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[bookmark: _Toc443571346]Third Party Observations/Demonstrations
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	CHCLEG001: Work legally and ethically

	Assessment
	Third party

	Due date of assessment
	

	Third party’s name
	

	Third party’s position
	

	Third party’s relation to learner
	

	Name of workplace
	

	Third party’s telephone and email
	





[bookmark: _Toc443310635][bookmark: _Toc443571347]Part 1 – Preliminary questions for the third party
	What is your relationship to the learner?
	

	How long have you worked with the learner?

	

	How closely do you work with the learner in the area being assessed?

	

	What is your technical experience and/or qualification (s) in the area being assessed? (Include any assessment or training qualifications.)

	

	In your opinion, does the learner:
· Perform tasks to the industry standards?
· Manage job tasks effectively?
· Implement safe working practices?
· Solve problems on the job?	
· Work well with others?	
· Adapt to new tasks?	
· Adapt to unusual or non-routine situations?
	


        (Please circle yes or no)
Do you understand which evidence/tasks the learner has			Yes		No
provided/performed that you are required to comment on?

Has the assessor explained the purpose of the learner’s				Yes 		No
assessment?

Are you aware that the learner will see a copy of this form?			Yes 		No

Are you willing to be contacted should further verification of this		Yes 		No
statement be required?


[bookmark: _Toc443310636][bookmark: _Toc443571348]Part 2 – Main questions for the third party
Please indicate the type of evidence the learner has provided you with for each criteria:
· Direct – such as an observation of workplace performance by an assessor
· Indirect – such as a portfolio of evidence
· Supplementary – such as supervisor reports.
Please indicate if your observations were real-time (in the workplace) or simulated (demonstrations in a simulated environment).
Please provide your response, based on your observation (direct/indirect/supplementary) in the area marked below – attach an additional sheet(s) if required. In responding, please make sure to specify the manner of observation and address the following, to the extent appropriate:
· What did the learner do?
· When did s/he do it?
· When or over what period of time did s/he do it?
· How did s/he do it?
· What was the outcome?
Remember, as a third party, your information should be purely factual and not represent your opinion on the learner’s competency.


[bookmark: _Toc443310637][bookmark: _Toc443571349]Third party observation
	Tasks 
	Third party response based on observation (direct/indirect/supplementary – please indicate)

	1. Identify, access and interpret sources of information about the legal requirements that apply to the work role
The learner should:
· Show an understanding of legislation that is applicable to their work role
· Be aware of common legal issues that can arise in the workplace
· Have a sound overview knowledge of the Australian legal system
· Know the two types of law and give examples of each.

	Type of observation/evidence:


	2. 
	What did the learner do?


	3. 
	When did s/he do it? Over what period of time?


	4. 
	How did s/he do it?


	5. 
	What was the outcome?


	6. 
	Other relevant comments/evidence:






	7. Identify the scope and nature of own legal rights and responsibilities
The learner should:
· Access statutory and regulatory legislation
· Know which legislation is applicable to their job role
· Understand how to put legislation into practice.

	Type of observation/evidence:


	8. 
	What did the learner do?


	9. 
	When did s/he do it? Over what period of time?


	10. 
	How did s/he do it?


	11. 
	What was the outcome?


	12. 
	Other relevant comments/evidence:






	13. Adhere to legal requirements in work practice according to workplace policies and procedures and scope of role
The learner should:
· Know how to meet their duty of care in line with their job role
· Apply privacy and confidentiality laws to tasks undertaken within their role
· Obtain client agreement before undertaking certain activities.

	Type of observation/evidence:


	14. 
	What did the learner do?


	15. 
	When did s/he do it? Over what period of time?


	16. 
	How did s/he do it?


	17. 
	What was the outcome?


	18. 
	Other relevant comments/evidence:









	19. Recognise potential or actual breaches and report according to organisation procedures
The learner should:
· Show vigilance against potential breaches of legal or ethical practice
· Recognise when legal or ethical practice has been breached
· Follow organisational procedure for reporting a breach.

