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

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	BSBSUS501: Develop workplace policies and procedures for sustainability

	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. Define scope of sustainability policy, and gather information from a range of sources to plan and develop policy.
The learner should:
· Understand and develop a sustainability policy for their organisation
· Identify which sources you can obtain information from to plan and develop the policy
· Explain what ecological footprinting is and how it affects the organisation
· Understand the life cycle analyses method and how to use it
· Understand product stewardship and supply chain management.



	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. Identify and consult stakeholders as a key component of the policy development process.
The learner should:
· Understand who the stakeholders are in their organisation and their rights
· Consult and communicate with the relevant stakeholders when developing a policy
· Understand and use sustainability advice when planning and developing a policy.

	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. Include appropriate strategies in policy at all stages of work for minimising resource use, reducing toxic material and hazardous chemical use, and employing life cycle management approaches.
The learner should:
· Raise awareness about a sustainability policy among staff and stakeholders 
· Help cut the use of resources in the workplace and encourage others to do so
· Reduce toxic material and hazardous chemical use in the workplace.

	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. Make recommendations for policy options based on likely effectiveness, timeframes and cost.
The learner should:
· Research the impacts of the proposed changes, such as cost, timeframes and effectiveness
· Categorise individual aspects of a plan into timeframes, cost and effectiveness
· Make recommendations for the best policy options.

	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. Develop policy that reflects the organisation’s commitment to sustainability as an integral part of business planning and as a business opportunity.
The learner should:
· Think of ways to improve economic efficiency, and environmental and social sustainability in their organisation
· Identify different types of eco-build features for the workplace 
· Understand the benefits of sustainability for the business.

	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. Agree to appropriate methods of implementation, outcomes and performance indicators.
The learner should:
· Arrange meetings to discuss methods of implementation with the relevant people
· Understand the advantages and disadvantages of the methods
· Understand what key performance indicators are and why they are used.

	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. Promote workplace sustainability policy, including its expected outcome, to key stakeholders.
The learner should:
· Understand who the key stakeholders are in the business 
· Understand the benefits of the sustainable policy and how to promote them
· Promote a workplace sustainability policy to the key stakeholders.

	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. Inform those involved in implementing the policy about expected outcomes, activities to be undertaken and assigned responsibilities.
The learner should:
· Set specific targets that are achievable and measurable 
· Communicate these targets with staff, so they understand what they need to do
· Delegate responsibilities to staff and provide them with the information they need.

	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. Develop and communicate procedures to help implement workplace sustainability policy.
The learner should:
· Create procedures that are practical for the organisation 
· Communicate the procedures with staff using suitable formats 
· Provide staff with contact details if they have any problems.

	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. Implement strategies for continuous improvement in resource efficiency.
The learner should:
· Understand what continuous improvement means and why it is important 
· Create a continual development culture by encouraging staff to be on the look-out for potential improvements
· Have strategies and rewards in place to encourage employees to do this.

	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. Establish and assign responsibility for recording systems to track continuous improvements in sustainability approaches.
The learner should:
· Understand how to track and document continuous improvement 
· Assign responsibility for using systems to record and track continuous improvement 
· Decide what tasks need to be done to keep track of 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. Document outcomes and provide feedback to key personnel and stakeholders.
The learner should:
· Provide feedback to stakeholders and key personnel when required 
· Decide on the best way to communicate the feedback 
· Understand how to use a form or template to document the outcomes of a suggestion, complaint or audit.
	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. Investigate successes or otherwise of policy.
The learner should:
· Investigate successes or failures of a policy 
· Identify what the potential barriers to success are when implementing policies and procedures in the workplace
· Develop strategies to overcome and remove these barriers to success.

	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. Monitor records to identify trends that may require remedial action and use to promote continuous improvement of performance; and modify policy and or procedures as required to ensure improvements are made:
The learner should:
· Understand how to monitor records and identify trends 
· Find solutions for the problems identified and modify the policy and procedures accordingly
· Make sure all staff understand the procedures and are capable of fulfilling them.

