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

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	BSBLED401: Develop teams and individuals

	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. Systematically identify and implement learning and development needs in line with organisational requirements
Learners should:
· Use organisational systems and manual checks to identify learning and development needs.

	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:






	2. Ensure that a learning plan to meet individual and group training and development needs is collaboratively developed, agreed to and implemented
Learners should:
· Develop learning plans in collaboration with team members and in accordance with organisational requirements
· Facilitate team development sessions and encourage the contributions of different staff members.
	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:






	3. Encourage individuals to self‑evaluate performance and identify areas for improvement
Learners should:
· Use a variety of methods to encourage individuals to reflect and self-evaluate their performance for identification of areas for improvement.
	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:









	4. Collect feedback on performance of team members from relevant sources and compare with established team learning needs
Learners should:
· Identify and apply a variety of feedback gathering methods for comparison with established team learning needs
· Incorporate established learning needs within team learning plans.
	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:









	5. Identify learning and development program goals and objectives, ensuring a match to the specific knowledge and skill requirements of competency standards relevant to the industry
Learners should:
· Use appropriate techniques for the identification of learning and development goals and objectives
· Access information about skill requirements/competency standards and ensure that they fit in with the program goals and objectives.
	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:









	6. Ensure that learning delivery methods are appropriate to the learning goals, the learning style of participants, and availability of equipment and resources
Learners should:
· Use appropriate techniques for the identification of learning and development goals and objectives
· Access information about skill requirements/competency standards and ensure that they fit in with the program goals and objectives.

	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:









	7. Provide workplace learning opportunities, and coaching and mentoring assistance to facilitate individual and team achievement of competencies
Learners should:
· Recognise individual differences in preferred learning styles and identify the most appropriate training methods
· Identify the types of equipment and resources required for different types of training and confirm their availability.

	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:









	8. Create development opportunities that incorporate a range of activities and support materials appropriate to the achievement of identified competencies
Learners should:
· Ensure that workplace learning opportunities are provided in accordance with individual preferences and learning styles.
	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:









	9. Identify and approve resources and time lines required for learning activities in accordance with organisational requirements
Learners should:
· Apply techniques in order to make the most effective use of workplace learning opportunities
· Demonstrate excellent coaching and mentoring skills.
	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:









	10. Use feedback from individuals or teams to identify and implement improvements in future learning arrangements
Learners should:
· Identify necessary resources and ensure that they are available for learning activities
· Ensure that learning activities are conducted in accordance with timescales and staff schedules.
	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:









	11. Assess and record outcomes and performance of individuals/teams to determine the effectiveness of development programs and the extent of additional development support
Learners should:
· Gather feedback from individuals and teams who have undertaken training for the purpose of identifying necessary changes and improvements.
	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:









	12. Negotiate modifications to learning plans to improve the efficiency and effectiveness of learning
Learners should:
· Establish the outcomes and performance of individuals/teams in order to gauge the effectiveness of training and identify the need for change and development.

	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:









	13. Document and maintain records and reports of competency according to organisational requirements
Learners should:
· Identify the reasons for recording learning assessments
· Ensure that documents and records are filed and maintained in accordance with organisational expectations.

	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:









	14. Systematically identify and implement learning opportunities for others
Learners should:
· Use a variety of methods including the consultation of records and systems in order to identify learning opportunities
· Implement suitable learning opportunities, accounting for existing, skills, knowledge, and capabilities.
	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:









	15. Collect feedback on team and individual performance
Learners should:
· Gather feedback from a variety of sources in order to establish team and individual performance
· Compare feedback against established development needs.
	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:









	16. Give and receive feedback from team members to encourage participation in and effectiveness of the team
Learners should:
· Provide reasonable and realistic feedback about the performance of team members
· Use different techniques to obtain feedback from team members, build rapport and establish respect in order to encourage participation in and effectiveness of the team.
	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:









	17. Collaboratively develop learning plans to match skill needs of individuals and groups
Learners should:
· Use conversations and other communication methods to encourage employees to provide input into the development of learning plans
· Account for the employee’s level of competence, previous learning, skills, and knowledge when developing learning plans.
	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:









	18. Provide mentoring and coaching assistance to teams and individuals
Learners should:
· Demonstrate effective mentoring and coaching skills, providing support and guidance for the development of teams and individuals.
	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:









	19. Monitor and review workplace learning
Learners should:
· Perform a variety of formal and informal assessments in order to ensure that learning programmes are effective and objectives are being met
· Identify the need for modification of learning programmes in accordance with organisational requirements.
	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:









	20. Use structured approaches to set goals, monitor progress and adjust learning approaches for self and others and build on knowledge and experience to facilitate interaction and learning with others
Learners should:
· Refer to the SMART acronym, consider organisational requirements, and use other structured approaches when setting learning goals
· Use a variety of assessments and monitor the implementation of learning programmes to ensure that they are effective
· Make necessary modifications to learning programmes in accordance with the knowledge and experience of employees.
	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:









	21. Analyse textual information from a range of sources to identify organisational requirements and analyse information from a range of sources to evaluate performance
Learners should:
· Identify organisational requirements which should be met in the development of learning programmes
· Refer to team members, carry out assessments and use other methods for the effective evaluation of performance.
	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:









	22. Develop materials to suit the requirements of different roles and individuals in the organisation and maintain records using correct technical and organisational vocabulary
Learners should:
· Incorporate appropriate content, assessments, and language in accordance with the requirements of different roles and individuals
· Ensure that records of learning and assessment are created and maintained according to organisational requirements.