	Type of observation/evidence:


	20. 
	What did the learner do?


	21. 
	When did s/he do it? Over what period of time?


	22. 
	How did s/he do it?


	23. 
	What was the outcome?


	24. 
	Other relevant comments/evidence:









	25. Identify, access and interpret sources of information about the ethical responsibilities that apply to the work role
The learner should:
· Locate and access sources of information about their ethical responsibilities within the workplace
· Follow their organisation’s code of ethics when undertaking all activities
· Show an understanding of the origins of ethical standards.

	Type of observation/evidence:


	26. 
	What did the learner do?


	27. 
	When did s/he do it? Over what period of time?


	28. 
	How did s/he do it?


	29. 
	What was the outcome?


	30. 
	Other relevant comments/evidence:









	31. Identify the scope and nature of own ethical responsibilities
The learner should:
· Ensure client rights are protected when undertaking all activities
· Maintain privacy when dealing with sensitive and private information
· Uphold patient confidentiality in line with organisational requirements and the law.

	Type of observation/evidence:


	32. 
	What did the learner do?


	33. 
	When did s/he do it? Over what period of time?


	34. 
	How did s/he do it?


	35. 
	What was the outcome?


	36. 
	Other relevant comments/evidence:









	37. Meet ethical responsibilities according to workplace policies and protocols, and scope of role
The learner should:
· Follow the complaints procedure adopted by their organisation correctly
· Refrain from holding stereotypical reviews in regards to clients
· Avoid discriminating against any individual.

	Type of observation/evidence:


	38. 
	What did the learner do?


	39. 
	When did s/he do it? Over what period of time?


	40. 
	How did s/he do it?


	41. 
	What was the outcome?


	42. 
	Other relevant comments/evidence:









	43. Recognise potential ethical issues and dilemmas, and discuss with an appropriate person
The learner should:
· Be aware of potential ethical issues and dilemmas that can arise within their job role
· Recognise when ethical issues and dilemmas have occurred
· Discuss ethical issues and dilemmas with an appropriate person in line with organisational policy.

	Type of observation/evidence:


	44. 
	What did the learner do?


	45. 
	When did s/he do it? Over what period of time?


	46. 
	How did s/he do it?


	47. 
	What was the outcome?


	48. 
	Other relevant comments/evidence:









	49. Recognise own personal values and attitudes and take into account to ensure non-judgemental practice
The learner should:
· Assess their own personal values and attitudes
· Understand how their personal views can impact upon their roles and responsibilities
· Take steps to ensure personal views do not create stereotypes or discrimination.

	Type of observation/evidence:


	50. 
	What did the learner do?


	51. 
	When did s/he do it? Over what period of time?


	52. 
	How did s/he do it?


	53. 
	What was the outcome?


	54. 
	Other relevant comments/evidence:









	55. Use effective problem solving techniques when exposed to competing value systems
The learner should:
· Ensure client health and safety is always paramount
· Make ethical decisions to reach solutions
· Demonstrate understanding that their work roles and responsibilities should take precedence over personal views.

	Type of observation/evidence:


	56. 
	What did the learner do?


	57. 
	When did s/he do it? Over what period of time?


	58. 
	How did s/he do it?


	59. 
	What was the outcome?


	60. 
	Other relevant comments/evidence:









	61. Recognise unethical conduct and report to an appropriate person
The learner should:
· Be vigilant against unethical conduct
· Report unethical conduct in line with organisational policy. 

	Type of observation/evidence:


	62. 
	What did the learner do?


	63. 
	When did s/he do it? Over what period of time?


	64. 
	How did s/he do it?


	65. 
	What was the outcome?


	66. 
	Other relevant comments/evidence:









	67. Recognise potential and actual conflicts of interest and take appropriate action
The learner should:
· Understand the types of occurrence that constitute a conflict of interest
· Refrain from situations that may instigate a conflict of interest
· Uphold organisational policies and procedures that outline the management of conflicts of interest.

	Type of observation/evidence:


	68. 
	What did the learner do?


	69. 
	When did s/he do it? Over what period of time?


	70. 
	How did s/he do it?


	71. 
	What was the outcome?


	72. 
	Other relevant comments/evidence:









	73. Identify situations where work practices could be improved to meet legal and ethical responsibilities
The learner should:
· Be forthcoming in ideas for improvement in practice
· Recognise situations where ethical standards are subpar or could be improved.

