

Page | 44

[bookmark: _GoBack]

TAEASS502 
Design and develop assessment tools
Assessor Workbook



















[image: Fotolia_5090077_XS]






	

[bookmark: _Toc491429297]Table of Contents
 
Table of Contents	1
Instructions to Assessor	2
Prior to conducting the assessment	2
Selecting a third party	3
Conducting the assessment	3
Making the decision on competency	3
After the assessment	4
Observation/demonstration	5
Reasonable adjustments	6
Additional Evidence	7
Learner Workbook Activity answers	8
Activity 1A	8
Activity 1B	10
Activity 1C	12
Activity 1D	13
Activity 2A	14
Activity 2B	15
Activity 2C	17
Activity 2D	18
Activity 3A	19
Activity 3B	21
Activity 3C	23
Activity 4A	25
Activity 4B	29
Activity 4C	31
Activity 4D	32
Summative Assessments answer guide	33
Section A: Skills Activity	33
Section B: Knowledge Activity (Q & A)	36
Section C: Performance Activity	43


[bookmark: _Toc435015414][bookmark: _Toc435103747][bookmark: _Toc453864159][bookmark: _Toc491429298]Instructions to Assessor
[bookmark: _Toc453864160][bookmark: _Toc491429299]Prior to conducting the assessment
· Read this document in its entirety
· Contextualise the activities, observations/demonstrations and other submitted evidence to ensure it reflects the learner cohort. Check this against the mapping, to ensure it is still valid
· Ensure that workplace (or simulated environment for learners that are not working) is suitable for the parameters of any required task, to ensure the learners will have an appropriate opportunity to demonstrate their skills
· If observations are undertaken on the job/in a simulated environment, discuss the assessment methods with the third party, so that they are aware of what is required of them (e.g. using the Third Party Observations/Demonstrations document), as well as any modifications that may be required in the workplace
· Ensure that the learner is allocated the appropriate time and resources required for the tasks
· If appropriate, determine and agree with the third party an acceptable timeframe for each observation
· Advise the learner prior to conducting observation/assessment:
· what will occur throughout the assessment process
· when the assessment will occur
· the level of competency expected
· Confirm arrangements for the third party to observe the learner in the workplace with the learner and the third party
· Ensure that the third party understands the requirements and instructions regarding the Third Party Observations/Demonstrations
· Never tell the learner how to perform a task or answer a question, as that would render the assessment invalid – the expectation is that the learner should know this prior to commencing the assessment
· Use the checklists and answer guides to assist you with marking, but never show or share them with the learner or the third party.

[bookmark: _Toc453864161][bookmark: _Toc491429300]Selecting a third party
· The third party must be someone in a position to make a valid comment on performance of the learner, e.g. a line manager
· You may use the third party at your discretion, when you feel the learner has not given a satisfactory response for any of the criteria in the unit of competency. Therefore, you may not need third party evidence for all of the performance criteria.
[bookmark: _Toc453864162][bookmark: _Toc491429301]Conducting the assessment
· Establish and oversee the evidence-gathering process to ensure it remains valid, sufficient, authentic, current and flexible
· Advise the learner when to commence the assessment
· Gather supporting documents, where available and appropriate, as evidence to help you make a judgement of the learner’s competency
· Record observations and evidence against the checklist
· Where a checklist point is not observable due to reasons outside the learner’s control, modify the scenario to allow the learner an opportunity to perform the task in question
· Do not interfere with the assessment unless the learner’s actions impose a risk of harm
· If there is an error, record it
· When the assessment is complete, advise the learner and record your comments in the relevant section. You must determine whether they are competent (C) or not yet competent (NYC).
[bookmark: _Toc453864163][bookmark: _Toc491429302]Making the decision on competency
· The learner needs to be deemed satisfactory for all of the criteria in the unit to gain competency
· If you are in doubt of the learner’s competency, gather further evidence to guide your decision. For example, this may include asking supplementary questions or requesting a portfolio of evidence from the learner
· Assess learners on their performance in this unit, not on actions before or after the assessment (unless a portfolio of evidence is required)
· Use the checklists and your professional judgment to determine the final outcome. However, if the learner’s performance in the assessment does not reflect performance during the course, consider undertaking an oral quiz or other supplementary assessment
· If you are marking the learner NYC (Not Yet Competent), ensure you outline why you have made this decision, and provide advice on how the learner can improve skills/knowledge prior to their next attempt.


