committees will require basic information to be gathered and organised accordingly.

	3. How are activities planned and organised (2)?
	Servicing committees requires some planning and organising of people and resources external to the organisation.

	4. How can team work (2) be applied?
	Servicing committees will require coordination of self and others in a team.

	5. How can the use of mathematical ideas and techniques (1) be applied?
	Basic mathematical techniques could be applied.



	6. How can problem-solving skills (1) be applied?
	While servicing committee’s technical problems may arise requiring simple solutions.

	7. How can the use of technology (2) be applied?
	Technology may be required to prepare information for members of committees.


	UNIT NAME 
	Facilitate ongoing group development



	UNIT CODE 
	RTD4805A



	UNIT DESCRIPTOR 
	This competency standard covers the process of supporting a community group in its ongoing management and resolution of issues. It requires the ability to maintain contact and provide fresh input into group activities, establish a network of contacts, and facilitate resolution of group operating difficulties. Facilitating ongoing group development requires knowledge of group development and facilitation techniques, legislative requirements for group operations, programs and projects, committee and group procedures, and community and sector cultures and perspectives.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	542. Maintain contact on group activities
	631. Contact is maintained with group leaders/officers on current and proposed group activities and projects

	543. 
	632. Advice on group operation and opportunities is provided when sought by leaders/officers

	544. 
	633. Role of facilitator/coordinator in group operations is clearly defined with the management committee to avoid misunderstanding



	545. Provide fresh input into group
	634. Relevant new initiatives and ideas from other groups and program areas are identified for input into/suggestion to the group

	546. 
	635. New initiatives and ideas are systematically sought from appropriate sources

	547. 
	636. Any suggestions are developed before submission to include local group and program context



	548. Maintain network of contacts
	637. Contacts with members of the group and community are maintained to provide interchange of ideas and information



	549. Facilitate resolution of group operating difficulties
	638. Group issues with potential to hinder group operations are identified before damage has occurred

	550. 
	639. External threats are assessed to facilitate negotiation of solutions between the group and external parties

	551. 
	640. Internal operating difficulties are resolved where possible through facilitation and use of relevant expert advice

	552. 
	641. Groups requiring major restructuring are identified to implement change management processes


	RANGE STATEMENT
	

	The Range Statement defines the different contexts, work environments and parameters governing the performance of this competency standard. The variables chosen in training and assessment will need to reflect local industry and regional contexts.



	In this standard, what sorts of contact are relevant?


	Personal visits to group and committee meetings, individual discussions in person and by telephone, letters, newsletters and e-mail

	Who could be the group leaders/officers in this unit?


	Formal office bearers, project leaders and informal leaders

	What are the projects that might be included?
	Discrete series of actions leading to defined outcome(s) which are eligible for funding under a relevant program, or for which private funding may be sourced



	For which projects might advice on group operation and opportunities be required?


	Activities, operations including finances, program information, potential for projects, conferences and training opportunities

	What are new initiatives and ideas?
	Program developments, technology developments, innovative solutions including activities of other groups, and ideas of individuals



	What could be included in the program?


	Commonwealth Government community programs under the Natural Heritage Trust, Rural Industry Programs, Business Programs and State Government community programs related to the environment



	What could be included in contacts with members of the group and community?


	Group members and wider network in community, visits to farms and homes, written letters and newsletters, informal meetings and telephone calls

	What are some of the group issues relevant to this standard?
	External threats, internal operating difficulties, tension between individuals and sections of group or with other groups in community and program, project difficulties, contentious issues, assertive personalities, minority interests and conflicts of interest, and loss of clear direction for the group



	What sorts of external threats may be encountered?
	Changes and scale-down of programs, changes in community attitudes, poor image of the group in community and risks from activities



	What could be included in internal operating difficulties?


	Financial, planning and organising activities, interpersonal conflict, segmentation of group, minority interests and conflicts of interest

	What forms of facilitation may be included?
	Development of relationships with committee and individual members, negotiation, facilitation of meetings, provision of information, situation analysis, and clear problem solving approaches



	When might expert advice be relevant? 
	In the areas of financial, program, group facilitation and technical

	How could change management processes be achieved?


	Group members to identify extent of difficulties and options, assist group members manage change, work with other agency personnel to facilitate change, and implement suitable change management processes

	What levels of literacy are included?
	Preparation of letters, newsletters, preparation of advice and answers to questions, review and identification of relevant written materials, and understand financial documents



	What forms of communication may be relevant?
	Informal discussions to achieve objectives, networking, participation in committee and general meetings, conflict resolution and group facilitation, and development activities



	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	What evidence is required to demonstrate competence for this standard as a whole?

Competence in facilitating ongoing group development requires evidence that a range of facilitation techniques have been appropriately used in supporting group development, according to community and agency guidelines and best practice procedures. The skills and knowledge required to facilitate ongoing group development must be transferable to a range of work environments and contexts. For example, this could include different groups, facilitation techniques and community perspectives.



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil


	Underpinning knowledge
	Group development and facilitation techniques

Basic financial statements and procedures

Program guidelines

General understanding of natural resource management, sciences and technologies associated with program

Legislative requirements for group operations, programs and projects

SWOT analyses

Risk analysis

Committee and group procedures

Legislative requirements associated with operation of incorporated groups

Community and sector cultures and perspectives



	Underpinning skills
	Develop network of contacts in groups and communities

Resolve conflict

Negotiate within the group

Negotiate on behalf of the group

Implement change management processes



	Resource implications
	Not provided in original



	Consistency in performance
	Refer to the Assessment Guidelines for the Conservation and Land Management Training Package


	Context of assessment
	Refer to the Assessment Guidelines for the Conservation and Land Management Training Package



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	3
	1
	3
	2


	The questions below highlight how the key competencies are applied in this competency standard. Following each question a number in brackets indicates the level to which the key competency needs to be demonstrated where 0 = not required, 1 = perform the process, 2 = perform and administer the process and 3 = perform, administer and design the process.



	1. How can communication of ideas and information (3) be applied?
	By discussing ongoing group development at meetings, or formally in writing with clients and stakeholders.

	2. How can information be collected, analysed and organised (3)?
	Facilitating ongoing group development will require detailed information to be collected, analysed, and organised by research and consultation.

	3. How are activities planned and organised (3)?
	Facilitating ongoing group development requires extensive planning and organising of group processes.

	4. How can team work (3) be applied?
	Facilitating ongoing group development will require development and management of work teams to achieve outcomes.

	5. How can the use of mathematical ideas and techniques (1) be applied?
	Basic mathematical techniques could be applied.

	6. How can problem-solving skills (3) be applied?
	While facilitating ongoing group development, technical, organisational and cultural problems may arise requiring complex solutions.

	7. How can the use of technology (2) be applied?
	Information presentation technology may be required.


	UNIT NAME 
	Operate within community cultures and goals



	UNIT CODE 
	RTD5803A



	UNIT DESCRIPTOR 
	This competency standard covers the process of exploring and understanding the culture and goals of a community or group and operating appropriately within those parameters. It requires the ability to identify community values, research community history and plans, and establish role of groups within the community. Operating within community cultures and goals requires knowledge of relevant government and community action programs, broad Australian and regional history, current social and environment affairs for local community and wider region, processes for identifying cultural protocols and understanding of what may be noteworthy to community and newsworthy to media.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	553. Identify community values


	642. Range of groups in community is identified through interaction with community members and groups to determine potential diversity of values

	554. 
	643. Values held by various sections of the community relevant to program activities are identified for planning of promotional and group activities

	555. 
	644. Cultural authority is identified in Indigenous communities and groups to implement appropriate protocols

	556. 
	645. Community leaders in terms of community involvement and opinion making are identified from community interaction



	557. Research community history and plans
	646. History of community relevant to program is identified for use in promotional, educational and group activities

	558. 
	647. Relevant documents, symbols, places of value and oral traditions are identified to place program and group in local context

	559. 
	648. Community plans are identified for use in promotional, educational and group activities



	560. Establish role of group in community
	649. Potential roles of program and group to community is identified for use in group activities

	· 
	650. Interaction with community is managed to build rapport with individuals and groups

	· 
	651. Consultation processes are established and maintained with community members and groups

	
	652. Image of group and program in community is maintained by acknowledging community concerns and promoting positive image of group and program




	RANGE STATEMENT
	

	The Range Statement defines the different contexts, work environments and parameters governing the performance of this competency standard. The variables chosen in training and assessment will need to reflect local industry and regional contexts.



	Who could be the range of groups relevant to this standard?


	Formal or informal groupings based on social activities and interests, family and community history, cultural backgrounds including immigrant and Indigenous, sex and age

	What might the community members include?


	The town, village, regional area, suburb or group of suburbs in a city, coastal region, demographic area, Indigenous clans and people, and sub-catchment area

	What may be included as diversity of values?


	Degree of integration and willingness to interact with other groups and community, individual and group willingness to be involved in voluntary and community activities, attitudes to environmental issues and government/community programs, and individual and group involvement in current community, business, and local and regional government



	What program activities may be included?
	To form and/or develop a community group, to promote solutions or explain issues relating to the environment or other government program, project activities, and fund raising and submissions



	What may be included as group activities?
	Project activities, fund raising and submissions, on-ground works, monitoring and evaluation



	What programs may be included in this standard?


	Commonwealth Government community programs under the Natural Heritage Trust, Rural Industry programs, business programs and State Government community programs related to the environment



	Who might be included in the term cultural authority?
	Traditional owners and custodians, Aboriginal peoples, communities and groups, Torres Strait Islander communities and groups, and protocols identified from group or contacts with other networks



	Who might be the community leaders?
	People in formal positions as a result of position/occupation or community role or having informal influence over community or group opinion, in a position to promote or sponsor events and activities, able to allocate resources, and elders in Indigenous clans or communities



	What may be included in the history of community? 
	Events, understanding of past events or places considered important by community or groups within the community, and spiritual connections (e.g., indigenous communities)



	What is meant by community plans?
	Informal desires of community to better itself, local or regional plans, by local governments or other bodies, and local implementation of State or Commonwealth government plans



	What promotional activities may be relevant to this standard?
	Those related to improving awareness of program, raising awareness of issues and desirable community response, raising the profile of the community group, those involving local media. The type of medium used will depend on type of community, e.g., Indigenous communities prefer visual material and simple use of language



	What educational activities may be included?
	Raising awareness of issues and desirable community response, providing background and technical information to sections of the community, such as schools and community groups, and improving skills and knowledge



	What might the consultation processes mean?
	Complying with values and respecting cultural authority, addressing issues that may impact on values, including discussion where relevant with Indigenous and other communities and groups on natural resource and environment management

	How might areas of literacy be included?
	Extracting ideas, concepts and issues from community plans, documents and media



	What forms of communication may be relevant?


	The ability to present ideas and concepts to individuals and small groups, identify ideas and issues for discussion, use of pictures and plain English to Indigenous and other groups

	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	What evidence is required to demonstrate competence for this standard as a whole?

Competence in exploring and work within community cultures and goals requires evidence that community culture and goals have been appropriately identified and that work has been undertaken within these parameters according to community and agency guidelines and best practice procedures. The skills and knowledge required to explore and work within community cultures and goals must be transferable to a range of work environments and contexts. For example, this could include different communities, programs and community cultural aspects



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil


	Underpinning knowledge
	Relevant government and community action programs

Processes for development and delivery of programs

Typical community and local government structures and organisation

Group processes

Broad Australian and regional history

Current social and environment affairs for local community and wider region

Rural industry operation and processes (for rural programs)

Process for identifying cultural protocols

Understanding of what may be noteworthy to community and newsworthy to media



	Underpinning skills
	Conform to social protocols for a range of cultures in the community

Communicate with people of all ages, cultures and sexes in a range of settings, disability both physical and intellectual

Develop an approach that is inclusive of Indigenous gender issues

Write newsletters and letters in an appropriate framework/context

Source key information from community sources including approaching leaders

Give presentations/public speaking in a range of formal and less formal circumstances



	Resource implications
	Not provided in original



	Consistency in performance
	Refer to the Assessment Guidelines for the Conservation and Land Management Training Package



	Context of assessment
	Refer to the Assessment Guidelines for the Conservation and Land Management Training Package



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	2
	2
	3
	0
	2
	0


	The questions below highlight how the key competencies are applied in this competency standard. Following each question a number in brackets indicates the level to which the key competency needs to be demonstrated where 0 = not required, 1 = perform the process, 2 = perform and administer the process and 3 = perform, administer and design the process.



	1. How can communication of ideas and information (3) be applied?
	By discussing community cultures and goals at meetings, or formally in writing with clients and stakeholders.

	2. How can information be collected, analysed and organised (2)?
	Operating within community cultures and goals will require information to be collected, analysed and organised by consultation with others and research of existing resources. 

	3. How are activities planned and organised (2)?
	Community activities are planned and organised by convening meetings and disseminating information. 

	4. How can team work (3) be applied?
	Operating within community cultures and goals will require development and management of work teams to achieve outcomes.

	5. How can the use of mathematical ideas and techniques (0) be applied?
	Not applicable.

	6. How can problem-solving skills (2) be applied?
	While operating within community cultures and goals, cultural problems may arise requiring innovative solutions.

	7. How can the use of technology (0) be applied?
	Not applicable.


	UNIT NAME 
	Contribute to regional planning process



	UNIT CODE 
	RTD5910A



	UNIT DESCRIPTOR 
	This competency standard covers the process of contributing to and assisting in the regional planning process under the broad direction of technical specialists, facilitator and/or group and panels. It requires the ability to participate in community groups, meetings and panels, interpret technical advice, research information, establish data collection processes, and work with volunteers. Contributing to regional planning process requires knowledge of land management issues for local area/region, legislative, program and other requirements for regional plans and the planning process, regional planning concepts, natural resource management processes, consultation approaches, and cross cultural and cultural factors relevant to social structures.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	561. Participate in panels and group discussion on the planning process
	653. Natural resource management issues, economic and social factors, and potential solutions/directions are submitted to panels/groups for discussion

	562. 
	654. Contributions to discussions and panels/groups are positive to assist panel/group to develop course of action and recommendations

	563. 
	655. Contributions to discussions and panels and groups are structured to comply with legislative, program and agency requirements



	564. Collect data and background information
	656. Information on local natural resource management issues is collected through monitoring and surveys conducted in conjunction with local groups, projects and programs

	565. 
	657. Arrangements are made for additional data on natural resource management issues and associated economic, industry and social factors to be collected for input into analysis and the planning process



	566. Contribute to the plan
	658. Local natural resource management issues are highlighted to the planning team for inclusion in planning considerations

	
	659. Relationship between local and wider issues is explored to submit views on natural resource management priorities and solutions

	
	660. Draft plans are reviewed in terms of impact on the local and wider region to identify deficiencies and propose solutions

	
	661. Participation in community consultation assists the facilitator/regional planner to obtain feedback on the draft plan

	· 
	662. Proposals for improvement to draft plans are based on natural resource management within relevant economic, industry and social contexts


	RANGE STATEMENT
	

	The Range Statement defines the different contexts, work environments and parameters governing the performance of this competency standard. The variables chosen in training and assessment will need to reflect local industry and regional contexts.



	What natural resource management issues may be included in this standard?


	Damage to natural resources, activities or lack of activity causing ecosystems operating outside their natural states, risk of damage and degradation to natural resources, and restoration of degraded areas

	What could be the potential solutions that may be relevant?


	Those which address natural resource management issues and take account of relevant economic, industry and social factors

	From where might panels and groups come?
	They might be formed at regional level to oversee planning development process, formed at local level, formed with common or diverse interest groups, e.g., industries, cultural, community etc, and may have formal or informal status in terms of agency or enterprise



	Which agencies might be relevant?
	Commonwealth, State or Territory department or statutory body managing a program



	What forms of monitoring and surveys may be included?
	Surveys may include counts of species or events, or of particular state of natural resources, or of activities of industry or community. Monitoring is designed to record status and change of natural resources over time



	Which local groups may be included?
	Groups formed in the context of a program, and industry or community groups



	What economic, industry and social factors may be relevant?
	Productive industry terms, use of regional resources, social patterns and groupings, generators of economic activity, including government and industry, the existence and strength of primary, secondary and tertiary industry in the region, the impact of the industries on the region in economic, social and environmental terms, the growth or reduction in the various industries, various cultural aspects and heritage of area, including Aboriginal Heritage and requirements for consultation and engagement



	What draft plans may be included?
	Those prepared by facilitators/specialist planners with community, group and panel advice and input from other specialists



	What might be termed goals within this standard?
	Visionary statements or clear qualitative/quantitative results for whole region may include more than one, which may require a balanced response and may include priorities



	What could be included in the program?


	Commonwealth Government community programs under the Natural Heritage Trust, Rural Industry Programs, Business Programs and State Government community programs related to the environment



	How may projects be described in this standard?
	Discrete series of actions leading to defined outcome(s) which are eligible for funding under a relevant program and/or for which State/Territory, or private funding may be sourced


	What forms of communication may be relevant?
	Ability to work and communicate in teams, groups and panels with similar or different viewpoints, convey reports and report back on the status of planning processes to program and community groups, convey context of issues and potential solutions to both technical experts and lay people, and participate in community consultation



	What levels of literacy are included?
	Review technical submissions, draft documents for circulation to panels, groups, and community groups, and interpret plans, maps charts, graphs and tables of information



	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	What evidence is required to demonstrate competence for this standard as a whole?