	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. Scope and develop organisational policies and procedures that comply with legislative requirements and support the organisation’s sustainability goals covering at a minimum:
· Minimising resource use
· Resource efficiency
· Reducing toxic material and hazardous chemical use 
· Employing life cycle management approaches
· Continuous improvement
The learner should:
· Develop policies and procedures to support sustainability 
· Communicate these policies/procedures with staff and other relevant people
· Cut down the use of resources in the workplace and encourage staff to do the same
· Help reduce toxic material and hazardous chemical use.
	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. Plan and implement sustainability policy  and procedures including: 
· Agreed outcomes 
· Performance indicators
· Activities to be undertaken
· Assigned responsibilities
· Record keeping, review and improvement processes
The learner should:
· Use performance indicators and agreed outcomes to plan and implement a policy
· List what activities and tasks need to be undertaken to fulfil the policy
· Assign staff responsibilities so they are aware what they need to do
· Keep records and review the processes to see if any improvements need to be made. 
	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. Consult and communicate with relevant stakeholders to generate engagement with sustainability policy development, implementation and continuous improvement.
The learner should:
· Identify who the relevant stakeholders are regarding the policy
· Engage and communicate with them about policy development and implementation 
· Communicate with them to encourage continuous improvement in the organisation.

	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. Review and improve sustainability policies.
The learner should:
· Document all processes and information regarding sustainability policies 
· Communicate with the relevant stakeholders to encourage them to review and improve it
· Regularly review sustainability policies to look out for ways to make 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:









	19. Reading:
The learner should:
· Identify, analyse and evaluate complex textual information to determine legislative and regulatory requirements, trends and outcomes.
	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. Writing:
The learner should:
· Research, plan and prepare documentation using format and language appropriate to context, organisational requirements and audience.
	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. Oral Communication:
The learner should:
· Present information and seek advice using language appropriate to audience
· Participate in discussions using listening and questioning to elicit the views of others and to clarify or confirm understanding.
	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. Numeracy:
The learner should:
· Interpret and use mathematical equations to calculate numerical information relating to time durations and costs.

	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. Navigate the world of work:
The learner should:
· Develop, monitor and modify organisational policies and procedures in accordance with legislative requirements and organisation goals.
	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. Interact with others:
The learner should:
· Select and use appropriate conventions and protocols when communicating with internal and external stakeholders to seek or share information
· Play a lead role in consulting and negotiating positive outcomes with a range of stakeholders.
	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. Get the work done:
The learner should:
· Plan, organise and implement work activities of self and others that ensure compliance with organisational policies and procedures, and legislative requirements
· Sequence and schedule complex activities, monitors implementation, and manages relevant communication
· Use systematic, analytical processes in relatively complex, situations, setting goals, gathering relevant information, and identifying and evaluating options against agreed criteria
· Evaluate outcomes of decisions to identify opportunities 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:





[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
	[bookmark: _Toc443488398][bookmark: _Toc443571354]Tasks 
	Observer response based on observation (direct/indirect/supplementary – please indicate)

	1. Define scope of sustainability policy, and gather information from a range of sources to plan and develop policy.
The learner should:
· Understand and develop a sustainability policy for their organisation
· Identify which sources you can obtain information from to plan and develop the policy
· Explain what ecological footprinting is and how it affects the organisation
· Understand the life cycle analyses method and how to use it
· Understand product stewardship and supply chain management.

[bookmark: _GoBack]
	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. Identify and consult stakeholders as a key component of the policy development process.
The learner should:
· Understand who the stakeholders are in their organisation and their rights
· Consult and communicate with the relevant stakeholders when developing a policy
· Understand and use sustainability advice when planning and developing a policy.

	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. Include appropriate strategies in policy at all stages of work for minimising resource use, reducing toxic material and hazardous chemical use, and employing life cycle management approaches.
The learner should:
· Raise awareness about a sustainability policy among staff and stakeholders 
· Help cut the use of resources in the workplace and encourage others to do so
· Reduce toxic material and hazardous chemical use in the workplace.

	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. Make recommendations for policy options based on likely effectiveness, timeframes and cost.
The learner should:
· Research the impacts of the proposed changes, such as cost, timeframes and effectiveness
· Categorise individual aspects of a plan into timeframes, cost and effectiveness
· Make recommendations for the best policy options.

	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. Develop policy that reflects the organisation’s commitment to sustainability as an integral part of business planning and as a business opportunity.
The learner should:
· Think of ways to improve economic efficiency, and environmental and social sustainability in their organisation
· Identify different types of eco-build features for the workplace 
· Understand the benefits of sustainability for the business.

	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. Agree to appropriate methods of implementation, outcomes and performance indicators.
The learner should:
· Arrange meetings to discuss methods of implementation with the relevant people
· Understand the advantages and disadvantages of the methods
· Understand what key performance indicators are and why they are used.

	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. Promote workplace sustainability policy, including its expected outcome, to key stakeholders.
The learner should:
· Understand who the key stakeholders are in the business 
· Understand the benefits of the sustainable policy and how to promote them
· Promote a workplace sustainability policy to the key stakeholders.