When using evidence you have gathered on the learner to judge their competency, the following criteria will need to be met (as applicable to the unit of competency):
· All the performance criteria elements have been addressed to the required standard (set out in the unit of competency)
· The knowledge evidence/required knowledge has been demonstrated
· The performance evidence has been practically demonstrated
· The foundation skills/required skills have been practically demonstrated
· The assessment conditions/critical aspects of assessment have been met
· The context and consistency of assessment are addressed to appropriate AQF level
· The learner has been assessed through a range of assessment methods
· The learner has completed all assessments to the levels defined in the assessor workbook (as stated in the Learner Workbook activity answers and summative assessment answers).
[bookmark: _Toc453864164][bookmark: _Toc491429303]After the assessment
· Provide learners with:
· clear and constructive feedback based on the assessment decision
· information on ways of overcoming any identified gaps in competency revealed by the assessment
· the opportunity to discuss the assessment process and outcome 
· information on reassessment and the appeals process
· an opportunity for reassessment, if appropriate
· Regardless of the outcome of the assessment, provide all learners with a copy of the completed checklist, ensuring the comments section is completed. 
· Where the learner’s performance is deemed not yet competent, provide detailed feedback on the criteria they need to improve upon, if requested
· Record and report the outcome of assessment for each learner.

[bookmark: _Toc415147200][bookmark: _Toc453864165][bookmark: _Toc491429304]Observation/demonstration
Throughout this unit, the learners will be expected to show their competency of the elements through observations or demonstrations. As trainer/assessor, you will compile a list of demonstrations that you recognise the learners will need to complete, or tasks to be observed. Any required observations and demonstrations will need to be completed, as well as the activities found in the Learner Workbook. 
An explanation of observations and demonstrations:
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers.
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise.
You will need to inform each learner which one of the above they will be required to do. The observation/demonstration will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. As trainer/assessor, you will ensure each learner is provided with the correct equipment and/or materials to complete the task. Learners should also be informed on how long they have to complete the task.
Learners should be able to demonstrate the skills, knowledge and performance criteria required for competency in this unit, as seen in the Learner Guide.


[bookmark: _Toc453864166][bookmark: _Toc491429305]Reasonable adjustments
Where learners are unable to complete the tasks in the methods specified due to situations beyond your/their control, you will need to make reasonable adjustments.
These will be dependent on the specific needs of the learners.
While learner needs will vary on an individual basis, examples are given below:
Learner workbook written answers
If the student is unable to write (e.g. due to a disability or injury), you may ask them questions verbally and record their responses on an audio device.
Also, you have the option of asking supplementary questions to confirm their competency in a given criteria, if necessary.
Skills activity
If the learner is unable to demonstrate their skills at the time of your presence, for whatever reason, they could provide a video demonstration to the assessor, or obtain third party evidence of them demonstrating the skills in question.
Knowledge activity
If the learner is unable to verbally answer questions, for whatever reason, they could provide written answers to the questions, or provide an audio recording of their answer at a later date.
Performance activity
If the learner is unable to perform the required practical tasks at the time of asking, for whatever reason, they may provide video evidence at a later date, or complete the task in a simulated environment, with evidence given by the designated third party, if required.




[bookmark: _Toc453864167][bookmark: _Toc491429306]Additional Evidence
In addition to the assessments provided in this unit, learners may also display competence through additional evidence. 
This may include, but is not limited to:
· Workplace evidence
· Portfolios
· Existing qualifications
· Workplace documents
· Case studies
· Research
· Reports.
This additional evidence may be submitted by the learner or their third party, but should be subject to validation by the assessor.


[bookmark: _Toc453864168][bookmark: _Toc491429307]Learner Workbook Activity answers
Complete the following activities individually or in a group (as applicable to the specific activity and the assessment environment).

Where applicable, a signed observation by either an approved third party or the assessor will need to be included in these activities as proof of completion.

[bookmark: _Toc435695594][bookmark: _Toc491429308]Activity 1A
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to identify a target group of candidates, purposes of the assessment tool, and the contexts in which the tool will be used.

	
	1. You will be assigned the code to a unit of competency by your assessor.

You must retrieve the unit of competency from training.gov.au, and, from the specifications:

· Identify the target group of candidates
· Identify the contexts of the assessment tool.

Write down your findings in your workbook, citing the course code and the section(s) of the unit of competency where the relevant information was found.

2. Consult with your assessor, or with another person taking the role of a relevant party.

In relation to the unit of competency you were assigned in the previous question, clarify:

· Any additional contextual information that may be specific to the RTO or learning environment (e.g. a workplace)
· Any additional/specific information about the target group, including and specific learner support needs
· The purpose of the assessment tool.