	Type of observation/evidence:


	74. 
	What did the learner do?


	75. 
	When did s/he do it? Over what period of time?


	76. 
	How did s/he do it?


	77. 
	What was the outcome?


	78. 
	Other relevant comments/evidence:









	79. Pro-actively share feedback with colleagues and supervisors
The learner should:
· Share their own experiences with others for the purpose of increasing the ethical awareness of others and implementing organisational change
· Provide feedback to colleagues and supervisors on a regular basis.

	Type of observation/evidence:


	80. 
	What did the learner do?


	81. 
	When did s/he do it? Over what period of time?


	82. 
	How did s/he do it?


	83. 
	What was the outcome?


	84. 
	Other relevant comments/evidence:









	85. Identify and take opportunities to contribute to the review and development of policies and protocols
The learner should:
· Encourage others to meet their ethical obligations and speak out against unethical conduct
· Recognise the needs for reform within organisational codes of ethics

	Type of observation/evidence:


	86. 
	What did the learner do?


	87. 
	When did s/he do it? Over what period of time?


	88. 
	How did s/he do it?


	89. 
	What was the outcome?


	90. 
	Other relevant comments/evidence:









	91. Completed workplace activities in accordance with legal and ethical requirements in at least 3 different situations
The learner should:
· Conduct themselves within their work role in accordance with organisational codes of ethics
· Be aware of their own personal views and not let this affect their roles and responsibilities
· Refrain from adopting stereotypes and avoid discrimination against any individual. 
	Type of observation/evidence:


	92. 
	What did the learner do?


	93. 
	When did s/he do it? Over what period of time?


	94. 
	How did s/he do it?


	95. 
	What was the outcome?


	96. 
	Other relevant comments/evidence:









	97. Developed appropriate responses to at least 3 different legal or ethical issues relevant to the work role
The learner should:
· Recognise when ethical codes of practice have been broken either in line with organisational or legal policies
· Reported the issues to the relevant personnel in line with organisational policy.
	Type of observation/evidence:


	98. 
	What did the learner do?


	99. 
	When did s/he do it? Over what period of time?


	100. 
	How did s/he do it?


	101. 
	What was the outcome?


	102. 
	Other relevant comments/evidence:









	103. Identified and communicated at least 2 potential work practice improvements designed to enhance workplace responsiveness to legal and ethical requirements
The learner should:
· Give feedback about their working practice on a regular basis
· Use their experiences to put forward ideas for change
· Encourage others to share feedback and ideas about ethical issues.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:










[bookmark: _Toc443310638]

[bookmark: _Toc443571350]Third party declaration
To the best of my knowledge and belief, and after making diligent enquiries where relevant, I declare that I the contents of this Third Party Report are true, correct and complete and represent my views. I have not colluded with the learner and have not discussed my responses to the Third Party Report with the learner or anyone acting on behalf of the learner.
Third party’s name:	_______________________________________________________
Third party’s signature:	_______________________________________________________
Date:			_______________________________________________________


[bookmark: _Toc443488395][bookmark: _Toc443571351][bookmark: _Toc443314908][bookmark: _Toc443310641]Assessor’s third party checklist
This should be used by the trainer/assessor to document that observations/demonstrations carried out by the third party are satisfactory, as relevant to the performance criteria of this unit. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) in the observations or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Have the third party observations been carried out correctly and successfully?
	    Yes         No
    (Please circle)

	Has the third party covered all relevant criteria in their observations?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc443571352]


Assessor Observations/Demonstrations
[bookmark: _Toc443314909][bookmark: _Toc443571353]Assessor observation
	Tasks 
	Observer response based on observation (direct/indirect/supplementary – please indicate)

	1. Identify, access and interpret sources of information about the legal requirements that apply to the work role
The learner should:
· Show an understanding of legislation that is applicable to their work role
· Be aware of common legal issues that can arise in the workplace
· Have a sound overview knowledge of the Australian legal system
· Know the two types of law and give examples of each.

	Type of observation/evidence:


	2. 
	What did the learner do?


	3. 
	When did s/he do it? Over what period of time?


	4. 
	How did s/he do it?


	5. 
	What was the outcome?


	6. 
	Other relevant comments/evidence:




	7. Identify the scope and nature of own legal rights and responsibilities
The learner should:
· Access statutory and regulatory legislation
· Know which legislation is applicable to their job role
· Understand how to put legislation into practice.