	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. Inform those involved in implementing the policy about expected outcomes, activities to be undertaken and assigned responsibilities.
The learner should:
· Set specific targets that are achievable and measurable 
· Communicate these targets with staff, so they understand what they need to do
· Delegate responsibilities to staff and provide them with the information they need.

	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. Develop and communicate procedures to help implement workplace sustainability policy.
The learner should:
· Create procedures that are practical for the organisation 
· Communicate the procedures with staff using suitable formats 
· Provide staff with contact details if they have any problems.

	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. Implement strategies for continuous improvement in resource efficiency.
The learner should:
· Understand what continuous improvement means and why it is important 
· Create a continual development culture by encouraging staff to be on the look-out for potential improvements
· Have strategies and rewards in place to encourage employees to do this.

	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. Establish and assign responsibility for recording systems to track continuous improvements in sustainability approaches.
The learner should:
· Understand how to track and document continuous improvement 
· Assign responsibility for using systems to record and track continuous improvement 
· Decide what tasks need to be done to keep track of 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. Document outcomes and provide feedback to key personnel and stakeholders.
The learner should:
· Provide feedback to stakeholders and key personnel when required 
· Decide on the best way to communicate the feedback 
· Understand how to use a form or template to document the outcomes of a suggestion, complaint or audit.
	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. Investigate successes or otherwise of policy.
The learner should:
· Investigate successes or failures of a policy 
· Identify what the potential barriers to success are when implementing policies and procedures in the workplace
· Develop strategies to overcome and remove these barriers to success.

	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. Monitor records to identify trends that may require remedial action and use to promote continuous improvement of performance; and modify policy and or procedures as required to ensure improvements are made:
The learner should:
· Understand how to monitor records and identify trends 
· Find solutions for the problems identified and modify the policy and procedures accordingly
· Make sure all staff understand the procedures and are capable of fulfilling them.

	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. Scope and develop organisational policies and procedures that comply with legislative requirements and support the organisation’s sustainability goals covering at a minimum:
· Minimising resource use
· Resource efficiency
· Reducing toxic material and hazardous chemical use 
· Employing life cycle management approaches
· Continuous improvement
The learner should:
· Develop policies and procedures to support sustainability 
· Communicate these policies/procedures with staff and other relevant people
· Cut down the use of resources in the workplace and encourage staff to do the same
· Help reduce toxic material and hazardous chemical use.
	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. Plan and implement sustainability policy  and procedures including: 
· Agreed outcomes 
· Performance indicators
· Activities to be undertaken
· Assigned responsibilities
· Record keeping, review and improvement processes
The learner should:
· Use performance indicators and agreed outcomes to plan and implement a policy
· List what activities and tasks need to be undertaken to fulfil the policy
· Assign staff responsibilities so they are aware what they need to do
· Keep records and review the processes to see if any improvements need to be made. 
	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. Consult and communicate with relevant stakeholders to generate engagement with sustainability policy development, implementation and continuous improvement.
The learner should:
· Identify who the relevant stakeholders are regarding the policy
· Engage and communicate with them about policy development and implementation 
· Communicate with them to encourage continuous improvement in the organisation.

	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. Review and improve sustainability policies.
The learner should:
· Document all processes and information regarding sustainability policies 
· Communicate with the relevant stakeholders to encourage them to review and improve it
· Regularly review sustainability policies to look out for ways to make 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:









	19. Reading:
The learner should:
· Identify, analyse and evaluate complex textual information to determine legislative and regulatory requirements, trends and outcomes.
	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. Writing:
The learner should:
· Research, plan and prepare documentation using format and language appropriate to context, organisational requirements and audience.
	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. Oral Communication:
The learner should:
· Present information and seek advice using language appropriate to audience
· Participate in discussions using listening and questioning to elicit the views of others and to clarify or confirm understanding.
	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. Numeracy:
The learner should:
· Interpret and use mathematical equations to calculate numerical information relating to time durations and costs.

	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. Navigate the world of work:
The learner should:
· Develop, monitor and modify organisational policies and procedures in accordance with legislative requirements and organisation goals.
	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. Interact with others:
The learner should:
· Select and use appropriate conventions and protocols when communicating with internal and external stakeholders to seek or share information
· Play a lead role in consulting and negotiating positive outcomes with a range of stakeholders.
	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. Get the work done:
The learner should:
· Plan, organise and implement work activities of self and others that ensure compliance with organisational policies and procedures, and legislative requirements
· Sequence and schedule complex activities, monitors implementation, and manages relevant communication
· Use systematic, analytical processes in relatively complex, situations, setting goals, gathering relevant information, and identifying and evaluating options against agreed criteria
· Evaluate outcomes of decisions to identify opportunities 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:








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
	