Take notes during the consultation. You should later summarise your notes into a 200-word overview of the target group, context and purpose of assessment. Attach this overview to your workbook as evidence of completion.

1. The learner must access the unit of competency assigned to them by their assessor on training.gov.au.

They must read and interpret the unit of competency to isolate the assessment conditions and application of the unit of competency (or equivalent sections) and determine the target group of candidates and the contexts of the assessment tool.

The learner may quote the unit of competency directly, or rephrase in their own words.

Their answers should be cross-referenced against the applicable unit of competency.

For example:

FNSINC401 - Apply principles of professional practice to work in the financial services industry (Release 1)

· Target group - It applies to individuals who work in senior roles in the financial services industry and underpins other specialist units used in all sectors of the industry.
· Context - Assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced in the industry capability field and include access to:
· organisational policy, procedures, legislation, regulations and codes of practice
· specialist financial services software and data
· common office equipment, technology, software and consumables.

2. The learner must consult with their assessor, or another relevant party (the role may be simulated by the other party), to determine additional information relating to assessment, including:

· Any additional contextual information that may be specific to the RTO or learning environment (e.g. a workplace)
· Any additional/specific information about the target group, including and specific learner support needs
· The purpose of the assessment tool.

The learner must make a record of all information that they obtain and summarise their notes into a 200-word overview. The learner’s overview must accurately convey all the information that was obtained during their consultation.

The assessor (or other party), should have their own record of the information that was exchanged to use as a reference when reviewing the learner’s overview.





[bookmark: _Toc453864171][bookmark: _Toc491429309]Activity 1B
	Estimated Time
	1 hour

	Objective
	To provide you with an opportunity to access relevant benchmarks for assessment and interpret them to establish evidence required to demonstrate competence.

	
	Access the unit of competency for any one unit within a training package relevant to your own industry or area of vocational expertise.

You should then:

· Select five criteria from this unit of competency; these may be skills, knowledge, or performance criteria
· Interpret these five criteria in the context of your own work environment/industry
· provide definitions for key terms
· provide three or more examples for each ‘branch’ term, e.g. ‘equipment’ 
· for example: forklift, circle saw, compactor.
· demonstrate how you would interpret broad terms when applied specifically to your own organisation
· for example, giving the names of specific people that a term such as ‘relevant personnel’ might refer to in the context of your own workplace. 

Present your answer as a two to three page summary of your ideas. You may write in note or bullet form.

You should separate your work into five sections for each of the five criteria you select, and use the five criteria as your section headings. The main title/heading of your document should be the course code of the unit of competency you are interpreting.

Attach your completed summary to your workbook.

The learner must access a unit of competency of their choice from within their own area of vocational expertise, and interpret five criteria from within that unit of competency in the context of their own industry or workplace.

The learner must:

· Provide definitions for key terms
· Provide three or more definitions for each ‘branch’ term
· Demonstrate how broad terms would be interpreted when given a specific application within their own workplace or industry.

The learner may answer in note or bullet form, if they wish, but should format their work according to the specified format to allow the assessor to identify the unit of competency they are working with and the five criteria they have selected. All answers should be cross-referenced against the relevant unit of competency.


As each unit of competency and each learner’s interpretation will be different, answers will vary. However, the learner must demonstrate their ability to interpret criteria that may apply to many contexts to their own specific context.

An example section is shown below:

BSBCUS201
1.2 Maintain personal dress and presentation in line with organisational requirements

· Personal dress – uniform/dress code
· Presentation – personal hygiene, hair, nails, ironed clothes, tucked-in shirt, etc.
· Organisational requirements 
· follow dress code
· black trousers and shoes, white shirt, hair tied back, beards trimmed neatly.

The definitions and examples the learner provides must be specific to their own workplace/organisation/industry context.





[bookmark: _Toc491429310]Activity 1C
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to identify, access and interpret industry requirements and relevant contextualisation guidelines

	
	For the unit of competency that you worked with in Activity 1B, complete the following tasks:

· Print out a copy of the unit of competency
· Make three amendments to the unit of competency to contextualise it to your own industry, workplace and/or organisation by manually making changes on the page.

You must ensure that the changes you make are in accordance with the general rules of contextualisation, any further regulations from within the relevant contextualisation guidelines from the training package, and with industry requirements.

The learner must make three amendments to a unit of competency to contextualise it to their own industry, workplace and/or organisation.

This may include:

· Changing terminologies to suit the target group or to be industry-specific
· Replacing branch terms with specific examples
· Adding to or modifying the range statement or range of conditions
· Adding to the evidence guide.