	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:









	23. Use vocabulary appropriate to context and to establish a supportive and learning environment and use listening and questioning techniques to confirm or show understanding of different perspectives
Learners should:
· Use appropriate forms of communication when meeting with employees and delivering learning programmes
· Use techniques such as active listening and different types of questions when gathering feedback, delivering learning programmes and communicating in other contexts.

	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:









	24. Recognise and respond to explicit and implicit organisational procedures and protocols and understand how own role meshes with others and contributes to broader goals
Learners should:
· Act in accordance with organisational procedures and protocols when identifying learning needs, communicating with employees and delivering learning programmes
· Demonstrate effective team working skills and ensure that learning programmes are developed in accordance with organisational objectives.
	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:









	25. Select and use appropriate conventions and protocols when communicating with co-workers in a range of work contexts, and recognise the importance of building rapport to establish effective working relationships, and collaborate with others to achieve joint outcomes, playing an active role in facilitating effective group interaction, and negotiate with others to achieve joint/agreeable outcomes playing an active role in facilitating consensus in potentially contentious situations
Learners should:
· Demonstrate respect, develop rapport and use other communication techniques when meeting with co-workers
· Take the lead when necessary and demonstrate effective team working skills
· Use negotiation techniques in order to establish compromise and agreement specific to the development and implementation of learning programmes.
	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:









	26. Use logical planning processes to organise, implement and monitor learning and development needs, and systematically gather and analyse all relevant information and evaluate options to make informed decisions, and evaluate outcomes of decisions to identify opportunities for improvement
Learners should:
· Ensure that learning programmes are developed in accordance with identified learning needs
· Monitor and assess the delivery of learning programmes to ensure that they are effective
· Identify the need for modifications to learning programmes and ensure that they are implemented accordingly.
	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. Systematically identify and implement learning and development needs in line with organisational requirements
Learners should:
· Use organisational systems and manual checks to identify learning and development needs.

	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:

	2. Ensure that a learning plan to meet individual and group training and development needs is collaboratively developed, agreed to and implemented
Learners should:
· Develop learning plans in collaboration with team members and in accordance with organisational requirements
· Facilitate team development sessions and encourage the contributions of different staff members.
	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:




	3. Encourage individuals to self‑evaluate performance and identify areas for improvement
Learners should:
· Use a variety of methods to encourage individuals to reflect and self-evaluate their performance for identification of areas for improvement.
	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:









	4. Collect feedback on performance of team members from relevant sources and compare with established team learning needs
Learners should:
· Identify and apply a variety of feedback gathering methods for comparison with established team learning needs
· Incorporate established learning needs within team learning plans.
	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:









	5. Identify learning and development program goals and objectives, ensuring a match to the specific knowledge and skill requirements of competency standards relevant to the industry
Learners should:
· Use appropriate techniques for the identification of learning and development goals and objectives
· Access information about skill requirements/competency standards and ensure that they fit in with the program goals and objectives.
	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:









	6. Ensure that learning delivery methods are appropriate to the learning goals, the learning style of participants, and availability of equipment and resources
Learners should:
· Use appropriate techniques for the identification of learning and development goals and objectives
· Access information about skill requirements/competency standards and ensure that they fit in with the program goals and objectives.

	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:









	7. Provide workplace learning opportunities, and coaching and mentoring assistance to facilitate individual and team achievement of competencies
Learners should:
· Recognise individual differences in preferred learning styles and identify the most appropriate training methods
· Identify the types of equipment and resources required for different types of training and confirm their availability.

	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:









	8. Create development opportunities that incorporate a range of activities and support materials appropriate to the achievement of identified competencies
Learners should:
· Ensure that workplace learning opportunities are provided in accordance with individual preferences and learning styles.
	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:









	9. Identify and approve resources and time lines required for learning activities in accordance with organisational requirements
Learners should:
· Apply techniques in order to make the most effective use of workplace learning opportunities
· Demonstrate excellent coaching and mentoring skills.
	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:









	10. Use feedback from individuals or teams to identify and implement improvements in future learning arrangements
Learners should:
· Identify necessary resources and ensure that they are available for learning activities
· Ensure that learning activities are conducted in accordance with timescales and staff schedules.
	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:









	11. Assess and record outcomes and performance of individuals/teams to determine the effectiveness of development programs and the extent of additional development support
Learners should:
· Gather feedback from individuals and teams who have undertaken training for the purpose of identifying necessary changes and improvements.
	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:









	12. Negotiate modifications to learning plans to improve the efficiency and effectiveness of learning
Learners should:
· Establish the outcomes and performance of individuals/teams in order to gauge the effectiveness of training and identify the need for change and development.