Competence in contributing to regional planning process requires evidence that regional planning processes have been completed and that a significant contribution was made throughout the process according to community and agency guidelines and best practice procedures. The skills and knowledge required to contribute to regional planning process must be transferable to a range of work environments and contexts. For example, this could include different community groups, regions and planning processes



	Interdependent assessment of units


	Pre-requisite units:
Nil

Co-requisite units:
Nil


	Underpinning knowledge
	Local community including economic, industry and social factors

Group development

Natural resource management issues for local area/region

Legislative, program and other requirements for regional plans and the planning process

Regional planning concepts

Natural resource management processes

Consultation approaches

Cross cultural and cultural factors relevant to social structures



	Underpinning skills
	Participate in groups, meetings and panels

Interpret technical advice

Research information

Establish data collection processes

Work with volunteers

Effectively present



	Resource implications
	Not provided in original



	Consistency in performance
	Refer to the Assessment Guidelines for the Conservation and Land Management Training Package



	Context of assessment
	Refer to the Assessment Guidelines for the Conservation and Land Management Training Package



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	3
	2
	3
	1


	The questions below highlight how the key competencies are applied in this competency standard. Following each question a number in brackets indicates the level to which the key competency needs to be demonstrated where 0 = not required, 1 = perform the process, 2 = perform and administer the process and 3 = perform, administer and design the process.



	1. How can communication of ideas and information (2) be applied?


	By discussing verbally or in writing regional planning processes with supervisors and others.

	2. How can information be collected, analysed and organised (2)?


	Contributing to regional planning processes will require information to be collected, analysed and organised by consultation with others and research of existing resources. 

	3. How are activities planned and organised (2)?


	Regional planning activities are planned and organised by convening relevant groups and meetings.

	4. How can team work (3) be applied?


	Contributing to regional planning processes will require development and management of work teams to achieve outcomes.

	5. How can the use of mathematical ideas and techniques (2) be applied?


	Mathematical techniques relating to data gathering and interpretation can be applied.

	6. How can problem-solving skills (3) be applied?


	While contributing to regional planning processes, technical, organisational and cultural problems may arise requiring complex solutions.

	7. How can the use of technology (1) be applied?


	Data gathering and presentation technology may be required.


	UNIT NAME 
	Drive and recover a 4WD vehicle



	UNIT CODE 
	SRODRV001B



	UNIT DESCRIPTOR 
	This unit has been developed for the Outdoor Recreation Industry Training Package.

This unit covers the skills and knowledge required to use appropriate range, gear and techniques to drive a four wheel drive vehicle through and over different terrain and apply basic vehicle recovery techniques. It relates only to the specialist skills and knowledge for four wheel drive vehicles. General driving and maintenance skills are covered in other units.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	567. Identify four wheel drive specific terms, terminology and techniques
	663. Identify the structural and handling differences between a conventional two wheel drive and a four wheel drive vehicle

	568. 
	664. Identify and demonstrate the purpose and use of front wheel hubs

	569. 
	665. Identify factors affecting tyre size, fitment, rating, and pressure

	570. 
	666. Identify correctly, recovery hooks and mounting features

	571. 
	667. Identify hazards associated with incorrect use of vehicle features or equipment



	572. Plan for minimal environmental impact
	668. Determine human impacts caused by outdoor recreation activities on natural processes and interrelationships and the types of impact likely to occur during four wheel driving and associated activities

	573. 
	669. Assess if particular settings offer appropriate recreation opportunities by examining the nature of the activities and matching it with the characteristics of the settings

	574. 
	670. Identify current management strategies implemented by land managers for environmental asset management

	575. 
	671. Demonstrate compliance with land management principles and policies when planning the activity location/site

	576. 
	672. Comply with policies and management plans relevant to the activity area

	577. 
	673. Plan and conduct activities in a manner which minimises environmental impact

	578. 
	674. Adopt and model a positive and caring attitude towards the natural environment throughout activities

	579. 
	675. Demonstrate cooperation and consideration towards other users in settings where multiple use occurs

	580. 
	676. Identify basic techniques to determine the nature and degree of impact and evaluate the effectiveness of minimal impact practices

	581. 
	677. Modify impact reduction strategies, where necessary, after evaluation



	582. Perform pre-departure checks
	678. Perform routine pre-departure checks under the bonnet, under the body, and on external and internal items and accessories

	583. 
	679. Take action to correct any deficiency

	584. 
	680. Determine food and water requirements for journey

	585. 
	681. Select suitable navigation equipment where necessary

	586. 
	682. Interpret weather conditions to determine suitability for activity

	587. 
	683. Apply safe vehicle loading practices

	588. 
	684. Secure items of personal luggage safely

	589. 
	685. Advise passengers of any special safety precautions to be taken when traversing rough terrain



	590. Use the features of a four wheel drive vehicle to drive in a variety of terrain types
	686. Operate four wheel drive vehicles correctly and safely both on and off road, in accordance with road rules, principles of four wheel driving and occupational health and safety regulations 

	591. 
	687. Apply smooth accelerator control strategies over a range of terrain types

	592. 
	688. Demonstrate recommended braking techniques for hard top surfaces and off road conditions

	593. 
	689. Identify situations where the engagement of four wheel drive is required, correctly

	594. 
	690. Engage correctly, where relevant, front hubs or centre differential lock (constant four wheel drive vehicles)

	595. 
	691. Survey track to identify hazards, assess risk and select a best route

	596. 
	692. Select routes to minimise damage to the environment

	597. 
	693. Use appropriate range, gear, speed, driving and braking technique to negotiate a range of terrain types whilst maintaining control of vehicle at all times

	598. 
	694. Perform a stop stall key start recovery procedure on a moderate incline

	599. 
	695. Check, where necessary, brakes and undercarriage after negotiating varying terrain

	600. 
	696. Perform repairs to damaged tracks if necessary

	601. 
	697. Use standardised operating procedures when travelling in company with other vehicles

	602. 
	698. Maintain appropriate hand positioning on steering wheel



	603. Use a single snatch strap to recover a vehicle
	699. Identify risks associated with vehicle recovery and develop and implement strategies to minimise risks

	604. 
	700. Identify recovery hooks

	605. 
	701. Confirm use of recommended mounting strategy on the four wheel drive vehicle and use of rated recovery equipment when practicable

	606. 
	702. Demonstrate procedures for preparing vehicles for recovery

	607. 
	703. Demonstrate techniques to minimise impact on the environment during vehicle recovery

	608. 
	704. Demonstrate techniques for joining 2 snatch straps

	609. 
	705. Coordinate safe recovery of a four wheel drive vehicle using a single snatch strap

	610. 
	706. Perform post recovery checks and repairs, correctly



	611. Perform maintenance and minor repairs on four wheel drive vehicles
	707. Select/access maintenance equipment correctly, including spares and fluids, prior to departure after consideration of contextual issues

	612. 
	708. Check vehicles regularly prior to and during trip and correctly perform routine maintenance/repair tasks 

	613. 
	709. Make vehicle performance reports to the designated person

	614. 
	710. Demonstrate safe use of a jack to support a four wheel drive vehicle on uneven ground



	RANGE STATEMENT
	

	The Range Statements provide advice to interpret the scope and context of this unit of competence, allowing for differences between enterprises and workplaces. The Range Statements relate to the unit as a whole and helps facilitate holistic assessment. In addition, the following variables may be present for this particular unit of competency:



	Basic techniques
	[all categories]

Observation
Questioning


	Characteristics of the settings
	[all categories]

Biological, including:
· vegetation
· landscape
· topography
· scenery
Social, including

· number of people present and activities they pursue
Managerial, including:
· ownership
· development
· access regulations


	Contextual issues
	[all categories]

Duration of trip
Type of terrain to be covered
Remoteness of area to be visited


	Impacts caused by outdoor recreation activities
	[all categories]

Pollution with foreign matter (human waste, rubbish, soap, detergent)
Vegetation tramping and breakage
Breakage and dislodgment of rock and other formations
Compaction of soil and other deposits
Disturbance of fauna
Introduction of new flora and fauna
Chemical alteration of environments
Damage to, or inappropriate behaviour in, cultural sites
Graffiti
Reduction in decomposing timber
Campfire scars
Noise
Intrusion into private lives and culture 
Development of facilities and signs


	Management strategies
	[all categories]

Dispersal of use 
Concentration of use 
Site location 
Site hardening or shielding 
Type of use:
· zoning 
· size limitations


	Range of terrain types
	[six categories]

Moderate inclines (up and down)
Sloping terrain
Very soft ground
Rocky areas
Sand
Axle deep water crossings
Mud/black soil
Snow/ice (where relevant)


	Routine maintenance/repair tasks
	[all categories]

Changing wheels in uneven terrain
Fluid top – up


	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competence for this unit. This is an integral part of the assessment of competence and should be read in conjunction with the Range Statements.



	Critical aspects of evidence
	Assessment must confirm sufficient knowledge of safe four-wheel driving and recovery techniques in the work environment
Assessment of performance should be over a minimum of two (2) different occasions, (for example over consecutive days), covering the prescribed number of categories from the Range Statements
In particular, assessment must confirm the ability to:
· safely and correctly use the features of a four wheel drive to negotiate a range of different terrain types, both day and night (terrain will vary according to work environment/location)
· use appropriate technique and ability to safely recover a four wheel drive vehicle using a single snatch strap
· apply maintenance and repair techniques specific to four wheel drive vehicles 
· be aware of, and use, minimal environmental impact practices



	Interdependent assessment of units


	This unit must be assessed after attainment of competency in the following unit(s): Possess a current open driver's licence
This unit must be assessed in conjunction with the following unit(s): SROODR002A Plan outdoor recreation activities 
For the purpose of integrated assessment, this unit may be assessed in conjunction with the following unit(s): TDTB0301A Carry out vehicle maintenance 



	Underpinning knowledge
	Features and handling characteristics of four wheel drive vehicles
Four wheel driving techniques in different terrain
Terms used to describe four wheel drive capabilities (approach and departure angles, ramp over angle, ground clearance, suspension travel)
Differences between four wheel drive and four wheel drive vehicles and their impacts on vehicle operation and capability
Tyre management principles
Environmental impact of four wheel driving
Occupational Health and Safety legislation relevant to the use of four wheel drive vehicles
Use of single snatch straps to recover vehicles and hazards associated with vehicle recovery
Techniques for travelling in convoy 
Minimum impact codes 
Legal and statutory requirements (of land management agencies) 
Specific problems of fragile environments or threatened species 
Area restrictions
Natural processes and interrelationships occurring within natural environments and the manner in which interrelationships between natural processes can be affected
General knowledge of factors affecting land management planning (eg, limits of acceptable change, recreation succession) 
Familiarity with terms used in planning for appropriate use of sites/locations (recreation setting, recreation opportunity) 
Cultural protocols for making contact and communicating with indigenous people and organisations 
Practices which may be implemented to minimise impact (eg, avoidance of sensitive areas, appropriate site and route selection, limited party size, keeping to marked tracks or routes, campfire management and rehabilitation) 
Practices and procedures used by land management authorities to reduce impact:
· restricting access 
· limiting group size 
· seasonal restrictions
· use of permits 
· enforcing Codes of Ethics and Conduct


	Underpinning skills
	Four wheel driving techniques in different terrain
Skills and attitude to reduce environmental impact
Vehicle recovery using single snatch straps
Research and evaluation of impact through observation and questioning
Problem solving and solution focused strategies



	Resource implications
	Physical resources – assessment of this competency requires access to:

· a suitable four wheel drive vehicle 

· a suitable outdoor environment where four wheel drive skills may be demonstrated 

· maintenance/repair resources 

· recovery equipment 

· food and water resources 

· map(s) and compass

Human resources – assessment of this unit of competency will require human resources consistent with those outlined in the Assessment Guidelines. That is, an assessor (or persons within the assessment team) should:

· be competent in this unit but preferably be competent in the unit at the level above, i.e., SRODRV002B 

· be competent, as a minimum, in the units SRXFAD001A, SRXRIK001A and SRXEMR001A to ensure adequate risk management during the assessment

· be current in their knowledge and understanding of the industry through provision of evidence of relevant involvement in the activity

· have attained the National Competency Standards for Assessment: BSZ401A, BSZ402A and BSZ403A


	Consistency in performance
	Due to issues such as the variation in possible terrains, this unit must be assessed over a minimum of two (2) different occasions, (for example over consecutive days), in order to ensure consistency of performance over the prescribed number of variables and contexts applicable



	Context of assessment
	This unit must be assessed on the job through practical demonstration or through simulation with a four wheel drive vehicle in environments where four wheel drive skills may be demonstrated
Assessment of this unit of competence will usually include observation of processes and procedures, oral and/or written questioning on required knowledge and skills and consideration of required attitudes
Where performance is not directly observed and/or is required to be demonstrated over a ‘period of time’ and/or in a ‘number of locations’, any evidence should be authenticated by colleagues, supervisors, clients or other appropriate persons



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	1
	1
	1
	1
	1
	3
	2


These levels do not relate to the Australian Qualifications Framework. They relate to the seven areas of generic competency that underpin effective workplace practices.

The three levels of performance (1, 2 and 3) denote the level of competency required to perform the task:

1.
Use routine approaches

2.
Select from routine approaches

3.
Establish new approaches

Collecting, analysing and organising information ‑ Collecting information regarding the proposed route of the journey
Communicating ideas and information ‑ Advising passengers of any special safety precautions that need to be taken
Planning and organising activities -‑ Planning sufficient fuel for the activity
Working with teams and others ‑ Assisting others to recover a vehicle
Using mathematical ideas and techniques ‑ Ensuring suitable tyre pressures
Solving problems ‑ Recovering a stuck vehicle
Using technology ‑ Using a snatch strap and winch 
Please refer to the Assessment Guidelines for advice on how to use the Key Competencies.

	UNIT NAME 
	Drive a 4WD vehicle in difficult terrain using advanced technique



	UNIT CODE 
	SRODRV002B



	UNIT DESCRIPTOR 
	This unit has been developed for the Outdoor Recreation Industry Training Package.

This unit covers the advanced skills and knowledge required to use appropriate range, gear and techniques to drive a four wheel drive vehicle through and over difficult terrain.



	ELEMENT 
	PERFORMANCE CRITERIA

	615. Drive a four wheel drive vehicle in difficult terrain
	711. Engage four wheel drive and front hubs

	616. 
	712. Survey track to identify hazards, assess risk and select a best route

	617. 
	713. Select routes to minimise damage to the environment

	618. 
	714. Advise passengers of any special safety precautions to be taken when traversing difficult terrain

	619. 
	715. Use appropriate range, gear, speed (momentum), driving and braking technique to negotiate a range of difficult terrain types whilst maintaining control of vehicle at all times

	620. 
	716. Demonstrate, where relevant, stall stop, forward/reverse key starts and hand brake starts

	621. 
	717. Demonstrate appropriate use of handbrake

	622. 
	718. Maintain appropriate hand positioning on steering wheel

	623. 
	719. Check, where necessary, brakes and undercarriage after negotiating difficult terrain

	624. 
	720. Perform repairs to damaged tracks, if necessary

	625. 
	721. Apply risk management procedures relating to blind corners and oncoming traffic, consistently



	626. Perform maintenance and minor repairs on four wheel drive vehicles
	722. Select/access maintenance equipment correctly, including spares and fluids, prior to departure after consideration of contextual issues 

	627. 
	723. Check vehicles regularly prior to and during trip, and correctly perform routine maintenance/repair tasks

	40. 
	724. Make vehicle performance reports to the designated person

	41. 
	725. Demonstrate safe use of a jack to support a four wheel drive vehicle on uneven ground

	42. 
	726. Demonstrate tyre removal/replacement

	43. 
	727. Demonstrate puncture repair (tube and tubeless)


	RANGE STATEMENT
	

	The Range Statements provide advice to interpret the scope and context of this unit of competence, allowing for differences between enterprises and workplaces. The Range Statements relate to the unit as a whole and helps facilitate holistic assessment. In addition, the following variables may be present for this particular unit of competency:



	Difficult terrain
	[all categories available at geographic location] 
Long, steep inclines incorporating loose surface and a step up along the incline
Long steep declines incorporating loose surface and a step down along the incline
Cross slope driving involving irregular terrain
Deep water crossings (water depth above axle, irregular bottom, offset entry and exit points) 
Bush tracks (narrow, twisting, irregular terrain) 
Irregular sandy terrain (undulating sand, range of surface conditions from soft to firm, sand hills) 
Irregular muddy terrain (including deep mud holes, ditches, irregular terrain) 
Very rough rocky ground (rock strewn creek/river bed or rocky hill trail with obstacles) 
Snow and ice 
Slippery incline/declines


	Routine maintenance/repair tasks
	[all categories] 
Change wheels in uneven terrain 
Puncture repairs 
Fluid top-up


	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competence for this unit. This is an integral part of the assessment of competence and should be read in conjunction with the Range Statements.