The changes the learner makes must not affect the outcome of the unit of competency. The learner must not change the number and/or content of elements and criteria within the unit of competency.

The learner must also comply with industry requirements and further contextualisation guidelines from the relevant training package.

An example amendment is shown below:

BSBEBU401 – Review and maintain a website
2.2 Follow protocols item 3.2.1 of the Employee Handbook for ensuring the accuracy and authenticity of information





[bookmark: _Toc491429311]Activity 1D
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify other related documentation to inform assessment tool development

	
	List six examples of related documentation that can inform assessment tool development.

Answers may include, but are not limited to:

· Legal and regulatory documentation
· AQTF Essential Standards for Registration
· VET Quality Framework
· Standards for Registered Training Organisations 2015
· Australian Qualifications Framework
· Fit and Proper Person Requirements
· Financial Viability Risk Assessment Requirements, and
· Data Provision Requirements
· other standards
· Standards for Training Packages
· Standards for VET Accredited Courses, and
· Standards for VET Regulators
· Guides from relevant bodies/industry skills councils, etc. e.g. ‘Guide to developing assessment tools’, ASQA
· All aspects of the unit of competency, including:
· elements and criteria
· assessment conditions
· evidence guide
· range statement/range of conditions
· Enrolment forms/information
· Results of pre-enrolment tests or other information to determine learners’ current level
· Organisational templates, checklists, etc.
· Regulations for administration, recording and reporting requirements
· organisational
· legal, e.g. General Direction -  Retention requirements for completed student assessment items
· RPL documentation
· Organisational policy and procedure.

Where known, specific examples of legislation, policies, protocols, etc. may be named.





[bookmark: _Toc491429312]Activity 2A
	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to identify how to select assessment methods that support the collection of defined evidence, taking into account the context in which the assessment will take place, and meeting the principles of assessment

	
	Give two examples of a suitable context for employing each of the following assessment methods:

· Portfolios of evidence
· Simulations
· Written Q+A
· Direct observation.

Explain your answers in no more than 500 words.

The learner must give two examples of an appropriate context to use each of the listed assessment methods, and explain their answers.

Their answer may show consideration of the following training contexts:

· On the job
· Off the job
· Via distance (e.g. on the internet or on a computer at home)
· In a simulated environment
· In a formal, sit-down situation with supervision
· In an informal setting, relaxed and just talking 
· In an open book manner where learners can refer to notes etc.
· Over teleconference
· Over videoconference.

The learner may also justify their answers with reference to the principles of assessment.

For example:

Portfolio of evidence
· Long-term employees upskilling
· Activities carried out over long periods of time or in multiple conditions.

‘I think a portfolio of evidence would be suitable for long-term employees upskilling as the employees would have a lot of evidence of competency naturally accrued through their work practice that could be compiled into a portfolio as evidence.

I think a portfolio of evidence would also be suitable for activities carried out over long periods of times as it might be difficult to otherwise determine whether the learner has demonstrated competency as long-term activities are difficult to observe and quantify. This would also incorporate the principle of validity- demonstrating competency across a range of environments and/or contexts.’


[bookmark: _Toc491429313]Activity 2B
	Estimated Time
	1 hour

	Objective
	To provide you with an opportunity to enable candidates to show or support their claim for recognition of current competency through selected assessment methods

	
	This is a simulated work activity. 

The learner will need to be provided with:

· The relevant documentation for one assessment, including any assessment planning documentation and/or unit of competency
· The RPL/RCC/Skills Recognition ‘evidence’ for one candidate (three items)
· Access to organisational policy and procedure for recognition of current competency, recognition of prior learning, and Skills Recognition, and time to review these prior to the activity.

1. A candidate has made an application for recognition of current competency and recognition of prior learning.

You will be provided with information about the applicable training program.

You will conduct a fifteen-minute discussion with the candidate to provide them with guidance and support on submitting their claim. 

You should cover the following information:

· Suggested evidence
· Self-assessment guidance and/or tools
· The RPL/RCC process
· Appeals.

All information you give should reflect the policies and procedures of your own organisation.

1. The learner must cite their own organisation’s recognition policies and procedures to a candidate wishing to submit an RPL/RCC claim.

The learner must give information about:

· Suggested evidence
· Self-assessment guidance and/or tools
· The RPL/RCC process
· Appeals.

The information given must reflect the organisation’s policies and procedures, and also be relevant to the training program in question. For example, the suggested forms of evidence may differ depending on the context of the program.