	Type of observation/evidence:


	8. 
	What did the learner do?


	9. 
	When did s/he do it? Over what period of time?


	10. 
	How did s/he do it?


	11. 
	What was the outcome?


	12. 
	Other relevant comments/evidence:





	13. Adhere to legal requirements in work practice according to workplace policies and procedures and scope of role
The learner should:
· Know how to meet their duty of care in line with their job role
· Apply privacy and confidentiality laws to tasks undertaken within their role
· Obtain client agreement before undertaking certain activities.

	Type of observation/evidence:


	14. 
	What did the learner do?


	15. 
	When did s/he do it? Over what period of time?


	16. 
	How did s/he do it?


	17. 
	What was the outcome?


	18. 
	Other relevant comments/evidence:









	19. Recognise potential or actual breaches and report according to organisation procedures
The learner should:
· Show vigilance against potential breaches of legal or ethical practice
· Recognise when legal or ethical practice has been breached
· Follow organisational procedure for reporting a breach.

	Type of observation/evidence:


	20. 
	What did the learner do?


	21. 
	When did s/he do it? Over what period of time?


	22. 
	How did s/he do it?


	23. 
	What was the outcome?


	24. 
	Other relevant comments/evidence:









	25. Identify, access and interpret sources of information about the ethical responsibilities that apply to the work role
The learner should:
· Locate and access sources of information about their ethical responsibilities within the workplace
· Follow their organisation’s code of ethics when undertaking all activities
· Show an understanding of the origins of ethical standards.

	Type of observation/evidence:


	26. 
	What did the learner do?


	27. 
	When did s/he do it? Over what period of time?


	28. 
	How did s/he do it?


	29. 
	What was the outcome?


	30. 
	Other relevant comments/evidence:









	31. Identify the scope and nature of own ethical responsibilities
The learner should:
· Ensure client rights are protected when undertaking all activities
· Maintain privacy when dealing with sensitive and private information
· Uphold patient confidentiality in line with organisational requirements and the law.

	Type of observation/evidence:


	32. 
	What did the learner do?


	33. 
	When did s/he do it? Over what period of time?


	34. 
	How did s/he do it?


	35. 
	What was the outcome?


	36. 
	Other relevant comments/evidence:









	37. Meet ethical responsibilities according to workplace policies and protocols, and scope of role
The learner should:
· Follow the complaints procedure adopted by their organisation correctly
· Refrain from holding stereotypical reviews in regards to clients
· Avoid discriminating against any individual.

	Type of observation/evidence:


	38. 
	What did the learner do?


	39. 
	When did s/he do it? Over what period of time?


	40. 
	How did s/he do it?


	41. 
	What was the outcome?


	42. 
	Other relevant comments/evidence:









	43. Recognise potential ethical issues and dilemmas, and discuss with an appropriate person
The learner should:
· Be aware of potential ethical issues and dilemmas that can arise within their job role
· Recognise when ethical issues and dilemmas have occurred
· Discuss ethical issues and dilemmas with an appropriate person in line with organisational policy.

	Type of observation/evidence:


	44. 
	What did the learner do?


	45. 
	When did s/he do it? Over what period of time?


	46. 
	How did s/he do it?


	47. 
	What was the outcome?


	48. 
	Other relevant comments/evidence:









	49. Recognise own personal values and attitudes and take into account to ensure non-judgemental practice
The learner should:
· Assess their own personal values and attitudes
· Understand how their personal views can impact upon their roles and responsibilities
· Take steps to ensure personal views do not create stereotypes or discrimination.

	Type of observation/evidence:


	50. 
	What did the learner do?


	51. 
	When did s/he do it? Over what period of time?


	52. 
	How did s/he do it?


	53. 
	What was the outcome?


	54. 
	Other relevant comments/evidence:









	55. Use effective problem solving techniques when exposed to competing value systems
The learner should:
· Ensure client health and safety is always paramount
· Make ethical decisions to reach solutions
· Demonstrate understanding that their work roles and responsibilities should take precedence over personal views.