	Critical aspects of evidence
	Assessment must confirm sufficient knowledge of techniques to drive four wheel drive vehicles in difficult terrain encountered in the work environment
Assessment of performance should be over a minimum of two (2) different occasions, (for example over consecutive days), covering the prescribed number of categories from the Range Statements that are applicable in the learners environment
In particular, assessment must confirm the ability to:
· perform routine pre-departure checks
· load vehicle safely
· survey track and accurately assess risk, both day and night
· use appropriate range, gear, speed, driving and breaking technique to negotiate difficult terrain, both day and night
· apply risk management procedures whilst driving



	Interdependent assessment of units


	This unit must be assessed after attainment of competency in the following unit(s): SRODRV001B Drive and recover a 4WD vehicle
This unit must be assessed in conjunction with the following unit(s): Nil
For the purpose of integrated assessment, this unit may be assessed in conjunction with the following unit(s): Nil 


	Underpinning knowledge
	Handling characteristics of four wheel drive vehicles in difficult terrain
Four wheel driving techniques in difficult terrain
Environmental impact of driving in difficult terrain


	Underpinning skills
	Advanced four wheel driving techniques in difficult terrain
Skills and attitude to reduce environmental impact



	Resource implications
	Physical resources – assessment of this competency requires access to:
· a four wheel drive vehicle with low range 
· a suitable outdoor environment with difficult terrain as described in the Range Statements where four wheel drive skills may be demonstrated
· maintenance/repair resources 
·  map(s) and compass 
· food and water resources
Human resources – assessment of this unit of competency will require human resources consistent with those outlined in the Assessment Guidelines. That is, assessors (or persons within the assessment team) should:
· be competent in this unit 
· be competent, as a minimum, in the units SRXFAD001A, SRXRIK001A and SRXEMR001A to ensure adequate risk management during the assessment
· be current in their knowledge and understanding of the industry through provision of evidence of relevant involvement in the activity
· have attained the National Competency Standards for Assessment: BSZ401A, BSZ402A and BSZ403A



	Consistency in performance
	Due to issues such as gaining proficiency in handling a vehicle in difficult terrain this unit must be assessed over a minimum of two (2) different occasions, (for example over consecutive days), in order to ensure consistency of performance over the Range Statements and contexts applicable



	Context of assessment
	Competency must be demonstrated on the job through practical demonstration or through simulation with a four wheel drive vehicle in environments where four wheel drive skills may be demonstrated
Assessment of this unit of competence will usually include observation of processes and procedures, oral and/or written questioning on required knowledge and skills and consideration of required attitudes
Where performance is not directly observed and/or is required to be demonstrated over a ‘period of time’ and/or in a ‘number of locations’, any evidence should be authenticated by colleagues, supervisors, clients or other appropriate persons



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	1
	1
	2
	1
	2
	3
	2


These levels do not relate to the Australian Qualifications Framework. They relate to the seven areas of generic competency that underpin effective workplace practices.

The three levels of performance (1, 2 and 3) denote the level of competency required to perform the task:

1.
Use routine approaches
2.
Select from routine approaches
3.
Establish new approaches

Collecting, analysing and organising information – Collecting information regarding the proposed route of the journey
Communicating ideas and information – Advising passengers of any special safety precautions that need to be taken
Planning and organising activities – Planning equipment to carry depending upon types of terrain likely to be encountered
Working with teams and others – Travelling in a convoy with other vehicles
Using mathematical ideas and techniques – Calculating suitable speed/gear for different terrains
Solving problems – Recovering a stuck vehicle
Using technology – Using a snatch strap and winch 
Please refer to the Assessment Guidelines for advice on how to use the Key Competencies.

	UNIT NAME 
	Coordinate recovery of a 4WD vehicle using advanced techniques



	UNIT CODE 
	SRODRV003B



	UNIT DESCRIPTOR 
	This unit has been developed for the Outdoor Recreation Industry Training Package.

This unit covers the use of a variety of recovery equipment and advanced skill to recover four wheel drive vehicles in difficult terrain conditions.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	628. Operate in a safe manner
	728. Apply safe working practices at all times

	629. 
	729. Use rated recovery equipment

	630. 
	730. Define danger zones after consideration of operating variables


	631. Operate in an environmentally-friendly manner
	731. Determine potential environmental impact of recovery

	632. 
	732. Considering operating variables, apply strategies to reduce environmental impact during recovery

	633. 
	733. Repair environmental damage, where possible



	634. Use a snatch strap to recover a four wheel drive vehicle up a steep incline
	734. Survey site to identify hazards, assess risk and select suitable strategy

	635. 
	735. Prepare vehicle for recovery, after identification of recovery hooks

	636. 
	736. Confirm the compliance of equipment with ratings, where practicable

	637. 
	737. Demonstrate safe recovery of a vehicle up a steep incline using a single snatch strap

	638. 
	738. Complete post-recovery vehicle and equipment checks



	639. Use vehicle recovery equipment
	739. Identify hazards associated with the use of recovery equipment, accurately

	640. 
	740. Apply risk management strategies to minimise risk associated with the use of recovery equipment

	641. 
	741. Demonstrate appropriate use of tree trunk protectors in a recovery situation

	642. 
	742. Use advanced techniques to safely recover four wheel drive vehicles using recovery equipment


	643. Use a winch to recover a four wheel drive vehicle
	743. Identify accurately hazards associated with the use of a winch

	644. 
	744. Apply risk management strategies to minimise risk associated with the use of a winch

	645. 
	745. Prepare vehicles for a winch recovery after identification of recovery hooks and confirmation of compliance of equipment with ratings, where practicable

	646. 
	746. Establish safe ground anchor points in different terrain conditions

	647. 
	747. Demonstrate appropriate use of a snatch block to give a 2:1 advantage

	648. 
	748. Check winch to ensure safe operation and adequate maintenance

	649. 
	749. Coordinate the safe recovery of a vehicle using a winch


	650. Demonstrate the safe use of jacks
	750. Demonstrate safe positioning of jacks 

	651. 
	751. Demonstrate safe operating procedures when using a jack to lift a vehicle

	652. 
	752. Demonstrate safe operating procedures when using a jack to prepare a vehicle for recovery



	653. Maintain vehicle recovery equipment
	753. Apply correctly maintenance procedures for recovery equipment

	654. 
	754. Document equipment maintenance in accordance with enterprise procedures



	RANGE STATEMENT
	

	The Range Statements provide advice to interpret the scope and context of this unit of competence, allowing for differences between enterprises and workplaces. The Range Statements relate to the unit as a whole and helps facilitate holistic assessment. In addition, the following variables may be present for this particular unit of competency:



	Different terrain conditions
	[all categories experienced in geographical location] 
Hard ground
Soft sand
Mud
Snow


	Equipment
	[all categories] 
Steel cables
Tow rope
Chains
Tree trunk protectors
Winch
Jacks


	Jacks
	[two categories] 
Bottle jack
Hi-lift jack
Bull bags


	Maintenance
	[all categories] 
Cleaning
Cable rolling
Greasing/oiling


	Operating variables
	[all categories] 
Type of recovery equipment used, eg, possibility of cable or rope failure
Direction of recovery
Suitable protection
Potential for vehicle roll or fall
Effect of suction on cable/winch capacity


	Recovery equipment
	[all categories] 
Steel cables
Tow ropes
Chains
Shackles
Tree trunk protectors
Winch
Dynamic elastic, eg, snatch straps


	Risk management strategies
	[all categories] 
Define danger zone
Safe use of equipment
Use of rated equipment where practicable
Safe operating procedures


	Safe operating procedures when using a jack
	[all categories] 
Regard for personal safety
Regard for vehicle stability
Awareness of soft footing


	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competence for this unit. This is an integral part of the assessment of competence and should be read in conjunction with the Range Statements.



	Critical aspects of evidence
	Assessment must confirm sufficient knowledge of advanced vehicle recovery techniques applicable in the work environment
Assessment of performance should be over a minimum of two (2) different occasions, (for example over consecutive days), covering the prescribed number of categories from the Range Statements that are applicable in the learners environment
In particular, assessment must confirm the ability to:
· use different vehicle jacks in different terrains and environmental conditions
· use a winch and a snatch block (2:1) in difficult terrain utilising ground anchor points for both hard ground and soft sand
· use other types of recovery equipment (cables, tow rope, tree protectors, shackles, chains, snatch straps) in a safe and efficient manner



	Interdependent assessment of units


	This unit must be assessed after attainment of competency in the following unit(s): SRODRV001B Drive and recover a 4WD vehicle
This unit must be assessed in conjunction with the following unit(s): Nil
For the purpose of integrated assessment, this unit may be assessed in conjunction with the following unit(s): SRODRV002B Drive a 4WD vehicle in difficult terrain using advanced technique 



	Underpinning knowledge
	Techniques to use jacks and recovery equipment (steel cables, tow ropes, chains, shackles)
Factors affecting choice of recovery equipment and mode of recovery
Issues to consider when defining danger zones
Effect of suction on cable/winch capacity
Hazards and safety issues associated with the use of jacks and recovery equipment (steel cables, tow ropes, chains, shackles, winches)
Advantages/disadvantages of snatch block use in a winch recovery
Maintenance procedures



	Underpinning skills
	Use of jacks and recovery equipment (steel cables, tow ropes, chains, shackles)


	Resource implications
	Physical resources – assessment of this competency requires access to:
· a four wheel drive vehicle with low range
· a suitable outdoor environment with difficult terrain where four wheel drive skills may be demonstrated
· maintenance/repair resources
· vehicle recovery equipment such as jacks, recovery straps, winch, tow ropes, chains and tree protectors
· food and water resources 
· map(s) and compass
Human resources – assessment of this unit of competency will require human resources consistent with those outlined in the Assessment Guidelines. That is, assessors (or persons within the assessment team) should:
· be competent in this unit 
· be competent, as a minimum, in the units SRXFAD001A, SRXRIK001A and SRXEMR001A to ensure adequate risk management during the assessment
· be current in their knowledge and understanding of the industry through provision of evidence of relevant involvement in the activity
· have attained the National Competency Standards for Assessment: BSZ401A, BSZ402A and BSZ403A



	Consistency in performance
	Due to issues such as the variation in terrain and possible recovery scenarios, this unit must be assessed over a minimum of two (2) different occasions, (for example over consecutive days), in order to ensure consistency of performance over the Range Statements and contexts applicable



	Context of assessment
	This unit must be assessed on the job through practical demonstration or through simulation with a four wheel drive vehicle in environments where four wheel drive skills may be demonstrated
Assessment of this unit of competence will usually include observation of processes and procedures, oral and/or written questioning on required knowledge and skills and consideration of required attitudes
Where performance is not directly observed and/or is required to be demonstrated over a ‘period of time’ and/or in a ‘number of locations’, any evidence should be authenticated by colleagues, supervisors, clients or other appropriate persons



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	2
	3
	3
	2
	3
	2


These levels do not relate to the Australian Qualifications Framework. They relate to the seven areas of generic competency that underpin effective workplace practices.

The three levels of performance (1, 2 and 3) denote the level of competency required to perform the task:

1.
Use routine approaches
2.
Select from routine approaches
3.
Establish new approaches

Collecting, analysing and organising information ‑ Collecting information on stranded vehicle to appraise situation and decide on appropriate method of recovery
Communicating ideas and information ‑ Briefing others on method of recovery
Planning and organising activities ‑ Planning the resources and systems required to perform the recovery
Working with teams and others ‑ Working in a group situation to attend to recovery
Using mathematical ideas and techniques ‑ Calculating effective angles for extraction
Solving problems ‑ Dealing with a stranded vehicle
Using technology ‑ Using an air jack

Please refer to the Assessment Guidelines for advice on how to use the Key Competencies.

	UNIT NAME 
	Plan outdoor recreation activities



	UNIT CODE 
	SROODR002A



	UNIT DESCRIPTOR 
	This unit has been developed for the Outdoor Recreation Industry Training Package.

This unit covers the knowledge and skills to independently plan and participate unsupervised in outdoor activities within a team environment in situations where extreme environmental conditions are not likely to occur. This unit addresses the basic principles, knowledge and skills to plan general (non activity-specific) requirements for participation in outdoor recreation activities. Activity-specific aspects of clothing and equipment selection are addressed in activity-specific units.

This unit incorporates the unit SROODR001A Apply basic outdoor recreation logistics, and this should be taken into consideration when planning to meet pre-and co-requisite requirements.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	655. Make logistical arrangements
	755. Evaluate the suitability of a range of possible activity sites/locations to select one which is appropriate to personal objectives

	656. 
	756. Source and apply local area knowledge to assist in the planning process

	657. 
	757. Identify and comply with statutory and organisational procedures

	658. 
	758. Identify and select where appropriate, specific sites within the designated activity location for use with reference to minimal impact on the environment

	659. 
	759. Identify hazards associated with the activity and implement risk minimisation procedures within the control of the participant during the planning and preparation



	660. Select and use suitable outdoor equipment
	760. Identify equipment needs after consideration of contextual issues

	661. 
	761. Identify and evaluate sources of equipment according to needs

	662. 
	762. Source equipment a suitable time prior to the activity to allow for checking

	663. 
	763. Check equipment for serviceability to ensure that it is in good working order

	664. 
	764. Confirm suitability of equipment to individual needs and conditions

	665. 
	765. Prepare equipment for transportation to activity location in a manner to minimise loss or damage

	666. 
	766. Use equipment in accordance with operational procedures and/or manufacturer's recommendations to ensure that design limits are not exceeded

	667. 
	767. Adjust and fit, where necessary, equipment to ensure comfort and safety

	668. 
	768. Monitor equipment for wear and damage during use and prior to storage and refer damaged equipment to the appropriate person

	669. 
	769. Store equipment in a suitable manner according to organisational procedures and/or manufacturer's recommendations



	670. Identify, plan and monitor food requirements
	770. Analyse food requirements and apply this analysis to select and maintain intake, based on principles of nutrition and energy requirements for conditions and type of activity 

	671. 
	771. Ensure menu planning and preparation is appropriate for dietary requirements and personal tastes within the activity constraints

	672. 
	772. Apply knowledge of the range of food products available to select food which is most appropriate based on perishability, packaging and storage considerations

	673. 
	773. Identify and plan for emergency food requirements



	674. Identify and plan for water needs and usage
	774. Calculate fluid requirements, based on the requirements of a particular activity

	675. 
	775. Identify elements to consider when calculating fluid requirements

	676. 
	776. Access information on water purification techniques appropriate to the water source

	677. 
	777. Outline the range of water purification techniques available and demonstrate use of purification resources appropriate to the water source

	678. 
	778. Prepare water for carrying and storage in a manner appropriate to the activity and to minimise potential breakage of container



	679. Identify and plan clothing requirements
	779. Identify causes of heat loss and heat exhaustion/stroke during an activity

	680. 
	780. Select clothing suitable to the activity, based on consideration of contextual issues, as well as a knowledge of the principles of clothing selection and an application of knowledge of the features and limitations of different fabrics



	681. Participate in an outdoor activity
	781. Determine and comply with statutory and organisational procedures applicable to the activity and activity site/location

	682. 
	782. Establish temporary sites, where required, to ensure comfort, safety and minimal impact


	683. Deal with non-routine situations
	783. Assess the non-routine situation and establish the need for improvised equipment or techniques

	684. 
	784. Identify current resources that can be used for improvised techniques or equipment

	685. 
	785. Ensure consideration is given to the ability to acquire new or additional resources

	686. 
	786. Evaluate the ability to improvise with current resources whilst maintaining the safety of the activity

	687. 
	787. Demonstrate the ability to improvise equipment and/or techniques to deal with non-routine situations

	688. 
	788. Modify the activity, where necessary, to accommodate the use of improvised equipment or circumstances


	RANGE STATEMENT
	

	The Range Statements provide advice to interpret the scope and context of this unit of competence, allowing for differences between enterprises and workplaces. The Range Statements relate to the unit as a whole and helps facilitate holistic assessment. In addition, the following variables may be present for this particular unit of competency:



	Activity constraints
	[all categories] 
All factors which may impact upon food and water requirements within a particular activity, including:
· weight constraints
· carrying capacity
· cooking method available
· water availability
· length/duration of activity
· temperature/season
· budget


	Contextual issues
	[all categories] 
Includes all factors which may impact upon the particular activity:
· season
· activity location
· time of day
· weather
· length of activity
· participant size and ability
· weight constraints of activity
· destination
· condition of terrain, activity location or medium
· group needs
· unsupervised


	Equipment
	[all categories] 
Includes all aspects of general outdoor equipment required for participation:
· general outdoor equipment, eg, tents, backpacks, stoves, torches
· personal equipment, eg, jackets, raincoats
· safety equipment, eg, first aid kit
· group equipment, eg, communications


	Hazards
	[all categories] 
Potential terrain hazards
Environmental hazards
· heat
· cold
· rain
· snow
· flood
· fire
· storms
· ice
People hazards
Equipment failure


	Improvised equipment
	[all categories]
Repaired equipment
Protective clothing
Shelters
First aid resources, eg, slings, bandages
Emergency response resources, eg, stretchers, splints


	Non-routine situations
	[all categories] 
May include:
· lost or damaged equipment
· unseasonal weather conditions
· injuries
· emergencies
· communication breakdowns
· phobias and panic in other group members
· characteristics of other group members:
· weight
· size
· physical ability
· cultural background


	Planning process
	[all categories] 
Access
· start 
· finish 
· emergency
Transport 
Viability 
Weather considerations 
Environmental factors


	Statutory and organisational procedures
	[all categories] 
Include:
· permits from management authorities
· authority/permission from landowners
· documented operating procedures and organisation/enterprise policies


	Temporary sites
	[all categories] 
Includes sites used as:
· rest stops
· activity sites
· temporary or overnight shelter


	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competence for this unit. This is an integral part of the assessment of competence and should be read in conjunction with the Range Statements.