The learner must demonstrate their knowledge and understanding of their organisation’s RCC/RPL policies and procedures, and demonstrate that they can effectively convey these to a candidate seeking RPL/RCC guidance and support.





[bookmark: _Toc491429314]Activity 2C
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to consider different assessment instruments for the selected assessment methods to generate options for collection of evidence

	
	1. For each of the following forms of assessment methods, give an example of an appropriate assessment instrument. Where applicable, use an example from your own organisation.

· Observation
· Work samples
· Knowledge criteria questions.

2. List two other assessment instruments that are used within your organisation and describe when and how they are used (max. 300 words).

1. The learner should provide an example of an assessment instrument for each of the three assessment methods listed.

Assessment instruments may include, but are not limited to:

· Profiles of acceptable performance measures 
· Templates and proformas 
· Specific questions or activities 
· Evidence and observation checklists 
· Checklists for the evaluation of work samples 
· Recognition portfolios 
· Candidate self-assessment materials.

Source: VET Glossary (4th Edition, 2015), IBSA, https://store.ibsa.org.au/sites/default/files/media/Glossary.pdf 

Where they exist, the example assessment instrument the learner provides should be one from their own organisation, and the specific document title may be used, e.g. ‘Knowledge Activity Worksheet’.

2. The learner must list two other assessment instruments used within their organisation and how and when they are used.

For example:

Evidence checklist – used to mark off submissions to a portfolio of evidence as a record of workplace activities and/or simulations/demonstrations.





[bookmark: _Toc491429315]Activity 2D
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to consider how the assessment instruments will be administered

	
	You will be provided with the completed assessment planning documentation for one training program.

Identify:

· Two assessment methods outlined within the planning documentation
· The two corresponding assessment instruments.

For the two assessment instruments you have identified, write an outline of how they will be administered, considering the context of the training program and the environment in which they will be used. 

Refer to your organisational policies and procedures to inform your answer.

Consider:

· Timelines/schedules for using the assessment instrument
· Assessor and learner requirements
· Administrative, recording and reporting requirements.

Identify any organisational templates that will be used. Attach blank copies of these to your workbook, where available.

The learner must identify two assessment methods from within the assessment planning documentation they have been given, and the two corresponding assessment instruments.

For each of the assessment instruments, the learner must provide an outline of how they will be administered, drawing on their knowledge of organisational policies and procedures.

Their answer should cover, where applicable:

· Timelines/schedules for using the assessment instrument
· E.g. when must the assessment instruments be completed? Will it be completed at once, or over time?
· Assessor and learner requirements
· E.g. is the learner required to complete part or all of the assessment instrument? E.g. self-assessment checklist. When and how should the learner submit this?
· Administrative, recording and reporting requirements
· E.g. how completed documentation should be recorded and stored.

The learner’s answer should accurately reflect the policies and procedures of their own organisation.



[bookmark: _Toc491429316]Activity 3A
	Estimated Time
	1 hour

	Objective
	To provide you with an opportunity to develop specific assessment instruments that support the collection of evidence that meets the rules of evidence

	
	1. What are the rules of evidence? List the four rules and provide a brief definition of each. (Max. 500 words)

2. Create a checklist to act as the assessment instrument for one assessment method from any assessment plan. This may be a plan you have worked with in your previous or current work practice, or one provided to you by your assessor.

Ensure that the checklist incorporates the rules of evidence.

Attach the completed checklist to your workbook.

3. Write a 500-word commentary on the checklist you created in the previous question. In your commentary, you should answer the following questions:

· How is the assessment instrument you created suited to the assessment method?
· How does the assessment instrument you created incorporate the rules of evidence?

1. The learner should paraphrase the following:

· Valid: A valid assessment requires that:
· assessment against the units of competency and the associated assessment requirements covers the broad range of skills and knowledge that are essential to competent performance
· the assessment is based on evidence that demonstrates that the learner could demonstrate the an integrated application of knowledge and skills in other situations 
· judgement of confidence is based on evidence from the learner’s performance that is aligned to units of competence and associated assessment requirements.
· this means that the learner must consistently demonstrate that they can perform tasks in a consistent manner. You would be required to gather evidence so that the RTO can provide evidence of performance.
· Sufficient – The evidence allows the assessor to make a judgment of a learner’s competency by being sufficient in quality, quantity and relevant to the criteria being assessed.
· Authentic – The evidence presented must the learner’s own work. They can sign a statement stating that it is, or the trainer or assessor can observe them completing the task.
· Current – Evidence must be current and recent to indicate the learner can do the required task now and not that they could do it 20 years ago, for example.