	Type of observation/evidence:


	56. 
	What did the learner do?


	57. 
	When did s/he do it? Over what period of time?


	58. 
	How did s/he do it?


	59. 
	What was the outcome?


	60. 
	Other relevant comments/evidence:









	61. Recognise unethical conduct and report to an appropriate person
The learner should:
· Be vigilant against unethical conduct
· Report unethical conduct in line with organisational policy. 

	Type of observation/evidence:


	62. 
	What did the learner do?


	63. 
	When did s/he do it? Over what period of time?


	64. 
	How did s/he do it?


	65. 
	What was the outcome?


	66. 
	Other relevant comments/evidence:









	67. Recognise potential and actual conflicts of interest and take appropriate action
The learner should:
· Understand the types of occurrence that constitute a conflict of interest
· Refrain from situations that may instigate a conflict of interest
· Uphold organisational policies and procedures that outline the management of conflicts of interest.

	Type of observation/evidence:


	68. 
	What did the learner do?


	69. 
	When did s/he do it? Over what period of time?


	70. 
	How did s/he do it?


	71. 
	What was the outcome?


	72. 
	Other relevant comments/evidence:









	73. Identify situations where work practices could be improved to meet legal and ethical responsibilities
The learner should:
· Be forthcoming in ideas for improvement in practice
· Recognise situations where ethical standards are subpar or could be improved.

	Type of observation/evidence:


	74. 
	What did the learner do?


	75. 
	When did s/he do it? Over what period of time?


	76. 
	How did s/he do it?


	77. 
	What was the outcome?


	78. 
	Other relevant comments/evidence:









	79. Pro-actively share feedback with colleagues and supervisors
The learner should:
· Share their own experiences with others for the purpose of increasing the ethical awareness of others and implementing organisational change
· Provide feedback to colleagues and supervisors on a regular basis.

	Type of observation/evidence:


	80. 
	What did the learner do?


	81. 
	When did s/he do it? Over what period of time?


	82. 
	How did s/he do it?


	83. 
	What was the outcome?


	84. 
	Other relevant comments/evidence:









	85. Identify and take opportunities to contribute to the review and development of policies and protocols
The learner should:
· Encourage others to meet their ethical obligations and speak out against unethical conduct
· Recognise the needs for reform within organisational codes of ethics

	Type of observation/evidence:


	86. 
	What did the learner do?


	87. 
	When did s/he do it? Over what period of time?


	88. 
	How did s/he do it?


	89. 
	What was the outcome?


	90. 
	Other relevant comments/evidence:









	91. Completed workplace activities in accordance with legal and ethical requirements in at least 3 different situations
The learner should:
· Conduct themselves within their work role in accordance with organisational codes of ethics
· Be aware of their own personal views and not let this affect their roles and responsibilities
· Refrain from adopting stereotypes and avoid discrimination against any individual. 
	Type of observation/evidence:


	92. 
	What did the learner do?


	93. 
	When did s/he do it? Over what period of time?


	94. 
	How did s/he do it?


	95. 
	What was the outcome?


	96. 
	Other relevant comments/evidence:









	97. Developed appropriate responses to at least 3 different legal or ethical issues relevant to the work role
The learner should:
· Recognise when ethical codes of practice have been broken either in line with organisational or legal policies
· Reported the issues to the relevant personnel in line with organisational policy.
	Type of observation/evidence:


	98. 
	What did the learner do?


	99. 
	When did s/he do it? Over what period of time?


	100. 
	How did s/he do it?


	101. 
	What was the outcome?


	102. 
	Other relevant comments/evidence:









	103. Identified and communicated at least 2 potential work practice improvements designed to enhance workplace responsiveness to legal and ethical requirements
The learner should:
· Give feedback about their working practice on a regular basis
· Use their experiences to put forward ideas for change
· Encourage others to share feedback and ideas about ethical issues.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:












[bookmark: _Toc443488398][bookmark: _Toc443571354][bookmark: _GoBack]Assessor’s checklist
This should be used by the trainer/assessor to document the learner’s performance during observations/demonstrations, as relevant to the performance criteria of this unit. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) in the observations or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Have all observations been performed fully and as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient knowledge been displayed by the learner during all observations?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:














	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Learner’s signature
	

	Assessor’s signature
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