	Critical aspects of evidence
	Assessment must confirm sufficient knowledge of the factors influencing the selection and preparation of equipment and its use, as well as food, fluid and clothing requirements for independent participation in outdoor recreation activities
Assessment of performance should be over a minimum of three (3) different occasions covering all prescribed categories from the Range Statements that are applicable to planning for and participation in outdoor activities independently in conditions as specified in the Range Statements in a range of typical weather conditions at a range of different locations or sites
Assessment must confirm the ability to apply this knowledge and appropriate techniques to:
· apply knowledge of factors affecting the context in order to plan for safe participation 
· apply in-depth knowledge of equipment and clothing suitable to different contexts 
· discriminate between features of relevant equipment and clothing 
· define requirements for specific needs 
· select the most appropriate equipment, food and clothing 
· plan for contingencies 
· operate independently (as part of a group or team) in both routine and predictable non-routine situations 
· use knowledge of equipment to select and use that which is most appropriate in different contexts 
· establish and maintain in a safe manner all categories of temporary site relevant to outdoor recreation participation, minimising environmental impact 
· maintain personal physiological well-being during activities in a range of typical weather conditions



	Interdependent assessment of units


	This unit must be assessed after attainment of competency in the following unit(s): Nil
This unit must be assessed in conjunction with the following unit(s): Nil
For the purpose of integrated assessment, this unit may be assessed in conjunction with the following unit(s):
SROOPS003B Apply weather information
SRONAV002B Navigate in difficult or trackless areas



	Underpinning knowledge
	Minimal impact codes and practices 
Factors that affect physiological well-being to assist in the planning of food, water and clothing 
Factors affecting the selection of general equipment used in outdoor activities:
· advantages 
· disadvantages 
· construction features 
· cost 
· ability to repair
Dietary requirements when participating in outdoor activities, and the types of food which can supply these requirements
Types of food available to suit activity constraints 
Types of cooking apparatus available for use in outdoor activities, their advantages and disadvantages 
Clothing requirements for outdoor activities and general principles affecting clothing selection, eg, layering principle, protective clothing
Hazard identification in order to develop and apply risk minimisation strategies
General land management and legislative requirements which may apply to participation in outdoor activities
Use of general equipment in an outdoor recreation context:
· torches
· tents
· backpacks
· water bottles
Water purification methods and equipment
Effects of weather conditions on performance and requirements
Contents for first aid kits used in outdoor activities
Communication techniques used in outdoor activities



	Underpinning skills
	Food preparation in an hygienic manner in an outdoor environment 
Cooking on fires/fuel stoves 
Communication strategies in an outdoor activity and use of communication equipment



	Resource implications
	Physical resources – assessment of this unit of competency requires access to:
· a range of general outdoor equipment, eg, tents, stoves, torches 
· a range of types of general outdoor clothing, eg, raincoats, footwear, jackets 
· associated resources and information on typical outdoor activity locations/venues and clothing
Human resources – assessment of this unit of competency will require human resources consistent with those outlined in the Assessment Guidelines. That is, assessors (or persons within the assessment team) should:
· be competent in this unit but preferably be competent in the unit at the level above, i.e., SROODR003A 
· be competent, as a minimum, in the units SRXFAD001A, SRXRIK001A and SRXEMR001A to ensure adequate risk management during the assessment 
· be current in their knowledge and understanding of the industry through provision of evidence of professional activity in the relevant area
· have attained the National Competency Standards for Assessment: BSZ401A, BSZ402A and BSZ403A



	Consistency in performance
	Due to issues such as variations in contextual issues, this unit of competency must be assessed over a minimum of three (3) different occasions in order to ensure consistency of performance over the Range Statements and contexts applicable to applying general principles of independent participation in outdoor activities


	Context of assessment
	For valid and reliable assessment this unit of competency must be assessed in the context of participation in a real outdoor recreation activity
Assessment of this unit of competence will usually include observation of processes and procedures, oral and/or written questioning on required knowledge and skills and consideration of required attitudes
Where performance is not directly observed and/or is required to be demonstrated over a ‘period of time’ and/or in a ‘number of locations’, any evidence should be authenticated by colleagues, supervisors, clients or other appropriate persons



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	2
	2
	2
	1


These levels do not relate to the Australian Qualifications Framework. They relate to the seven areas of generic competency that underpin effective workplace practices.

The three levels of performance (1, 2 and 3) denote the level of competency required to perform the task:

1.
Use routine approaches
2.
Select from routine approaches
3.
Establish new approaches

Collecting, analysing and organising information ‑ Evaluating possible activity sites/locations to determine the most appropriate within the particular contextual issues
Communicating ideas and information ‑ Liaising with land managers in order to comply with statutory requirements
Planning and organising activities ‑ Planning equipment needs, sources of equipment and most appropriate equipment for the site/location
Working with teams and others ‑ Planning and organising group equipment requirements
Using mathematical ideas and techniques ‑ Calculating food and water requirements
Solving problems ‑ Selecting equipment and clothing which meets activity constraints (eg, weight constraints) but which adequately maintains physiological well-being
Using technology ‑ Using technology to access information about activity sites/locations
Please refer to the Assessment Guidelines for advice on how to use the Key Competencies.

	UNIT NAME 
	Improve client awareness and implementation of environmental management practices



	UNIT CODE 
	SRXRES002B



	UNIT DESCRIPTOR 
	This unit has been developed for the Community Recreation, Fitness, Outdoor Recreation and Sport Industry Training Packages.

This unit covers the knowledge and skills to improve awareness of environmental management practices within an organisation and inform external clients of the organisation’s practices.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	689. Identify level of staff awareness and implementation of environmental management practices
	789. Develop criteria for determining staff awareness and effectiveness of implementation of existing practices

	690. 
	790. Apply criteria in order to determine relative effectiveness

	691. 
	791. Identify the need for modification or improvement of staff implementation of existing environmental practices

	692. 
	792. Determine new areas which require implementation of environmental management practices in accordance with the organisation’s policies and environmental management plan



	693. Develop and rank methods to improve staff awareness and implementation of environmental management practices
	793. Identify, research and collate relevant information to assist staff awareness in environmental management

	694. 
	794. Apply specialist knowledge and skills to determine the most suitable method

	695. 
	795. Establish criteria to develop an effective ranking of practices

	696. 
	796. Determine methods for improving staff awareness and reaching identified areas of need

	697. 
	797. Establish information needs and opportunities for community involvement in improving awareness



	698. Implement appropriate methods to improve staff awareness
	798. Identify and procure financial resources within budget cycles to support the achievement of required outcomes 

	699. 
	799. Identify, train and assign personnel to tasks so that strategy requirements for skills and knowledge are met

	700. 
	800. Identify physical facilities and equipment and procure within budget cycles

	701. 
	801. Prepare information materials and distribute to ensure required awareness levels are achieved

	702. 
	802. Achieve improvement in staff awareness of environmental issues in accordance with local policy, procedures and relevant legislative requirements


	703. Monitor and review the levels of community awareness
	803. Collect regular data and analyse to provide accurate measures of performance

	704. 
	804. Make comparisons with required outcomes to assess performance

	705. 
	805. Make recommendations for changes to methods and systems

	706. 
	806. Implement changes to methods and systems to ensure outcomes are achieved

	707. 
	807. Apply information obtained during monitoring and review to develop new methods and systems which are based on accumulated knowledge and experience



	708. Inform external clients of environmental management practices 
	808.  Identify and use advantages of informing external clients of organisation’s environmental management practices to determine methods to improve their awareness

	709. 
	809. Identify opportunities to inform external clients of organisation's environmental management practices and notify supervisors/management of new opportunities

	710. 
	810. Identify resources and information required to inform external clients and access within budget cycles

	711. 
	811. Use interactions with clients as an opportunity to inform them of the organisation's environmental management practices

	712. 
	812. Develop strategies to enable clients to participate in the implementation of the environmental management practices



	RANGE STATEMENT
	

	The Range Statements provide advice to interpret the scope and context of this unit of competence, allowing for differences between enterprises and workplaces. The Range Statements relate to the unit as a whole and helps facilitate holistic assessment. In addition, the following variables may be present for this particular unit of competency:



	Effectiveness
	[all categories]

The range of methods used
Consistency of involvement
Level and quality of training provided
Level and quality of involvement
Funding and resources required
Quality and level of benefit derived
Outcomes achieved and goals for improvement


	Environmental management practices
	[all categories]

Awareness of types of practices that may include:
· business sustainability
· human and physical resources
· environmental load reduction
· waste minimisation
· ecological considerations


	Legislative requirements
	[all categories]

State/Territory statutory requirements
local laws, by – laws, ordinances and policy


	Methods for improving staff awareness
	[all categories]

Methods include:
· significant use of resources
· minimal input of resources
· use of existing systems within the organisation
· high quality materials
· use of experts or consultants with relevant skills


	Staff awareness
	[all categories]

Aspects of staff awareness includes:
· level of knowledge
· need for information
Awareness of methods of information distribution

Methods for suggesting improvements in systems

Internal system within the organisation


	EVIDENCE GUIDE 
	

	The Evidence Guide identifies the critical aspects, knowledge and skills to be demonstrated to confirm competence for this unit. This is an integral part of the assessment of competence and should be read in conjunction with the Range Statements.



	Critical aspects of evidence
	Assessment must confirm sufficient knowledge of methods to determine staff awareness of the organisation’s environmental management strategies and the effectiveness of staff implementation of the strategies in the work environment as it applies to sectors in the industry (sport, community recreation, outdoor recreation or fitness). This knowledge also applies to client awareness
Assessment of performance should be over a period of time covering all categories of the Range Statements that are applicable in the learners work environment
Assessment must confirm the ability to apply this knowledge and appropriate techniques to:
· determine the level of staff implementation of the organisation’s environmental management practices
· develop appropriate methods to improve staff implementation of the organisation’s environmental management practices
· accurately assess any improvement in implementation
· assess client awareness of the organisation’s environmental management practices
· improve external client awareness of the organisation’s environmental management practices



	Interdependent assessment of units


	This unit must be assessed after attainment of competency in the following unit(s): Nil
This unit must be assessed in conjunction with the following unit(s): Nil
For the purpose of integrated assessment, this unit may be assessed in conjunction with the following unit(s): Nil



	Underpinning knowledge
	Environmental issues relevant to work practices and productivity 
Environmental management practices
Community needs and expectations
Organisation structure and services
Training requirements/networks
Workplace health and safety legislation and relevant environmental legislation


	Underpinning skills
	Research skills to identify information relevant to issues
Consultation skills to deal with people at all levels
Presentation skills to report to management and clients on initiatives
Programming skills
Strategic planning skills to integrate minor program goals with organisation goals
Budgeting skills to manage finances for programs
Evaluation skills to monitor effectiveness



	Resource implications
	Physical resources – Assessment of this unit of competency requires access to:
· a real work environment
· associated resources and information on environmental management practice
Human resources – Assessment of this unit of competency will require human resources consistent with those outlined in the Assessment Guidelines. That is, assessors (or persons within the assessment team) should:
· be competent in this unit but preferably be competent in the unit at the level above
· be current in their knowledge and understanding of the industry through provision of evidence of professional activity in the relevant area 
· have attained the National Competency Standards for Assessment: BSZ401A, BSZ402A and BSZ403A



	Consistency in performance
	Due to issues such as variation in environmental issues and practices, this unit of competency must be assessed over a period of time in order to ensure consistency of performance over the Range Statements and contexts applicable to the work environment



	Context of assessment
	This unit of competency must be assessed in the context of a real audience and organisation. The environment should be safe with the hazards, circumstances and equipment likely to be encountered in a real workplace
Assessment of this unit of competency will usually include observation of processes and procedures, oral and/or written questioning on required knowledge and skills and consideration of required attitudes
Where performance is not directly observed and/or is required to be demonstrated over a ‘period of time’ and/or in a ‘number of locations’, any evidence should be authenticated by colleagues, supervisors, clients or other appropriate persons



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	1
	1
	N/A
	1
	1


These levels do not relate to the Australian Qualifications Framework. They relate to the seven areas of generic competency that underpin effective workplace practices.

The three levels of performance (1, 2 and 3) denote the level of competency required to perform the task:

1.
Use routine approaches
2.
Select from routine approaches
3.
Establish new approaches

Collecting, analysing and organising information – Collecting and analysing qualitative and quantitative information from internal and external sources
Communicating ideas and information – Informing and liaising with staff and others
Planning and organising activities – Planning and organising activities to raise staff and client awareness of environmental management practices
Working with teams and others – Collaborating with other personnel, staff and clients
Using mathematical ideas and techniques – Not applicable
Solving problems – Identifying problems in staff awareness of environmental management practices
Using technology – Using relevant technology to conduct research and implement strategies Please refer to the Assessment Guidelines for advice on how to use the Key Competencies.

	UNIT NAME 
	Manoeuvre a vessel less than 24 metres in length within inshore limits



	UNIT CODE 
	TDMMC801A



	UNIT DESCRIPTOR 
	This unit involves the skills and knowledge required to manoeuvre a commercial vessel up to 24m in length within inshore limits. This includes the operation of small vessel propulsion systems and manoeuvring the small vessel during normal operations and adverse weather conditions, including berthing, mooring and anchoring. 

The unit is consistent with the section in the Australian USL Code dealing with the competency requirements of a Master (Class 5).



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	713. Manoeuvre the small vessel for normal operations
	813. Manoeuvres are made to safely progress the operation and keep the small vessel in safe water

	714. 
	814. Small vessel’s heading is maintained within acceptable limits with respect to the requirements of the manoeuvre, weather, tide, headreach and stopping distances

	715. 
	815. Alterations of heading or power are smooth and controlled at all times

	716. 
	816. Communication is clear, concise and acknowledged at all times according to good seamanship

	717. 
	817. Suitable mode of steering is selected for the manoeuvre with respect to the area, wind and sea conditions

	718. 
	818. Suitable techniques are applied when manoeuvring in shallow water and narrow channels

	719. 
	819. Appropriate turn techniques are used during manoeuvres

	720. 
	820. Small vessel propulsion is controlled as required to progress the operation and complement helm movements

	721. 
	821. Safe operating limits of small vessel propulsion, steering and power systems are not exceeded in normal manoeuvres

	722. 
	822. Appropriate allowance is made for the effects of deadweight, draft, trim, speed and under keel clearance on turning circles and stopping distance

	723. 
	823. Correct procedures are adopted when crossing a bar

	724. 
	824. Anchoring and mooring manoeuvres are carried out in accordance with safe nautical practice

	725. 
	825. Adequate resources are organised prior to and during operations



	726. Handle small vessel when under way
	826. The effects on small vessel performance of shallow and restricted waters, tidal and wind conditions and passing ship’s and own vessel’s bow and stern waves are regularly evaluated and the implications for small vessel handling assessed

	727. 
	827. Appropriate alterations to small vessel heading and power are made in response to assessments of the vessel’s operational environment

	728. 
	828. Special handling techniques are correctly applied during rescues of persons overboard or adverse sea and weather conditions

	729. 
	829. Correct manoeuvres are used when launching boats or liferafts

	730. Manoeuvre small vessel during adverse weather conditions
	830. Impending adverse weather and/or ice conditions are identified and the implications for small vessel operations are evaluated

	44. 
	831. Preparations are made and required precautions are taken to minimise risk and damage to small vessel and personnel and time loss on passage within the limits of the officer’s responsibility

	45. 
	832. Manoeuvres are adjusted to allow for weather and sea conditions to safely progress the operation and keep the small vessel in safe water

	46. 
	833. Small vessel’s heading is maintained within acceptable limits with respect to the requirements of the manoeuvre and the prevailing weather and sea conditions

	47. 
	834. Special handling techniques required under heavy weather conditions are used when necessary



	RANGE STATEMENT
	

	General context
	Work must be carried out in compliance with the relevant maritime regulations.

Work is performed within defined operational procedures, with responsibility for own outputs and limited responsibility for others. It involves the operation of small vessel propulsion systems and the application of nautical principles and manoeuvring techniques across a range of predictable inshore contexts. Planning and carrying out the required manoeuvres for a small vessel is required, including solving predictable small vessel manoeuvring problems.