	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:









	13. Document and maintain records and reports of competency according to organisational requirements
Learners should:
· Identify the reasons for recording learning assessments
· Ensure that documents and records are filed and maintained in accordance with organisational expectations.

	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:









	14. Systematically identify and implement learning opportunities for others
Learners should:
· Use a variety of methods including the consultation of records and systems in order to identify learning opportunities
· Implement suitable learning opportunities, accounting for existing, skills, knowledge, and capabilities.
	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:









	15. Collect feedback on team and individual performance
Learners should:
· Gather feedback from a variety of sources in order to establish team and individual performance
· Compare feedback against established development needs.
	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:









	16. Give and receive feedback from team members to encourage participation in and effectiveness of the team
Learners should:
· Provide reasonable and realistic feedback about the performance of team members
· Use different techniques to obtain feedback from team members, build rapport and establish respect in order to encourage participation in and effectiveness of the team.
	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:









	17. Collaboratively develop learning plans to match skill needs of individuals and groups
Learners should:
· Use conversations and other communication methods to encourage employees to provide input into the development of learning plans
· Account for the employee’s level of competence, previous learning, skills, and knowledge when developing learning plans.
	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:









	18. Provide mentoring and coaching assistance to teams and individuals
Learners should:
· Demonstrate effective mentoring and coaching skills, providing support and guidance for the development of teams and individuals.
	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:









	19. Monitor and review workplace learning
Learners should:
· Perform a variety of formal and informal assessments in order to ensure that learning programmes are effective and objectives are being met
· Identify the need for modification of learning programmes in accordance with organisational requirements.
	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:









	20. Use structured approaches to set goals, monitor progress and adjust learning approaches for self and others and build on knowledge and experience to facilitate interaction and learning with others
Learners should:
· Refer to the SMART acronym, consider organisational requirements, and use other structured approaches when setting learning goals
· Use a variety of assessments and monitor the implementation of learning programmes to ensure that they are effective
· Make necessary modifications to learning programmes in accordance with the knowledge and experience of employees.
	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:









	21. Analyse textual information from a range of sources to identify organisational requirements and analyse information from a range of sources to evaluate performance
Learners should:
· Identify organisational requirements which should be met in the development of learning programmes
· Refer to team members, carry out assessments and use other methods for the effective evaluation of performance.
	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:









	22. Develop materials to suit the requirements of different roles and individuals in the organisation and maintain records using correct technical and organisational vocabulary
Learners should:
· Incorporate appropriate content, assessments, and language in accordance with the requirements of different roles and individuals
· Ensure that records of learning and assessment are created and maintained according to organisational requirements.

	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:









	23. Use vocabulary appropriate to context and to establish a supportive and learning environment and use listening and questioning techniques to confirm or show understanding of different perspectives
Learners should:
· Use appropriate forms of communication when meeting with employees and delivering learning programmes
· Use techniques such as active listening and different types of questions when gathering feedback, delivering learning programmes and communicating in other contexts.

	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:









	24. Recognise and respond to explicit and implicit organisational procedures and protocols and understand how own role meshes with others and contributes to broader goals
Learners should:
· Act in accordance with organisational procedures and protocols when identifying learning needs, communicating with employees and delivering learning programmes
· Demonstrate effective team working skills and ensure that learning programmes are developed in accordance with organisational objectives.
	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:









	25. Select and use appropriate conventions and protocols when communicating with co-workers in a range of work contexts, and recognise the importance of building rapport to establish effective working relationships, and collaborate with others to achieve joint outcomes, playing an active role in facilitating effective group interaction, and negotiate with others to achieve joint/agreeable outcomes playing an active role in facilitating consensus in potentially contentious situations
Learners should:
· Demonstrate respect, develop rapport and use other communication techniques when meeting with co-workers
· Take the lead when necessary and demonstrate effective team working skills
· Use negotiation techniques in order to establish compromise and agreement specific to the development and implementation of learning programmes.
	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:









	26. Use logical planning processes to organise, implement and monitor learning and development needs, and systematically gather and analyse all relevant information and evaluate options to make informed decisions, and evaluate outcomes of decisions to identify opportunities for improvement
Learners should:
· Ensure that learning programmes are developed in accordance with identified learning needs
· Monitor and assess the delivery of learning programmes to ensure that they are effective
· Identify the need for modifications to learning programmes and ensure that they are implemented accordingly.
	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
	