2. The learner should create a checklist to act as the assessment instrument for one assessment method from any assessment plan. This may be a plan they have worked with in their previous or current work practice, or one provided to them by their assessor.

The checklist should incorporate the rules of evidence. How this is achieved will vary, but the checklist should include fields that ensure that evidence gathered is valid, sufficient, authentic, and reliable.

The checklist should also relate to the objectives of the assessment plan and the require unit of competency outcomes.

Learners must demonstrate that they have created an assessment instrument that is specific to the assessment method and the required outcomes of assessment. Fields should relate to the assessment plan and/or criteria of the units of competency that relate to the assessment method, and provide opportunities for the ‘assessor’ to confirm that requirements (including the rules of evidence) have been fulfilled by the evidence gathered.

3. The learner must write a 500-word commentary to accompany their checklist that provides further insight into their thought process when creating their assessment instrument.

They should clearly identify the links between the rules of evidence and the parts of their checklist that incorporate these. They should also draw links between the assessment instrument they created and the assessment method it relates to.

The learner’s commentary should demonstrate evidence that they have considered these relationships between assessment requirements, and the assessment instruments they create.





[bookmark: _Toc491429317]Activity 3B
	Estimated Time
	1 hour 30 minutes

	Objective
	To provide you with an opportunity to define and document clear and specific procedures instructing assessor and candidate on the administration and use of assessment instruments

	
	1. Write candidate instructions for the assessment instrument (checklist) that you created in Activity 3B. (Max. 500-words).

Your instructions must cover:

· The assessment method being used and how the assessment instrument relates to this
· Provisions/reasonable adjustments for those with special needs
· Opportunities for RPL/RCC
· How the assessment instrument is used to record information/gather evidence
· Candidate requirements/responsibilities.

Write your instructions in plain English, avoiding jargon, and considering who the instructions are for (the candidate).

2. Write assessor instructions for the assessment instrument (checklist) that you created in Activity 3B. (Max. 500 words)

Your instructions must cover:

· The assessment method being used and how the assessment instrument relates to this
· Provisions/reasonable adjustments for those with special needs
· Opportunities for RPL/RCC
· How the assessment instrument is used to record information/gather evidence
· How to use/complete the assessment instrument
· Other assessor requirements/responsibilities.

Write your instructions in plain English, using technical language only where necessary, and considering who the instructions are for (the assessor).

1. The learner must write candidate instructions to correspond with the assessment instrument (checklist) they created in Activity 3A.

Their instructions must cover:

· The assessment method being used and how the assessment instrument relates to this
· Provisions/reasonable adjustments for those with special needs
· Opportunities for RPL/RCC
· How the assessment instrument is used to record information/gather evidence
· Candidate requirements/responsibilities.

Their instructions must take into account the audience (candidate), and provide guidance that is specific to their role in using the assessment instrument.

2. The learner must write assessor instructions to correspond with the assessment instrument (checklist) they created in Activity 3A.

Their instructions must cover:

· The assessment method being used and how the assessment instrument relates to this
· Provisions/reasonable adjustments for those with special needs
· Opportunities for RPL/RCC
· How the assessment instrument is used to record information/gather evidence
· How to use/complete the assessment instrument
· Other assessor requirements/responsibilities.

Their instructions must take into account the audience (assessor(s)), and provide guidance that is specific to their role in using the assessment instrument.





[bookmark: _Toc491429318]Activity 3C
	Estimated Time
	35 Minutes

	Objective
	To provide you with an opportunity to consider the requirements of assessment system policies and procedures, and address storage and retrieval needs, and review, evaluation and version control procedures as part of this process

	
	In no more than three paragraphs for each explanation, outline your organisation’s policies and procedures for each of the following requirements:

· Fulfilment of the principles of assessment
· Fulfilment of the rules of evidence
· Storage and retrieval of assessment information
· Review and evaluation for quality control
· Version control procedures.

The learner must outline the policies and procedures for each of the three aspects of the assessment process listed, according to their organisation.

As policies and procedures will be specific to the learner’s organisation, answers will vary; however, the learner’s answers must be accurate to the policies and procedures of their own organisation.

The principles of assessment are that assessment is valid, fair, reliable and flexible. The learner should cite any policies and procedures within their organisation that ensure this, such as the development, use and application of assessment methods and instruments that uphold these principles.

The rules of evidence requires that evidence gathered is valid, sufficient, authentic, and current. The learner should cite any policies and procedures that ensure that these rules are fulfilled, such as their own organisation’s evidence criteria or assessment decision-making rules.