	Worksite environment
	Vessel may include a small commercial vessel up to 24 m in length operating within inshore limits

Manoeuvres may be carried out

· by day or night in normal operational situations

· under normal and adverse conditions of sea and weather

· while underway

· during berthing and unberthing operations

· while anchoring or mooring

· when crossing a bar

Manoeuvres may include:

· berthing and unberthing

· mooring or anchoring

· handling small vessel in shallow water, narrow channels, rivers, estuaries and restricted waters

· use of small marine power plants

· dragging an anchor and clearing a foul anchor

Special handling techniques required may include:

· launching lifeboats and liferafts

· taking on board survivors from rescue boats and survival craft

· manoeuvring to rescue a person overboard

· keeping an unmanageable small vessel out of the trough of the sea

· lessening drift

· using oil


	Sources of information/ documents
	Documentation/records may include:

· operational orders

· navigational charts

· relevant maritime regulations

· small vessel’s log

· small vessel’s operational plan

· small vessel manufacturer’s instructions and recommended procedures

· instructions of relevant Maritime Authorities



	Applicable International, Australian and State/Territory regulations and legislation


	Applicable procedures and codes may include

· Australian USL Code

· International Regulations for Preventing Collisions at Sea

· relevant Australian and State/Territory OH&S legislation

	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	Assessment must confirm appropriate knowledge and skills to:

Manoeuvre the small vessel:

· safely in both normal situations

· in normal and adverse weather conditions

· when underway

· in berthing and unberthing operations

· when anchoring or mooring 

Exercise all required safety and hazard control procedures when manoeuvring the small vessel

Identify typical manoeuvring problems and take appropriate action

Communicate effectively with others during manoeuvring operations



	Interdependent assessment of units


	This unit of competency must be assessed in conjunction with other mandatory units that form part of a job role of master on a small vessel up to 24 m in length operating within inshore limits

	Required knowledge and skills
	Knowledge of relevant maritime regulations

Relevant OH&S legislation and policies

Limits of responsibility of a master of a small vessel up to 24 m in length operating within inshore limits

Methods for controlling small vessel speed and direction

Small vessel turn techniques including Williamson turn and short turn around

Techniques for turning a small vessel across the tide across the wind

Manoeuvring characteristics and propulsion system operational techniques of vessels up to 24 m in length operating within inshore limits, including stopping distances and turning circles at various draughts, speeds and loading

Effects of rudders and propellers on small boat performance

Effects of deadweight, draught, trim, speed and under-keel clearance on turning circles and stopping distances

Manoeuvring procedures for small vessels during adverse sea and weather conditions

Manoeuvres for a small vessel to approach an anchorage

Squat, shallow water, narrow channel and similar effects on small vessel’s handling

Effects on small vessel handling of wind, currents and bottom topography

Typical manoeuvring problems for small vessels up to 24 m in length operating within inshore limits, and appropriate action and solutions

Interaction effects with passing and moored vessels and appropriate manoeuvring procedures to be applied

Manoeuvring procedures when launching lifeboats and liferafts

Methods for a recovering a person from the water

Maritime communication techniques, including issuing of helm and engine orders and tug communications



	Resource implications
	Access is required to opportunities to either:

· operate a suitable small vessel simulator over an appropriate range of simulated manoeuvring situations, weather and loading conditions; and/or

· manoeuvre a vessel up to 24 m in length on coastal voyages



	Consistency in performance
	Applies underpinning knowledge and skills when:

· completing manoeuvring operations for a small vessel

· identifying and evaluating manoeuvring problems and determining appropriate courses of action

· applying safety precautions relevant to manoeuvring operations for small vessels

· assessing operational capability of small vessel and propulsion system and associated equipment

Shows evidence of application of relevant workplace procedures including:

· relevant maritime regulations

· OHS regulations and hazard prevention policies and procedures

· job procedures and work instructions

· relevant manufacturer’s guidelines relating to the use of propulsion system and associated equipment, including instructions on equipment capability and limitations

Action taken promptly to report and/or resolve manoeuvring incidents

Work is completed systematically with required attention to detail



	Context of assessment
	Assessment of competence must comply with the assessment requirements of the relevant maritime regulations

Assessment of this unit must be undertaken within relevant marine authority approved and audited arrangements by a registered training organisation:

· as a minimum, assessment of knowledge must be conducted through appropriate written/oral examinations

· appropriate practical assessment must occur:

· at the registered training organisation, and/or

· on an appropriate working or training vessel



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	1
	2
	2
	3
	1
	2
	2


	UNIT NAME
	Observe safe working practices



	UNIT CODE
	TDMMF701A



	UNIT DESCRIPTOR
	This unit involves the skills and knowledge required to implement regulatory requirements for occupational health and safety on board a commercial vessel, including following and applying established maritime safe working practices and procedures and hazard control strategies.

The unit is consistent with the related functional standard in Section A VI/1-4 of the STCW 95 Code and AMSA Marine Orders Part 3, Issue 5, Appendix 4. It forms part of mandatory minimum requirements for familiarisation and basic safety competence required for all seafarers. It covers the National Occupational Health and Safety Commission Generic Competency A and is equivalent to the Seafood Industry competency standard SFICORE104A Meet workplace health and safety requirements.



	
	

	ELEMENT
	

	731. Identify and follow workplace procedures for hazard identification and risk control
	835. Safety regulations and established vessel’s safety and hazard control practices and procedures are obtained, interpreted and applied to day-to-day work activities

	732. 
	836. Workplace procedures for Occupational Health and Safety and related work instructions for controlling risks onboard a vessel are accurately followed

	733. 
	837. Workplace procedures for dealing with shipboard accidents, fire and emergencies are known and followed

	734. 
	838. Hazards in the workplace are identified and appropriate action is taken to report them and to minimise or eliminate risk to personnel, vessel and the environment

	735. 
	839. Where relevant, procedures and precautions necessary for entry into a pump room, fuel tanks or other confined spaces on a vessel are correctly followed

	736. 
	840. Personal protection clothing and equipment is correctly used in accordance with established shipboard safety practices and procedures

	737. 
	841. Appropriate assistance is provided in the event of a shipboard emergency to secure the vessel and its machinery and equipment and to maintain the safety of the vessel and persons involved

	738. 
	842. Established emergency and contingency plans are followed in the event of a shipboard emergency



	739. Contribute to arrangements for the management of occupational health and safety
	843. Occupational Health and Safety issues and identified safety hazards are raised with designated personnel in accordance with workplace procedures and relevant occupational health and safety legislation

	740. 
	844. Contributions to occupational health and safety management in the workplace are made within workplace procedures and provisions of relevant legislation

	741. 
	845. Occupational health and safety issues are raised with designated personnel in accordance with workplace procedures and relevant occupational health and safety legislation

	742. 
	846. Contribute to participative arrangements for occupational health and safety management in the workplace within vessel’s procedures and scope of responsibilities and competencies



	743. Complete Occupational Health and Safety records
	847. Occupational health and safety records for self are completed in accordance with workplace requirements

	8. 
	848. Legal requirements for the maintenance of records of occupational injury and diseases are followed



	RANGE STATEMENT
	

	General context
	Work must be carried out in compliance with the relevant maritime and OHS regulations.

Safe working practices and procedures and established hazard control strategies are correctly applied to day-to-day work either individually or in a team environment with some accountability for the safety of self and others.
Day-to-day work involves the application of known and established safe working and hazard control practices and procedures across a variety of normal and emergency contexts.



	Worksite environment
	Vessel may include any Australian or international commercial vessel

Work may be conducted in enclosed spaces, exposed conditions and controlled or open environment

Safe working practices and hazard control strategies must be applied at all times including:

· by day or night in both normal and emergency situations

· under any permissible conditions of weather and loading

· while underway

· during berthing and unberthing operations

· while anchoring or mooring

· when slipped or in dry-dock

· when bunkering

· during cargo operations

Emergencies may include:

· loss of propulsion

· loss of electrical power

· loss of steerage

· flooding of vessel

· fire or explosion 

· loss of refrigeration 

· loss of water making ability

· fuel oil, lubrication oil, steam and gas leaks

· overheating and overspeed of machinery, governors, emergency trips

Workplace hazards may include:

· moving heavy loads in an unsafe work environment

· unsecured machinery, components or repair equipment

· slippery deck

· welding equipment

· sharp tools and implements

· power tools

· moving and rotating machinery

· flammable liquids, vapours and fuel


	
	· faulty machinery equipment handling equipment and lifting gear

· using equipment beyond safe working limits

· poor housekeeping procedures

· non-compliance with safe working procedures

· electrical wiring and systems

· hot pipes and valves (steam, fuel oil, lubricating oil)

· cold pipes and valves (refrigeration and liquefied gas cargoes)

· working at heights

· exposed electrical circuits

· toxic gases and substances

· chemicals and other harmful substances

· damaged cargo and containers

Personnel in work area may include vessel’s officers and crew, passengers, contractors, official representatives

Hazard identification may include activities associated with:

· checking equipment or the work area before work commences and during work

· workplace inspections

· housekeeping
Participative arrangements may include:

· formal and informal meetings which include occupational health and safety

· occupational health and safety committees

· other committees, for example, consultative, planning and purchasing

· health and safety representatives

· suggestions, requests, reports and concerns put forward by vessel’s crew to senior officers

Designated personnel may include:

· senior officers

· team leaders

· management occupational health and safety personnel

· other persons authorised or nominated by the company or senior officers to:

· perform specified work,

· approve specified work,

· inspect specified work, and

· direct specified work



	Sources of information/documents
	Documentation/records may include:

· ISM Code safety management system plans, procedures, checklists and instructions (where applicable)

· vessel and company’s safety management policies, emergency contingency plans and procedures

· records required under OHS legislation, for example:

· worker’s compensation and rehabilitation records

· hazardous substances registers

· Material Safety Data Sheets

· major accident/injury notifications and

· certificates and licences

· manufacturers and suppliers OHS information

· OHS audits and inspection reports

· maintenance and testing reports

· workplace environmental monitoring and health surveillance records

· records of instruction and training and

· first aid/medical post records



	Applicable International, Australian and State/Territory regulations and legislation
	Applicable procedures and codes may include:

· relevant sections of national and international maritime regulations dealing with OHS in shipboard workplaces

· relevant international, Australian and State/Territory OH&S legislation, particularly:

· OHS Acts, regulations and codes of practice, including regulations and codes of practice relating to hazards present in the workplace or industry

· general duty of care under OHS legislation and common law

· requirements for the maintenance and confidentiality of records of occupational injury and disease

· requirements for provision of OHS information and training

· provisions relating to roles and responsibilities of health and safety representatives and/or OHS committees

· provisions relating to OHS issue resolution



	EVIDENCE GUIDE
	

	Critical aspects of evidence
	Assessment must confirm appropriate knowledge and skills to:

· identify and follow workplace procedures for hazard identification and risk control

· contribute to arrangements for the management of OHS onboard a vessel

· complete OHS records as required

· communicate effectively with others on workplace safety matters



	Interdependent assessment of units
	This unit of competency may be assessed in conjunction with other units that form part of a job role of any seafarer. (It is a mandatory requirement for all seagoing personnel)



	Underpinning knowledge and skills
	Knowledge of relevant maritime and OHS regulations

ISM Code Safety Management System procedures (where applicable)

The provisions of OHS Acts, regulations and codes of practice relevant to the workplace, including the rights and responsibilities of the workplace parties under OHS Acts, regulations and codes of practice

The ways in which OHS is managed in the workplace, and activities required under OHS legislation, for example:

· policies

· procedures

· plant and equipment maintenance

· hazard identification

· risk assessment and control

· OHS instruction

· training and provision of OHS information

Hazards that exist in the workplace

The preferred order of ways to control risks (known as the hierarchy of control)


	
	Workplace OHS procedures relevant to the work being undertaken, including procedures for:
· recognising and reporting on hazards, for example, work area inspections

· work operations to control risks, for example, permit to work systems and isolation procedures

· responding to accidents, fires and emergencies

· raising OHS issues

· employee participation in OHS management, for example, consultative or OHS committees and joint employer/employee inspections

The meaning of OHS symbols found on signs and labels in the workplace

Designated personnel responsible for OHS onboard a vessel


	Resource implications
	Access is required to opportunities to either:

· participate in a range of practical and theoretical assignments, exercises, case studies and other assessments that demonstrate the skills and knowledge to contribute to the application of safe working practices and safety hazard control onboard a vessel; and/or

· contribute to the application of safe working practices and hazard control and safety hazard control on a commercial or training vessel


	Consistency in performance
	Applies underpinning knowledge and skills when:

· identifying and following workplace procedures for hazard identification and risk control

· contributing to arrangements for the management of OHS onboard a vessel

· completing OHS records as required

· communicating effectively with others on workplace safety matters

Shows evidence of application of relevant workplace procedures including:

· relevant maritime regulations

· ISM Code and associated vessel’s Safety Management System and procedures (where applicable)

· OHS regulations and hazard prevention policies and procedures

· on-board housekeeping processes

· waste, pollution and recycling management processes

Action taken promptly to report and/or rectify hazards, safety risks and safety incidents in accordance with established procedures

Work is completed systematically with required attention to detail



	Context of assessment
	Assessment of competence must comply with the assessment requirements of the relevant maritime regulations

Assessment of this unit must be undertaken within relevant marine authority approved and audited arrangements by a registered training organisation:

· as a minimum, assessment of knowledge must be conducted through appropriate written/oral examinations

· appropriate practical assessment must occur:

· at the registered training organisation, and/or

· on an appropriate working or training vessel


	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	1
	2
	1
	2
	1
	1
	1


	UNIT NAME
	Comply with emergency procedures



	UNIT CODE
	TDMMF801A



	UNIT DESCRIPTOR
	This unit involves the skills and knowledge required to take appropriate initial action on becoming aware of an emergency on board a commercial vessel and to follow established emergency response procedures.

The unit is consistent with the related functional standard in Section A VI/1-4 of the STCW 95 Code and AMSA Marine Orders Part 3, Issue 5, Appendix 4. It forms part of mandatory minimum requirements for familiarisation and basic safety competence required for all seafarers.



	
	

	ELEMENT
	

	744. Take action on becoming aware of an emergency
	849. Emergency situations are correctly recognised and identified

	745. 
	850. Response to an emergency situation follows established vessel’s emergency response procedures

	746. 
	851. Correct action is taken on discovery of an actual or potential emergency in accordance with established vessel procedures

	747. 
	852. Information given on raising alarm is prompt, accurate, complete and clear



	748. Follow established emergency procedures
	853. Vessel’s contingency plans for emergency response are known and are implemented in real and simulated emergency situations

	749. 
	854. Escape routes and internal and external communications and alarm systems are correctly used in real and simulated emergency situations in accordance with regulatory requirements and established procedures

	750. 
	855. Emergency communications and alarm signals and systems are understood and required action implemented in accordance with emergency procedures and regulatory requirements

	751. 
	856. Planned damage control procedures for dealing with damage to the vessel and its hull are implemented in accordance with company procedures and regulatory requirements



	752. Follow procedures for the use of various life-saving appliances
	857. Participation in life saving drills confirms readiness to correctly carry out life-saving procedures and use life-saving appliances

	9. 
	858. Procedures for the use of various shipboard life-saving appliances are followed in accordance with regulatory requirements, manufacturer’s instructions and company procedures




	RANGE STATEMENT
	

	General context
	Work must be carried out in compliance with the relevant maritime regulations.

Responses to emergency situations follow a prescribed range of emergency procedures either individually or in a team environment with some accountability for the quality of outcomes.
Responses involve the use of known and defined emergency systems and procedures across a variety of emergency contexts.



	Worksite environment
	Vessel may include any Australian or international commercial vessel

Potential emergencies may occur:
· by day or night 

· under any possible conditions of weather and loading

· while underway

· during berthing and unberthing operations

· while anchoring or mooring

· when bunkering

· during cargo handling operations

Emergencies may include:

· collision with another vessel

· explosion on board vessel

· fire on board vessel

· impairment of integrity of hull and ingress of water

· loss of steering control

· loss of motive power

· foundering

· grounding

· beaching a vessel

· person overboard

· rescue and evacuation of injured personnel

Damage control measures in a flooding emergency may include:

· use of softwood wedges and plugs to reduce water ingress

· erection and application of vertical shoring

· construction and fitting of a leak-stopping mat

· temporary repair of a ruptured pressurised pipe

· operation of a portable salvage pump

Damage control measures in a fire or explosion emergency may include:

· use of appropriate firefighting equipment and techniques such as various types of fire extinguishers, fire blankets, fire hoses and nozzles, and foam applicators

· activation of fixed firefighting sprinklers and systems

· removal of fuel or heat source

· boundary cooling techniques

Survival equipment may include:

· life jackets

· exposure and immersion suits

· survival craft




	Sources of information/documents
	Documentation/records may include:

· relevant maritime regulations

· SOLAS Convention

· vessel’s emergency response procedures

· emergency procedures

· vessel manufacturer’s instructions and recommended procedures for damage control measures

· instructions of relevant Maritime Authorities



	Applicable International, Australian and State/Territory regulations and legislation
	Applicable procedures and codes may include:

· IMO STCW 95 Code and Convention

· relevant sections of the Australian USL Code

· relevant sections of AMSA Marine Orders

· Relevant international, Australian and State/Territory OH&S legislation



	EVIDENCE GUIDE
	

	Critical aspects of evidence
	Assessment must confirm appropriate knowledge and skills to:

· take appropriate action in the event of discovering a shipboard emergency

· follow vessel’s contingency plans for emergency response

· follow procedures for the use of various life-saving appliances

· implement damage control following a shipboard emergency in accordance with instructions

· identify typical problems that may occur during a shipboard emergency and take appropriate action

· communicate effectively with others during shipboard emergencies

· participate in drills to prepare shipboard personnel to implement emergency response


	Interdependent assessment of units
	This unit of competency may be assessed in conjunction with other units that form part of a job role of any seafarer. (It is a mandatory requirement for all seagoing personnel)



	Underpinning knowledge and skills
	Knowledge of relevant maritime regulations

Relevant OH&S legislation and policies

Navigational emergencies for vessels and appropriate action and solutions

Indications of various types of emergency situations and the action to be followed when various types of actual or potential emergency situations are identified

Emergency alarm signals and systems in use on vessels and procedures to be followed when an emergency alarm is raised

Escape routes and internal and external communications systems and alarms on board a vessel

General principles of damage control and the manner in which watertight integrity of hull is maintained on a vessel, including the importance of preparation, control and repair

Ways of controlling damage during a flooding emergency, including the use of various shipboard items that can be used for damage control purposes such as mattresses, canvas and clothing

Maritime communication techniques used during navigational emergencies


	Resource implications
	Access is required to opportunities to either:

· participate in a range of role plays, case studies and/or other simulated practical and knowledge assessments that demonstrate the skills and knowledge to respond to emergency situations onboard a commercial vessel, and/or

· follow emergency response plans and procedures during real and simulated emergency situations on board an operational commercial vessel


	Consistency in performance
	Applies underpinning knowledge and skills when:

· taking initial action during real and simulated emergency situation

· implementing emergency during a real and simulated emergency situations

· identifying and evaluating problems that may occur during a shipboard emergency and determining appropriate courses of action

· applying safety and life-saving precautions and procedures during emergency situations on board vessel

· participating in drills aimed at preparing shipboard personnel to implement emergency response plans

Shows evidence of application of relevant workplace procedures including:

· relevant maritime regulations

· OHS regulations and hazard prevention policies and procedures

· relevant procedures and regulations relating to shipboard emergencies and damage control

· shipboard safety procedures 

· environmental protection during emergencies

Action taken promptly to report and/or rectify shipboard emergencies in accordance with established procedures

Work is completed systematically with required attention to detail



	Context of assessment
	Assessment of competence must comply with the assessment requirements of the relevant maritime regulations

Assessment of this unit must be undertaken within relevant marine authority approved and audited arrangements by a registered training organisation:

· as a minimum, assessment of knowledge must be conducted through appropriate written/oral examinations

· appropriate practical assessment must occur:

· at the registered training organisation, and/or

· on an appropriate working or training vessel



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	1
	2
	1
	1
	1


	UNIT NAME
	Fight and extinguish fires



	UNIT CODE
	TDMMF901A



	UNIT DESCRIPTOR
	This unit involves the skills and knowledge required to fight and extinguish fires onboard a commercial vessel.

The unit is consistent with the related functional standard in Section A VI/1-2 of the STCW 95 Code, AMSA Marine Orders Part 3, Issue 5, Appendix 4, and the Australian USL Code. It forms part of mandatory minimum requirements for familiarisation and basic safety competence required for all seafarers.



	
	

	ELEMENT
	

	753. Operate portable firefighting equipment
	859. A, B and C classes of fires are correctly identified in accordance with accepted firefighting practice

	754. 
	860. Correct portable firefighting equipment is selected and used to fight specific classes of fires

	755. 
	861. Class F fires are correctly extinguished with a fire blanket in accordance with accepted firefighting practice

	756. 
	862. Correct techniques are applied for the use of hose lines to extinguish fires on board a vessel

	757. 
	863. Where applicable, correct techniques are applied for the setting up of foam making equipment to extinguish B Class fires on board a vessel



	758. Recharge portable fire extinguishers (where applicable)
	864. Where applicable, correct techniques are used to recharge the various types of portable fire extinguisher

	759. 
	865. Portable firefighting equipment is confirmed as operational following recharging



	760. Carry out firefighting operations
	866. Correct procedures and techniques are followed when fighting fires in simulated or real fire emergencies

	10. 
	867. Safety clothing, appliances and equipment are appropriate to the nature of the firefighting operations

	11. 
	868. Extinguishment of a fire is achieved using appropriate procedures, techniques, equipment and firefighting agents

	12. 
	869. Correct portable fire extinguisher(s) are selected and used for the class of fire involved in a fire emergency

	13. 
	870. Appropriate safety precautions and procedures are applied when fighting fires in accordance with regulatory requirements, vessel’s procedures and established firefighting practice

	14. 
	871. The timing and sequence of individual actions when fighting fires onboard a vessel are appropriate to the prevailing circumstances and conditions

	15. 
	872. Procedures for donning and starting up self-contained breathing apparatus (SCBA) are correctly applied

	16. 
	873. Procedures for the logging of SCBA operators on a BA Control Board is correctly followed in accordance with vessel’s procedures and accepted firefighting practice

	17. 
	874. Search and rescue operations in a smoke filled environment are correctly conducted as a member of a firefighting team in accordance with accepted firefighting practice

	18. 
	875. Interior fires are extinguished using appropriate firefighting equipment and procedures as a member of a firefighting team in accordance with accepted fire-fighting practice

	19. 
	876. Lifeline signals are correctly used during interior firefighting operations

	20. 
	877. A compartment filled with high expansion foam is correctly entered as per accepted firefighting practice



	RANGE STATEMENT
	

	General context
	Work must be carried out in compliance with the relevant maritime regulations.

Work is performed as a member of a team within defined firefighting situations, with some responsibility for self and others in achieving the prescribed outcomes.

Work involves the application of prescribed principles and practice to the prevention and fighting of fires on board a vessel Participation as a member of a firefighting team is involved.

Work requires some judgement and teamwork in the execution of prescribed procedures for the fighting of fires that may occur onboard a vessel.



	Worksite environment
	Vessel may include any Australian or international commercial vessel

Fires on board a vessel may occur:

· by day or night in both normal and emergency situations

· under any possible conditions of weather and loading

· while underway

· during berthing and unberthing operations

· while anchoring or mooring

· while in port

· while moored or at anchor

Types of fires which may occur on board a vessel include Classes A, B, C and F in the standard classification of fires

Firefighting equipment, appliances and systems may include:

· portable fire extinguishers including foam, water, CO2, dry chemical and wet foam

· fire blankets

· CO2 fixed systems

· foam installations including semi-portable and fixed systems

· sprinkler systems

· fire pumps (main and emergency fire pump)

· fire hoses, hydrants, branches and international shore connection

Personal protection clothing and equipment may include:

· fire-resistant clothing

· self-contained breathing apparatus (SCBA)

· masks

· eye and ear protection

· gloves

· boots

Consumable materials and items that may be used in fire detection and firefighting equipment may include:

· dry and wet chemicals used in fire extinguishers

· batteries for fire detectors


	Sources of information/documents
	Documentation/records may include:

· relevant maritime regulations

· firefighting and safety equipment operational and maintenance instructions and recommended procedures

· instructions of relevant Maritime Authorities related to the maintenance and serviceability of ship-board firefighting and safety equipment and systems



	Applicable International, Australian and State/Territory regulations and legislation
	Applicable procedures and codes may include:

· IMO STCW 95 Code and Convention

· relevant sections of AMSA Marine Orders

· the Australian USL Code

· international regulations for the maintenance of fire-detection, firefighting and safety equipment and systems

· relevant international, Australian and State/Territory OH&S legislation



	EVIDENCE GUIDE
	

	Critical aspects of evidence
	Assessment must confirm appropriate knowledge and skills to:

· participate in simulated on-board firefighting activities

· participate in search and rescue and firefighting teams

· implement OHS principles and policies when carrying out firefighting duties

· communicate effectively with others as required during fire emergencies



	Interdependent assessment of units
	This unit of competency must be assessed in conjunction with other mandatory units that form part of a job role of any seafarer. (It is a mandatory requirement for all seagoing personnel)



	Underpinning knowledge and skills
	Knowledge of relevant maritime regulations

ISM Code and associated ship’s Safety Management System and procedures, where relevant

The chemistry of fire and its relationship to materials typically carried on vessels

Principles underlying the spread of fire and its extinguishment

The different classes of fire, their characteristics and strategies and equipment needed for their extinguishment

Principles and procedures for the use of self-contained breathing apparatus (SCBA) when fighting fires

Firefighting clothing, outfits and personal safety equipment used when fighting a fire onboard a vessel

Types of firefighting appliances, equipment and systems used on board vessels, their features, principles of operation and the procedures for their use and maintenance

Fixed fire prevention and extinguishing installations used on vessels and their principles of operation

Firefighting techniques, agents and precautions applicable to different classes of fire on board a vessel

Maritime communication techniques applicable to firefighting activities onboard a vessel

Typical problems that can occur with shipboard firefighting equipment and operations and appropriate remedial action and solutions

Sources of information on shipboard fire prevention and extinguishment


	Resource implications
	Access is required to opportunities to either:

· carry out a range of suitably simulated practical and knowledge assessments that demonstrate the skills and knowledge to carry out firefighting activities on board a vessel, and/or

· assist in firefighting drills on board an operational vessel

Note: Simulated firefighting assessment exercises may require access to a fire training and assessment facility capable of simulating firefighting activities in a marine environment. Assessments must be conducted in accordance with relevant OH&S requirements. Protective clothing must be worn in accordance with current maritime practices and Australian OH&S standards. Simulated conditions should provide truly realistic simulated shipboard conditions including, where practical, conduct of activities in darkness.



	Consistency in performance
	Applies underpinning knowledge and skills when:

· implementing the implementation of fire prevention measures and procedures

· identifying and evaluating firefighting problems and determining appropriate courses of action

· participating as a member of an interior search and rescue and firefighting team on board a vessel

· assessing the operational capability of firefighting appliances, equipment and systems and taking any required maintenance or replenishment action

Shows evidence of application of relevant workplace procedures including:

· relevant maritime regulations

· ISM Code Safety Management System procedures, where applicable

· OHS regulations and hazard prevention policies and procedures

· relevant manufacturer’s guidelines relating to the use of fire-detection and firefighting equipment and systems, including instructions on equipment capability and limitations

· following on-board housekeeping processes and fire-hazard prevention measures

· fire prevention procedures and policies

Action taken promptly to report and/or rectify fire hazards and faulty fire-detection and firefighting equipment and systems in accordance with established procedures

Work is completed systematically with required attention to detail



	Context of assessment
	Assessment of competence must comply with the assessment requirements of the relevant maritime regulations

Assessment of this unit must be undertaken within relevant marine authority approved and audited arrangements by a registered training organisation:

· as a minimum, assessment of knowledge must be conducted through appropriate written/oral examinations

· appropriate practical assessment must occur:

· at the registered training organisation, and/or

· on an appropriate working or training vessel




	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	1
	2
	1
	3
	1
	1
	2


	UNIT NAME
	Survive at sea in the event of vessel abandonment



	UNIT CODE
	TDMMF1101A



	UNIT DESCRIPTOR
	This unit involves the skills and knowledge required to survive at sea in the event of abandonment.

The unit is consistent with the relevant maritime regulations describing mandatory minimum requirements for familiarisation and basic safety competence required for all seafarers. This includes relevant sections of the Australian USL Code, Section A VI/1-1 of the STCW 95 Code and AMSA Marine Orders Part 3, Issue 5, Appendix 4.



	
	

	ELEMENT
	

	761. Practice survival techniques
	878. The timing and sequence of individual survival actions are appropriate to the prevailing circumstances and conditions of the emergency and minimise potential dangers and threats to other survivors

	762. 
	879. Initial actions when boarding survival craft enhance chance of survival

	763. 
	880. Jumps safely from a height into the water in accordance with established survival practice

	764. 
	881. Swims while wearing a lifejacket and floats without a lifejacket in accordance with established survival practice

	765. 
	882. Inverted liferaft is righted while wearing a lifejacket in accordance with established survival practice

	
	883. Appropriate handling strategies are applied to manoeuvre survival craft in rough weather and sea conditions

	
	884. Sea anchors and drogues are deployed in accordance with accepted nautical practice

	
	885. Signs of hypothermia or other distress are identified and treated in accordance with accepted survival medical practice

	
	886. Exposure cover is deployed on an open lifeboat in accordance with accepted survival practice and manufacturer’s instructions

	
	887. Rationing of food is in accordance with accepted survival practice



	766. Operate life saving and survival equipment
	888. Location and accessibility of life-saving and survival equipment is established

	767. 
	889. Method of boarding survival craft is appropriate and avoids dangers to other survivors

	768. 
	890. Survival equipment is operated in accordance with instructions and accepted survival practice

	769. 
	891. Survival radio equipment is operated in accordance with manufacturer’s instructions and regulatory protocols

	770. 
	892. Immersion suit, various thermal protective aids, life-jacket and other life-saving clothing are correctly donned and used in accordance with instructions


	771. Participate in abandon vessel drills
	893. Abandon vessel musters and drills are attended in accordance with regulatory requirements and company procedures

	21. 
	894. Action taken on identifying muster signals is appropriate to the indicated emergency and complies with established procedures

	22. 
	895. Information is obtained and correctly interpreted on the use of life-saving equipment and procedures to be followed in the event of the order to abandon vessel



	RANGE STATEMENT
	

	General context
	Work must be carried out in compliance with the relevant maritime regulations.

Responses to abandon vessel alarms follow a prescribed range of survival procedures either individually or in a team environment with some accountability for the safety of self and others. This includes response to abandon vessel musters in both simulated and real emergency circumstances.

Responses involve the use of known and defined survival procedures and techniques across a variety of maritime survival contexts.


	Worksite environment
	Vessel may include any Australian or international commercial vessel

Emergencies that may lead to abandonment of vessel include:

· collision resulting in damage to the integrity of the vessel’s hull

· fire

· foundering

· flooding of vessel’s compartments

Vessel abandonment may take place:

· by day or night

· under normal and adverse conditions of sea and weather

· while underway

· while hove to

· while anchored or moored

· in appropriately simulated situations

Survival craft may include:

· free-fall life boats

· davit-launched life-boats

· life rafts

· rescue boats

Life-saving and survival equipment may include:

· life jackets

· life buoys

· hard hats

· immersion suits and other thermal protective aids

· rocket line throwing appliances

· pyrotechnic distress signals

· GMDSS survival craft VHF radios

· satellite emergency position indicating radio beacons (EPIRBs)

· search and rescue transponders (SARTs)

· whistles


	
	Consumable materials and items that may used in life saving equipment may include:

· batteries for detectors, radios, beacons, etc.

· flares

· survival rations

In-water survival techniques may include:

· swimming in a life-jacket

· towing with a life jacket

· remaining afloat without a life jacket

· donning a life jacket in water

· the group huddle

· heat escape lessening posture

Threats to survival after abandoning vessel may include:

· cold water shock

· hypothermia

· psychological response to disaster

· loss of will to live

· sea sickness

· dehydration

· injuries

· starvation


	Sources of information/documents
	Documentation/records may include:

· relevant maritime regulations

· SOLAS regulations

· AMSA publication ‘Survival at Sea – a Training and Instruction Manual’

· instructions from official search and rescue authorities

· vessel’s procedures for emergency response including abandoning vessel

· manufacturer’s instructions for the use of survival craft and equipment

· instructions of relevant Maritime Authorities related to survival at sea

· relevant OH&S legislation, codes of practice, policies and procedures

· relevant Australian and international standards



	Applicable International, Australian and State/Territory regulations and legislation
	Applicable procedures and codes may include:

· Relevant maritime regulations including:

· relevant sections of Australian Uniform Shipping Laws (USL) Code

· IMO STCW 95 Code and Convention dealing with survival at sea and use of survival craft and equipment

· relevant sections of AMSA Marine Orders dealing with survival at sea and use of survival craft and equipment

· Safety of Life at Sea (SOLAS) regulations

· relevant international, Australian and State/Territory OH&S legislation


	EVIDENCE GUIDE
	

	Critical aspects of evidence
	Assessment must confirm appropriate knowledge and skills to:

· Practice survival techniques in suitably simulated situations

· Operate and use the various types of survival equipment typically found on a vessel in suitably simulated situations

· Participate in abandon vessel musters and drills

· Communicate effectively with others as required when operating survival craft and ancillary survival equipment



	Interdependent assessment of units
	This unit of competency must be assessed in conjunction with other units that form part of a job role of any seafarer. (It is a mandatory requirement for all seagoing personnel)



	Underpinning knowledge and skills
	Knowledge of relevant maritime regulations dealing with survival at sea following abandonment of vessel

Relevant OH&S legislation and policies

SOLAS regulations

Incidents that may result in an emergency on board vessel and the appropriate response in each case

Emergency muster and abandon vessel signals

Importance of being ready for any shipboard emergency

Procedures for emergency response on board vessels including abandoning vessel

Initial actions for survival on abandonment of vessel as summarised in maritime survival publications such as the AMSA publication ‘Survival at Sea – a Training and Instruction Manual’

Value of training and emergency drills for enhancing chances of survival at sea

Location of personal lifesaving appliances on a vessel

Construction, outfit and particular characteristics of various types of life boats, life rafts and rescue boats

Equipment found in survival craft, the function and the procedures for their use

Procedures for correctly operating and using lifesaving appliances and personal safety equipment on board vessels and survival craft and specifically:

· donning a life jacket and using a life jacket light and whistle

· donning an immersion suit

· deployment of a mob combination light and smoke float

· use of hand-held pyrotechnics

Threats to survival on abandonment of a vessel and appropriate strategies for countering these threats

Ways of maximising detectability and location of survival craft using pyrotechnic distress signals, portable VHF radios, satellite EPIRBs and SARTs

IMO safety symbols

Procedures for the rationing of food and water in survival craft

Personal protective clothing and equipment -- their purpose and use

Symptoms of hypothermia, its prevention and treatment and the related use of protective covers and garments such as immersion suits and thermal protective aids

Maritime communication techniques


	Resource implications
	Access is required to opportunities to either:

· carry out a range of suitably simulated practical and knowledge assessments that demonstrate the skills and knowledge to abandon vessel and survive at sea, and/or

· participate in vessel musters and drills in appropriately simulations of maritime conditions

· participate in abandon vessel simulations and drills on board an operational commercial or training vessel

Note: Simulated abandon vessel and survival situations and assessments may require access to open and enclosed life boat fittings and equipment, on-load release gear training aid, open life boat and davit, life boat and rescue boat equipment, life jackets and hard hats, davit launched life raft and davit, inflatable throw over life raft, cradle and hydrostatic release, life boat/life raft boarding ladders, foul weather gear, training pool with jumping platform or equivalent, immersion suits, a selection of shipboard life saving, alerting and detection equipment typically found on vessels.