Storage and retrieval policies and procedures should be those that ensure that the RTO complies with the requirements of ASQA’s General Direction – Retention requirements for completed student assessment items. Policy should stipulate that assessment items must be stored for a minimum of six months from the date that judgement of competence was made; organisational procedure will stipulate how this is done.

Review and evaluation procedures will vary, but the learner should cite any policy and/or procedure that the RTO undertakes to continually improve its performance. The learner may refer to how any of the following information is processed, evaluated and reviewed:

· Quality indicator data
· Validation outcomes
· Client feedback
· Trainer and assessor feedback, and
· Complaints and appeals.

Version control policies and procedures will be any that relate to how information is organised over time, such as numbering systems.

The learner may not cover all possible policies and procedures in their answer, but should cite approximately two policies and/or procedures for each aspect of the assessment process listed, or at least eight policies/procedures overall for this activity.





[bookmark: _Toc491429319]Activity 4A
	Estimated Time
	1 hour

	Objective
	To provide you with an opportunity to check draft assessment tools against evaluation criteria and amend as required

	
	1. You will be provided with the complete assessment tools for one assessment, and the corresponding unit of competency.

Using an organisational evaluation checklist where one exists, evaluate whether the assessment tools meet the requirements of the evaluation criteria, and other requirements.

Where an organisational checklist for this purpose isn’t available, you may use the one below:

	Course code:
	Date:

	Assessor:
	Signed:

	The context
	Check () if complete, or provide comments 

	Target group of the assessment tool has been defined
	

	Background characteristics of target group summarised, e.g. LLN requirements, workplace experience, etc.
	

	Purpose of the assessment tool has been outlined
	

	
Competency mapping
	Check () if complete, or provide comments 

	The components of the Unit of Competency the course covers are described
	

	Components have been mapped against evidence that will be collected to demonstrate sufficiency
	

	Information to candidate
	Check () if complete, or provide comments 

	Task outlines with clear instructions to candidates have been provided
	

	Evidence collection 
	Check () if complete, or provide comments 

	Clear instructions are included for the format and submission process for evidence to be provided by the candidate 
	

	Evidence criteria/decision-making rules
	Check () if complete, or provide comments 

	Procedures to check evidence quality are included
	

	Procedures to judge candidate performance against criteria benchmarks are included
	

	Procedures to gather evidence from multiple sources are included
	

	Range and conditions
	Check () if complete, or provide comments 

	Restrictions and specific conditions of assessment (e.g. location, assessor requirements, etc.) are clearly outlined
	

	Materials/resources
	Check () if complete, or provide comments 

	Materials, resources, and equipment required are clearly listed
	

	Assessor intervention
	Check () if complete, or provide comments 

	The amount of support that can be provided to candidates is clearly outlined
	

	Reasonable adjustments
	Check () if complete, or provide comments 

	Guidelines are provided for how to make reasonable adjustments for the gathering of evidence
	




	Recording and reporting requirements
	Check () if complete, or provide comments 

	Requirements for recording and storing information is completely outlined, including duration
	

	Assessor reporting requirements are clearly outlined
	



2. Identify the fields in the checklist that you did not check off, or for which you had written further comments.

For each of these items, write a short (50-150 word) suggestion for amendment to the assessment tool to rectify the issue.

1. The learner must evaluate the assessment tool they have been provided with against the relevant unit of competency, and against any other fields required by their organisation.

Organisational templates should be used, but where none is available, the provided template may be used.

Content will vary, but the learner should demonstrate an awareness of the purpose of an assessment tool and its components, and make considered comments, where necessary.

A partial example of a completed table is shown below:

	
Competency mapping
	Check () if complete, or provide comments 

	The components of the Unit of Competency the course covers are described
	

	Components have been mapped against evidence that will be collected to demonstrate sufficiency
	Criteria 2.1 is not mapped to any form of evidence.



2. The learner should make suggestions for amendment that demonstrates that they are aware of why identified issues are problematic, or how they fall short of the principles of assessment, rules of evidence, or other requirements for assessment. Their suggestions should rectify the issue.

For example:

‘Criteria 2.1 is not mapped to any form of evidence – review assessment methods to determine whether the issue is a mapping issue or whether an activity is missing. If an activity is missing, one should be created and mapped to criteria 2.1’
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	Estimated Time
	3 hours

	Objective
	To provide you with an opportunity to trial assessment tools to validate content and applicability

	
	Trial any two assessment methods and their corresponding assessment instruments from any assessment tool you have used in previous or current work practice or training.