Assessments must be conducted in accordance with relevant OH&S requirements. Protective clothing must be worn in accordance with current maritime practices and Australian standards. At least one assessor must hold a current life saving qualification appropriate for in-water training

and assessment exercises.



	Consistency in performance
	Applies underpinning knowledge and skills when:

· participating in simulated emergency response musters and drills

· operating survival equipment

· applying safety precautions relevant to survival operations

· assessing operational capability of survival craft and equipment

Shows evidence of application of relevant workplace procedures including:

· relevant maritime regulations

· OHS regulations and hazard prevention policies and procedures

· accepted survival procedures and maritime survival practice

· relevant manufacturer’s guidelines relating to the operation and use of survival equipment, including instructions on equipment capability and limitations

Work is completed systematically with required attention to detail



	Context of assessment
	Assessment of competence must comply with the assessment requirements of the relevant maritime regulations

Assessment of this unit must be undertaken within relevant marine authority approved and audited arrangements by a registered training organisation:

· as a minimum, assessment of knowledge must be conducted through appropriate written/oral examinations

· appropriate practical assessment must occur:

· at the registered training organisation, and/or

· on an appropriate working or training vessel




	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	1
	2
	1
	2
	1
	1
	2


	UNIT NAME
	Minimise the risk of fire and maintain a state of readiness to respond to emergency situations involving fire



	UNIT CODE
	TDMMF1201A



	UNIT DESCRIPTOR
	This unit involves the skills and knowledge required to minimise the risk of fire and maintain a state of readiness to respond to emergency situations involving fire.

The unit is consistent with the related functional standard in Section A VI/1-2 of the STCW 95 Code, AMSA Marine Orders Part 3, Issue 5, Appendix 4, and relevant sections of the Australian USL Code. It forms part of mandatory minimum requirements for familiarisation and basic safety competence required for all seafarers.



	
	

	ELEMENT
	

	772. Carry out fire minimisation procedures
	896. Fire hazards on board vessel are identified and action is taken to eliminate or minimise them

	773. 
	897. Responsibilities for checking fire prevention equipment and systems are fulfilled and appropriate action is taken to ensure that they are operational

	774. 
	898. An awareness and understanding of the causes of fire and its minimisation is maintained through participation in fire drills and related instructional programs

	775. 
	899. A state of readiness to respond to fire emergencies is maintained at all times



	776. Respond to emergency situations involving fire
	900. Emergency situations involving fire are correctly identified in accordance with established nautical practice

	777. 
	901. Type of fire is identified in accordance with the established classification system for fires

	
	902. Initial action on becoming aware of fire emergency is in conformity with established practices and procedures

	23. 
	903. Action taken is timely and appropriate for seriousness of the fire emergency

	24. 
	904. Action taken on identifying muster signals for a fire emergency is appropriate and complies with established procedures

	25. 
	905. Appropriate precautions and procedures are implemented when responding to electrical fires

	26. 
	906. Appropriate precautions and procedures are implemented when responding to uptake and hydrogen fires

	27. 
	907. Communications are clear and concise at all times and orders are acknowledged in a timely and seamanlike manner


	RANGE STATEMENT
	

	General context
	Work must be carried out in compliance with the relevant maritime regulations.

Work involves the application of prescribed principles and practice to the minimisation of the risk of fire onboard vessel. Maintenance of a state of readiness to respond to fire emergencies is involved. It requires some judgement and teamwork in the execution of prescribed procedures for the minimisation of the risk of fire and responding to fire emergencies onboard a vessel.


	Worksite environment
	Vessel may include any Australian or international commercial vessel

Fires emergencies on board vessel may occur:

· by day or night in both normal and emergency situations

· under any possible conditions of weather and loading

· while underway

· during berthing and unberthing operations

· while anchoring or mooring

· while in port

· while moored or at anchor

Types of fires which may occur on board vessel include Classes A, B, C and F in the standard classification of fires

Fire hazard minimisation procedures may include:

· housekeeping in work areas

· following of fire safety procedures

· checking and maintaining shipboard fire prevention systems

· identification and elimination or minimisation of fire hazards

· precautions when using and storing flammable materials

· precautions that need to be taken when responding to an electrical fire

· precautions that need to be taken when responding to uptake and hydrogen fires

· precautions when using naked flames or welding equipment



	Sources of information/documents
	Documentation/records may include:

· relevant regulations concerning minimisation of the risk of fire on board vessel

· vessel’s instructions and procedures concerning minimisation of the risk of fire

· publications on marine fire prevention and minimisation and emergency response

· fire-detection, fire- fighting and safety equipment operational and maintenance instructions and recommended procedures

· instructions of relevant Maritime Authorities related to the maintenance and serviceability of ship-board fire-detection, fire-fighting and safety equipment and systems

· relevant Australian and international standards


	Workplace context
	Workplace organisation may be defined by:

· Company work organisation procedures and practices

· Conditions of service, industrial legislation and agreements including:

· workplace agreements and awards

· Australian and State/Territory industrial legislation


	Applicable International, Australian and State/Territory regulations and legislation
	Applicable procedures and codes may include:
· relevant sections of the IMO STCW Convention and Code, Australian USL Code and AMSA Marine Orders concerning minimisation of the risk of fire on board vessel

· regulations for the maintenance of fire-detection, fire- fighting and safety equipment and systems

· relevant international, Australian and State/Territory OH&S legislation



	EVIDENCE GUIDE
	

	Critical aspects of evidence
	Assessment must confirm appropriate knowledge and skills to:

· Implement fire prevention and minimisation measures and procedures on board vessel

· Recognise fire hazards onboard vessel and take appropriate action to eliminate or minimise them

· Assess the operational capability of fire-detection and fire- fighting equipment and systems and initiate any required maintenance or replenishment action

· Respond to emergency situations involving fire

· Implement OHS principles and policies when carrying out fire prevention and fire-fighting duties

· Communicate effectively with others as required during fire prevention activities and fire emergencies


	Interdependent assessment of units
	This unit of competency may be assessed in conjunction with other units that form part of a job role of any seafarer. (It is a mandatory requirement for all seagoing personnel)



	Underpinning knowledge and skills
	Knowledge of relevant maritime regulations concerning minimisation of the risk of fire on board vessel

The chemistry of fire and its relationship to materials typically carried on vessels

Principles underlying the spread of fire and its extinguishment, including

· the elements of fire and explosion (the fire triangle)

· types and sources of ignition

· flammable materials and fire hazards

· factors that influence the spread of fire

The importance of constant vigilance in fire prevention and minimisation

The different classes of fire, their characteristics and strategies and equipment needed for their extinguishment

A basic understanding of the types of fire-detection, fire- fighting equipment and systems used on board vessels, their features, principles of operation and the procedures for their use and maintenance

Relevant regulations and policies related to the to the maintenance of fire equipment and systems

Precautions and procedures that must be followed when responding to electrical fires

Precautions and procedures that must be followed when responding to uptake and hydrogen fires

Maritime communication techniques applicable to fire prevention and fire-minimisation activities on board vessel

Problems that can occur with shipboard fire-detection and fire hazards on board a vessel and appropriate action that should be taken

Sources of information on shipboard fire prevention and minimisation



	Resource implications
	Access is required to opportunities to either:

· carry out a range of suitably simulated practical and knowledge assessments that demonstrate the skills and knowledge to carry out fire prevention and minimisation strategies on board vessels, and/or

· assist in fire prevention and minimisation procedures and fire drills on board an operational trading or training vessel

Note: Simulated fire prevention assessment exercises may require access to a fire training and assessment facility capable of simulating fire and fire-prevention activities in a marine environment. Assessments must be conducted in accordance with relevant OH&S requirements. Protective clothing must be worn in accordance with current maritime practices and Australian OH&S standards



	Consistency in performance
	Applies underpinning knowledge and skills when:

· implementing t fire prevention minimisation measures and procedures

· identifying and evaluating fire hazards and taking appropriate courses of action

· responding to simulated and real emergency situation involving fire

· assessing the operational capability of fire-detection equipment and systems and taking any required maintenance or replenishment action

Shows evidence of application of relevant workplace procedures including:

· relevant maritime regulations concerning minimisation of the risk of fire on board vessel

· OHS regulations and hazard prevention policies and procedures

· relevant manufacturer’s guidelines relating to the use of fire-detection a equipment and systems, including instructions on equipment capability and limitations

· on-board housekeeping processes and implementing fire-hazard prevention measures

· fire minimisation procedures and policies

Action taken promptly to report and/or rectify fire hazards and faulty fire-detection equipment and systems in accordance with established procedures

Work is completed systematically with required attention to detail


	Context of assessment
	Assessment of competence must comply with the assessment requirements of the relevant maritime regulations

Assessment of this unit must be undertaken within relevant marine authority approved and audited arrangements by a registered training organisation:

· as a minimum, assessment of knowledge must be conducted through appropriate written/oral examinations

· appropriate practical assessment must occur:

· at the registered training organisation, and/or

· on an appropriate working or training vessel



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	1
	2
	1
	1
	2


	UNIT NAME
	Plan and navigate an inshore passage



	UNIT CODE
	TDMMH801A



	UNIT DESCRIPTOR
	This unit involves the skills and knowledge required to plan and navigate an inshore passage for a small commercial vessel and determine the vessel’s position. This includes the use of coastal navigational charts to plan and conduct the passage and the

application of coastal navigational techniques involving a range of instrumentation and navigational aids.

The unit is consistent with the related functional standard in the Australian USL Code.


	
	

	ELEMENT
	

	778. Use and care for coastal navigational charts, nautical publications and related documentation
	908. Coastal navigational charts, nautical publications and related documentation are handled and used in ways that ensure continued availability, utility and length of life

	779. 
	909. Navigational charts, nautical publications and related documentation are stored and maintained in accordance with established procedures and chart/publication publisher’ instructions

	780. 
	910. Navigational charts, nautical publications, notices to mariners and related documentation are filed in accordance with established procedures

	781. 
	911. Coastal navigational charts, nautical publications, notices to mariners and related documentation are correctly used for voyage planning and identification of navigational hazards


	782. Plan route for inshore voyage
	912. Navigational hazards relevant to a proposed inshore voyage are identified using relevant navigational charts, nautical publications and related documentation

	783. 
	913. The route for an inshore voyage is determined in accordance with operational instructions and navigational principles and taking due account of identified navigational hazards

	784. 
	914. Critical points along the proposed route of the voyage are identified and recorded

	785. 
	915. Appropriate actions to deal with the identified critical points are developed

	786. 
	916. Potential navigational contingencies and problems that may occur along the planned inshore route are identified and appropriate strategies for dealing with them are developed and recorded


	787. Conduct an inshore passage
	917. Measurements and observations of sea and weather conditions are accurate and appropriate to the planned inshore passage of the small vessel

	788. 
	918. Meteorological information and observations of sea and weather conditions are correctly interpreted and applied to decisions on the vessel’s speed and direction

	789. 
	919. Information from navigation systems is interpreted and applied to identify navigational hazards and to fix the small vessel’s position and to enable decisions to be made concerning the vessel’s speed and direction

	790. 
	920. The selection of the mode of steering is the most appropriate for the prevailing weather, sea and traffic conditions and intended manoeuvres

	791. 
	921. Required alterations to the small vessel’s course or speed are made taking into account prevailing weather and sea conditions, the proximity and course of other vessels, relevant navigational hazards, buoyage, signage and overall passage plan requirements

	792. 
	922. Alterations to the small vessel’s course and speed are appropriate to prevailing circumstances and conditions, comply with relevant maritime regulations and do not put at risk the safety of the small vessel or its passengers and crew or that of other vessels, passengers or crew

	793. 
	923. Signals relevant for navigational manoeuvres are made at the appropriate time in accordance with Australian and international regulations 

	794. 
	924. Operational limits of vessel propulsion, steering, power systems and overall trim and stability are not exceeded during navigational manoeuvres


	795. Fix small vessel’s position within a limited area
	925. Primary position fixing method is selected in accordance with prevailing conditions

	796. 
	926. Position is fixed using the selected method using information derived from relevant navigational systems

	797. 
	927. Checks are made for random, instrument, system and data errors and appropriate corrections and allowances are made to derived courses and bearings

	798. 
	928. Time interval between fixes is appropriate to the prevailing navigational conditions

	799. 
	929. Verification of primary position fixing is regularly carried out using appropriate methods

	800. 
	930. Performance checks and tests of navigation position fixing instruments and systems are carried out in accordance with company procedures and manufacturer’s instructions

	801. 
	931. Position of small vessel is recorded in accordance with regulations and established procedures


	802. Document and report planned route and passage
	932. Planned route for a small vessel’s inshore voyage is recorded and reported in accordance with procedures and regulations

	803. 
	933. Plans and strategies for dealing with critical situations and contingencies along the route of an inshore voyage are recorded

	804. 
	934. Details of a n inshore passage including navigational incidents and related action taken are recorded in the vessel’s log in accordance with relevant maritime regulations


	RANGE STATEMENT
	

	General context
	Work must be carried out in compliance with the relevant maritime regulations.

Work is performed within defined operational procedures, with responsibility for own outputs and limited responsibility for others. It involves the application of nautical principles to the planning and conduct of an inshore passage and the fixing of a small vessel’s position across a range of predictable inshore contexts.


	Worksite environment
	Vessel may include any commercial vessel up to 24 metres in length engaged on an inshore passage

Voyages to be planned and conducted may include:

· any inshore voyage navigable by the size and type of small vessel concerned

· passages through

· traffic separation schemes in inshore areas

· tidal restricted areas

· VTS controlled areas

Navigation may occur in conditions of:

· clear visibility using visual navigational techniques

· restricted visibility using parallel indexing and/or electronic chart systems

· clear visibility using a combination of visual and electronic techniques

Instrumentation and equipment used for navigation and fixing a small vessel’s position may include:

· RADAR

· GPS satellite navigation systems

· integrated navigation systems

· magnetic compasses

· gyro compasses and repeaters

· chronometers and sextants

· azimuth mirrors and vanes

· pelarus

· doppler and electromagnetic logs

· depth sounders

The use of navigational aids to assist safe navigation may include:

· avoidance of collision with another vessel

· fixing the position of the small vessel

· tracking of other ships

· assistance in making of command navigational decisions

· navigating during search and rescue operations

Position fixing techniques may include:

· visual

· landmarks

· aids to navigation such as lighthouses, beacons and buoys

· dead reckoning, taking into account winds tides currents and estimated speed

· RADAR

· continuous position monitoring



	Sources of information/documents
	Documentation/records may include:

· relevant maritime regulations

· operational orders

· navigational charts of inshore waters

· annual and weekly notices to mariners

· navigational warning records

· small vessel’s log

· small vessel manufacturer’s instructions and recommended procedures

· instructions of relevant Maritime Authorities


	Applicable International, Australian and State/Territory regulations and legislation
	Applicable procedures and codes may include:

· relevant sections of the Australian USL Code

· regulations for preventing collisions at sea

· SOLAS Convention

· relevant international, Australian and State/Territory OH&S legislation

· Guidelines and Criteria for Ship Reporting Systems


	EVIDENCE GUIDE
	

	Critical aspects of evidence
	Assessment must confirm appropriate knowledge and skills to:

· Plan the inshore passage of a small vessel up to 24 metres in length

· Fix the position of a small vessel within inshore waters using all acceptable methods

· Identify typical navigational hazards and make due allowance for them when planning an inshore voyage

· Conduct the passage of a small vessel up to 24 metres in length on an inshore voyage, taking into account all relevant navigational hazards

· Access, use and maintain coastal navigational charts, nautical publications and related documentation

· Communicate effectively with others planning an inshore voyage and conducting navigation

· Follow reporting procedures in accordance with the relevant maritime regulations


	Interdependent assessment of units
	This unit of competency must be assessed in conjunction with other mandatory units that form part of a job role of a master on a small commercial vessel up to 24 metres in length engaged on an inshore voyage



	Underpinning knowledge and skills
	Knowledge of relevant maritime regulations

Principles and procedures of navigation and inshore passage planning including contingency planning

Information required to develop a typical effective inshore passage plan

Procedures for filing and handling navigational charts, nautical publications and related documentation in serviceable condition

Principles and procedures for fixing a small vessel’s position

Procedures for converting one set of coordinates to another

Procedures for the calculation of the height of tide for a given time at any place listed using tide tables

Procedures for the use of Nautical Almanac data and information when planning and conducting an inshore voyage, including calculation of errors due to common navigational approximations

Errors in common position fixing systems and their effect on observed positions

Methods for controlling small vessel speed and direction

Typical manoeuvring and engine characteristics for small vessels up to 24m in length on inshore voyages , including stopping distances and turning circles at various draughts, speeds and loading

Effects on shiphandling of wind, currents and bottom topography

Voyage planning and position fixing problems that may be experienced for small vessels on inshore voyages and appropriate action and solutions


	
	Manoeuvring procedures in and near ‘traffic separation schemes’ and ‘vessel traffic service areas’

Small vessel reporting systems

Ability to correct a magnetic compass direction/reading for variation and deviation

Ability to correct a gyro compass direction for gyro errors



	Resource implications
	Access is required to opportunities to either:

· plan a simulated inshore passage and conduct navigation using an appropriate marine simulator in simulated coastal areas and across an appropriate range of navigational hazards; and/or

· assist in the planning and conduct of an actual passage for a for a small commercial vessel up to 24m in length engaged in an inshore voyage


	Consistency in performance
	Applies underpinning knowledge and skills when:

· planning and conducting an inshore passage

· identifying and evaluating navigation problems and determining appropriate navigational solutions

· interpreting and applying information derived from navigational equipment and systems

· applying required precautions relevant to coastal voyage planning and navigation

· fixing the position of the small vessel in an inshore area

Shows evidence of application of relevant workplace and regulatory procedures including:

· relevant maritime regulations

· reporting requirements for small vessels

· job procedures and navigational instructions

· use of relevant nautical publications and charts

· procedures for the storage and maintenance of nautical publications and charts

Action is taken promptly to report and/or rectify navigational errors and contingencies

Work is completed systematically with required attention to detail


	Context of assessment
	Assessment of competence must comply with the assessment requirements of the relevant maritime regulations

Assessment of this unit must be undertaken within relevant marine authority approved and audited arrangements by a registered training organisation:

· as a minimum, assessment of knowledge must be conducted through appropriate written/oral examinations

· appropriate practical assessment must occur:

· at the registered training organisation, and/or

· on an appropriate working or training vessel



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	2
	2
	2
	2


	UNIT NAME
	Assist in mooring and anchor handling activities



	UNIT CODE
	TDMMR4301A



	UNIT DESCRIPTOR
	This unit involves the skills and knowledge needed to assist the responsible officer in a range of mooring and anchor handling activities as required of an integrated rating, including preparing for arrival or departure from an anchorage or mooring, handling mooring lines, carrying out stoppering and heaving line tasks, anchor operations, securing a vessel to a sea buoy, and securing a tug using either tug’s or vessel’s lines.


	
	

	ELEMENT
	

	805. Carry out mooring and anchor handling tasks
	935. Tasks required of an integrated rating in preparation for arrival and departure from an anchorage or mooring are completed in accordance with shipboard procedures

	806. 
	936. Mooring line handling, stoppering and heaving line tasks are performed in accordance with shipboard procedures

	807. 
	937. Mooring and unmooring operations are carried out in accordance with established procedures

	808. 
	938. Anchor operations are carried out in accordance with shipboard procedures

	809. 
	939. Vessel is secured to a sea buoy in accordance with shipboard procedures

	810. 
	940. A tug is secured using tug’s or vessel’s lines in accordance with shipboard procedures

	811. 
	941. Communications during mooring and anchor handling operations are clear and timely and involve the correct use of communications equipment where required


	812. Follow safety and hazard control procedures
	942. All required safety precautions and regulations are followed when carrying out routine mooring and anchor handling tasks

	
	943. Operational hazards are identified and action is taken in conjunction with the officers, engineers and other team members to minimise or eliminate risk to personnel, vessel and the environment

	
	944. Shipboard emergency and contingency plans are followed in the event of a failure or emergency associated with mooring and anchor handling equipment and machinery and associated systems


	RANGE STATEMENT
	

	General context
	Work must be carried out in compliance with relevant maritime regulatory requirements.

Work is performed as a member of an anchoring or mooring party under defined operational requirements, with some accountability and responsibility for self and others in achieving the prescribed outcomes. It involves the application of basic mooring and anchor handling procedures across a variety of operational contexts. Following of orders and instructions of the officer on watch is required.


	Worksite environment
	Vessel may include any Australian or international commercial vessel

Mooring operations include:

· throwing heaving lines

· running out mooring lines

· reporting distance off

· securing mooring lines

· letting go mooring lines

· recovering mooring lines

· making fast fore and aft to a fixed terminal or jetty

· making fast to a single point mooring

· making fast to a conventional buoy mooring

· preparing mooring area for operations

· making fast and letting go tugs

· adjusting moorings during a port stay

· securing mooring area on departure

· rigging gangways, accommodation ladders and pilot ladders

· stowing mooring lines after use

Mooring equipment includes:

· man-made fibre and wire-rope moorings

· heaving lines and stoppers - (rope and chain)

· tension winches

· stand clone winches

· electric, hydraulic and hand driven capstans/drum ends

· dead men and fairheads

Equipment malfunctions or problems may include:

· failure of moorings or equipment

· damage to moorings

· insufficiency of moorings

· poor leads

· inability to maintain ship in position

Routine and emergency anchor operations may include:

· dropping, paying out and holding an anchor

· reporting amount and lie of cable

· letting go and weighing anchor

· securing to a single anchor

· securing to twin anchors

· recovering anchor

· clearing anchor and cable

· recovering a foul hawse

· hanging off an anchor

Anchor equipment may include:

· cable

· securing arrangements

· anchor balls

· cable locker

Operational hazards during mooring or anchor handling operations may include:

· failure of moorings, anchor or equipment

· damage to moorings

· insufficiency of moorings

· faulty or damaged machinery and equipment

· moving and rotating machinery

· using equipment beyond safe working limits

· cables and ropes

· poor leads

· inability to maintain ship in position

· moving heavy loads using unsafe lifting procedures

· slippery deck

· poor housekeeping procedures

· non-compliance with safe working procedures



	Sources of information/documents
	Documentation/records may include:

· ISM Code safety management system plans, procedures, checklists and instructions

· IMO STCW 95 Code and Convention

· AMSA Marine Orders

· orders and instructions of the officer on watch

· vessel and company procedures

· instructions of relevant Maritime Authorities

· relevant Australian and international standards


	Applicable International, Australian and State/Territory regulations and legislation
	Applicable procedures and codes may include:

· relevant sections of IMO STCW 95 Code and Convention

· relevant sections of AMSA Marine Orders

· ISM Code

· relevant international, Australian and State/Territory OH&S legislation


	EVIDENCE GUIDE
	

	Critical aspects of evidence
	Assessment must confirm appropriate knowledge and skills to:

· Carry out mooring and anchor handling tasks

· Ensure the exercise of all required safety, environmental and hazard control precautions and procedures during mooring and anchor handling activities

· Communicate effectively with others during mooring and anchor handling activities


	Interdependent assessment of units
	This unit of competency must be assessed in conjunction with other mandatory units that form part of a job role of an integrated rating on a commercial vessel



	Underpinning knowledge and skills
	Knowledge of sections of relevant maritime regulations

Relevant OH&S and pollution control legislation and policies

Mooring and anchor handling procedures on board a vessel

Functions and responsibilities of the members of the bridge and engine room teams onboard a vessel

Procedures for carrying out the routine tasks required of an integrated rating when a vessel is arriving at or departing from a berth or anchorage

Types, features and characteristics of fibre and wire ropes

Hazards and related safety precautions when carrying out mooring and anchor handling activities

Signs of fatigue

Fatigue management principles and techniques

Communication techniques and equipment used during mooring and anchor handling operations




	Resource implications
	Access is required to opportunities to either:

· demonstrate the ability to carry out mooring and anchor handling procedures through appropriate case studies, practical exercises and simulated situations; and/or

· carry out mooring and anchor handling procedures on an operational commercial or training vessel


	Consistency in performance
	Applies underpinning knowledge and skills when:

· carrying out mooring and anchor handling tasks

· exercising all required safety, environmental and hazard control precautions and procedures during mooring and anchor handling tasks

· communicating effectively with others during routine shipboard tasks

Shows evidence of application of relevant workplace procedures including:

· ISM Code and associated vessel’s Safety Management System and procedures

· OHS regulations and hazard prevention policies and procedures

· job procedures and work instructions related to mooring and anchor handling activities

· following housekeeping processes

Action taken promptly to report operational incidents and problems in accordance with regulations and shipboard procedures

Work is completed systematically with required attention to detail


	Context of assessment
	Assessment of competence must comply with the assessment requirements of the relevant maritime regulations

Assessment of this unit must be undertaken within relevant marine authority approved and audited arrangements by a registered training organisation:

· as a minimum, assessment of knowledge must be conducted through appropriate written/oral examinations

· appropriate practical assessment must occur:

· at the registered training organisation, and/or

· on an appropriate working or training vessel



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	1
	1
	1
	2
	1
	1
	2


	UNIT NAME 
	Coordinate the production of brochures and marketing materials



	UNIT CODE 
	THTSMA01B



	UNIT DESCRIPTOR 
	This unit deals with the skills and knowledge required to coordinate the development of promotional brochures and other printed marketing materials. Sales and marketing personnel, managers or owners of small businesses generally undertake this role.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	813. Plan the production of brochures and marketing materials
	945. Plan production in accordance with enterprise objectives, marketing focus and other issues that impact on the production process

	814. 
	946. Create detailed action plans for the production process including timelines, responsibilities and budget



	815. Produce information for inclusion
	947. Produce or obtain from the appropriate source accurate and complete information for inclusion

	816. 
	948. Present information in a clear and easily understood format

	817. 
	949. Present information in a culturally appropriate way



	818. Obtain quotations for artwork and printing as appropriate
	950. Provide accurate and complete specifications to quoting organisations within appropriate timeframe

	819. 
	951. Obtain comprehensive quotations with full details of potential variations to cost and conditions that may apply



	820. Develop final copy for brochures and marketing materials


	952. Develop copy using basic creative writing techniques where appropriate to sell the products presented

	821. 
	953. Produce copy that provides accurate practical and operational details

	822. 
	954. Present all costs accurately with notes about conditions which may apply

	823. 
	955. Present general conditions clearly and accurately according to enterprise policy

	824. 
	956. Check all copy for accuracy prior to submission to external/internal arthouse or printers



	825. Coordinate the production of brochures and marketing materials
	957. Liaise with production house or responsible staff member in a manner that permits accurate monitoring of production schedule

	826. 
	958. Check and correct all production work as required

	827. 
	959. Re-check and gain approval of appropriate authority only when totally accurate

	828. 
	960. Approve artwork according to enterprise guidelines prior to commencement of printing

	829. 
	961. Obtain and deliver brochures and marketing materials on schedule and establish contingency plans to allow for situations where timelines may be exceeded



	RANGE STATEMENT
	

	Brochures and marketing materials may include
	Product brochures

Destinational guides

Promotional flyers and leaflets

Conference programs/registration forms

Event prospectus

Display materials

Product support manuals

Advertising materials

Direct mail pieces

Invitations



	Factors that must be considered in the planning of brochures are
	Objectives of the material

Market for which material is required

Review of competitive materials

Style and size of material

Time parameters

Budget available

In-house production capabilities

Distribution considerations ‑ internal and external

Availability of required information

Any legal requirements or restrictions



	Information for inclusion may include
	Supplier information

Photos

Maps

Tariff details

Special offers or incentives

Advertisements

Sponsor messages

Logos



	Accurate and complete specifications must include
	Size

Number of colours

Type of paper

Number of photographs

Layout and style of text

Total number required

Conditions of contract

Production and delivery deadlines



	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	Ability to co-ordinate all elements of the brochure development process within a required timeframe

Ability to produce materials that meet stated objectives, provide current and accurate information and are free of errors

Knowledge and understanding of current production processes and terminology



	Interdependent assessment of units
	There is a strong link between this unit and the following units and combined training and assessment may be appropriate:

· THHGCS07B Coordinate marketing activities




	Underpinning knowledge and skills
	Market context for the materials being produced, including general awareness of potential for use on web sites

Print production processes and terminology including copy, film, artwork, 2-colour process, 4-colour process, final art, proofreading, bromide, print-ready, PDF file, author’s corrections, transparencies
Printing and industry conventions in relation to placement of information, page numbering, copyright information
Quality indicators in brochure production including readability, photographic quality, effective use of colour, spacing requirements
Current production technology

Techniques used in brochure-writing 

Procedures and requirements for preparation and proofing of copy

Legal issues that affect the production of printed materials as appropriate to individual sectors/workplaces including copyright laws



	Resource implications
	access to technology and materials for the production of brochures and marketing materials



	Consistency in performance


	Not provided in original

	Assessment methods
	Assessment methods must be chosen to ensure that brochure co-ordination and production skills can be practically demonstrated. Methods must include assessment of knowledge as well as assessment of practical skills.

The following examples are appropriate for this unit:

· evaluation of brochures or other marketing materials produced by the candidate

· oral or written questions to assess knowledge of brochure co-ordination and production processes

· review of portfolios of evidence and third party workplace reports of on-the-job performance by the candidate



	Context of assessment
	Assessment must ensure:

· the actual production of brochures and marketing materials to meet a specified market need

For generic pre-employment training and assessment, a range of industry contexts must be addressed. Where the focus is sector or workplace specific, training and assessment must be tailored to meet particular needs



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	3
	3
	3
	2
	1
	2
	1


	UNIT NAME 
	Create a promotional display/stand



	UNIT CODE 
	THTSMA02B



	UNIT DESCRIPTOR 
	This unit deals with the skills and knowledge required to create a promotional display/stand in a range of different tourism and hospitality contexts. This unit does not include all the skills of a display professional – rather it reflects the more general display skills needed by a large range of tourism and hospitality industry personnel.



	
	

	ELEMENT 
	PERFORMANCE CRITERIA

	830. Make preparations for display/stand
	962. Identify display/stand objectives in consultation with appropriate colleagues

	831. 
	963. Obtain operational information to assist in display/stand preparation to allow time for adequate planning

	832. 
	964. Plan display/stand to meet the needs of the target audience

	833. 
	965. Select and organise adequate display supplies in accordance with the display plan including transportation arrangements

	834. 
	966. Identify the need for and seek assistance from display specialists where appropriate



	835. Create the display
	967. Create or dress the display/stand making creative use of available materials and supplies

	836. 
	968. Use established display techniques to maximise the visual appeal of the display and to reflect the nature of the product or service being sold

	837. 
	969. Use display equipment correctly and safely

	48. 
	970. Check display/stand to ensure safety of colleagues and customers



	RANGE STATEMENT
	

	Promotional displays/stands are set up and operated in a range of contexts including
	Trade/consumer show

Stand at meeting or conference event

In-house promotion

Window display

Shopping centre promotion



	Display techniques must include techniques for use of
	Fabric

Flags

Signs

Printed materials

3 dimensional materials

Freestanding display options

Product samples

Local produce

Cultural artefacts


	Display supplies may include
	Furniture

Collateral materials

Scissors

Adhesives

Velcro

Pins

String

Audio-visual systems, videos, sound systems

Floral arrangements, potted plans

Balloons and other decorations

Mobiles

Computers



	Information to assist in the planning of the display/stand may include
	Size of display area (eg. booth, stage etc)

Floor plans

Type of surface on which display is to be created

Set-up times and duration

OH&S requirements

Budget allocation

Need for utilities (eg. electricity, water, waste management)

Security



	EVIDENCE GUIDE 
	

	Critical aspects of evidence
	Ability to create a display or dress a promotional stand to meet specific objectives using accepted display techniques



	Interdependent assessment of units


	There is a strong link between this unit and the following units:

· THHGCS07A Coordinate marketing activities



	Underpinning knowledge and skills
	Typical tourism industry contexts in which displays are used (trade and consumer shows, shopping centre promotions, information centre displays, window displays, promotional functions)

Range of materials and equipment which can be used for display in different locations and settings (stage, exhibition booth, permanent display, window)

Techniques for creating displays with typically available materials including techniques for maximising the effectiveness of commonly-used collateral in displays, including brochures and posters



	Resource implications
	Use of display materials commonly employed by tourism and hospitality enterprises



	Consistency in performance


	Not provided in original

	Assessment Methods
	The following examples are appropriate for this unit:

· evaluation of the creativity and visual appeal of a display created by the candidate

· case studies to assess application of different display techniques to typical industry promotional situations

· review of portfolios of evidence and third party workplace reports of on-the-job performance by the candidate


	Context of assessment
	Assessment must ensure:

· creation of a display/promotional stand for use in a tourism/hospitality context

For generic pre-employment training and assessment, a range of industry contexts must be addressed. Where the focus is sector or workplace specific, training and assessment must be tailored to meet particular needs



	KEY COMPETENCIES
	

	Collect, Analyse & Organise Information
	Communicate Ideas & Information
	Plan & Organise Activities
	Work with Others & in Teams
	Use Mathematical Ideas & Techniques
	Solve Problems
	Use Technology

	2
	2
	2
	1
	1
	2
	1
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