Trial these amongst a group of your classroom peers (three to five people) and gather all evidence. Your classroom peers will take the role of candidates for this task. 

1. Review the evidence you gathered in the previous task against the assessment tool.

Write a three to five page essay that addresses at least SIX of the following questions:

· Did the assessment methods/instruments comply with the assessment requirements of the relevant training product?
· Did the assessment methods/instruments ensure the principles of fairness, flexibility, validity and reliability are adhered to?
· Did the assessment methods/instruments produce valid, sufficient, authentic and current evidence?
· Are the assessment methods/instruments appropriate to the contexts and conditions of assessment (this may include considering whether the assessment reflects real work-based contexts and meets industry requirements)?
· Are the assessment methods/instruments appropriate in terms of the level of difficulty of the tasks to be performed in relation to the skills and knowledge requirements of the unit?
· Did the assessment methods/instruments provide sufficient instruction to clearly explain the tasks to be administered to the learner (if the assessment samples demonstrate the evidence provided by each learner is markedly different, this may indicate that instructions are not clear)?
· Did the assessment methods/instruments give sufficient guidance as to the evidence to be gathered from the learner?
· Did the assessment methods/instruments outline appropriate reasonable adjustments that could be made to the gathering of assessment evidence?
· Did the assessment methods/instruments provide sufficient instructions for the assessor on collecting evidence, making a judgement, and recording the outcomes of the assessment (assessment samples should validate recording and reporting processes)
· Were the assessment methods/instruments supported with evidence criteria to judge the quality of performance (if the assessment samples demonstrate the judgements made about each learner are markedly different, this may indicate that decision-making rules do not ensure consistency of judgement)?
· Did the assessment methods/instruments adhere to the requirements of the RTO’s assessment system?

(Validation list retrieved from ‘Conducting validation: Fact Sheet’, ASQA, https://www.asqa.gov.au/news-publications/publications/fact-sheets/conducting-validation (accessed 24/08/17).

Explain your answers.

When you are finished, attach your completed essay to your workbook.

The learner must write an essay that answers at least six of the listed questions.

In their essay, the learner must demonstrate their ability to think critically about the assessment process and whether it has achieved desired outcomes. They should consider the principles of assessment, the rules of evidence and their legal and organisational requirements.

As answers will be based on the results of trial assessment methods and instruments, responses will vary; however, the learner must demonstrate their ability to think critically about the strengths and weakness of assessment tool components.

Their answers should be well-reasoned, draw on specific examples where relevant, and relate both to the evidence they have gathered and the original objectives of the assessment tool.
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	Estimated Time
	1 hour

	Objective
	To provide you with an opportunity to collect and document feedback from relevant people involved in trialling and make amendments to the final tool based on the analysis of feedback

	
	1. Verbally, gather feedback on assessment from those who participated in your trial of assessment methods/instruments in Activity 4B. Document this feedback and attach it to your workbook.

2. Evaluate the feedback, and list and describe TWO amendments you would make to the final tool based on your analysis.

1. The learner must verbally gather feedback from the group.

They should aim to identify:

· What should be improved
· What is working well
· What could be working better
· What is specific to the assessment and the outcomes
· What the learners struggled with
· What the trainer had trouble explaining.

They should also record and document any other feedback that the group chooses to provide.

2. The learner should evaluate the feedback they have gathered to determine weaknesses in assessment. Based on the weaknesses they have identified, the learner should list and describe two amendments they would make to improve assessment.

The learner must demonstrate that they can:

· Evaluate feedback to pinpoint issues
· Think critically about how improvements can be made that align with the principles of assessment, rules of evidence, and the RTO’s organisational and legal requirements.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to appropriately format, and file, finalised assessment tool according to assessment system policies and procedures

	
	1. What are your organisation’s assessment system policies and procedures for formatting and filing finalised assessment tools? Outline in no more than 400 words

2. Format and file the assessment tool you used in Activity 4A in accordance with your organisation’s assessment system policies and procedures.

A signed observation by either an approved third party or the assessor will need to be included in these activities as proof of completion.

1. The learner must outline the policies and procedures for appropriately formatting and filing assessment tools according to the policies and procedures of their own organisation’s assessment system.

As policies and procedures will be individual to the learner’s own organisation, answers will vary; however, the learner’s outline must be an accurate reflection of the requirements of their own organisation’s assessment system.

2. The learner must demonstrate compliance with the policies and procedures that they outlined in the previous question. Format and filing may be paper-based, digital or a combination of both. The learner should be observed for proper demonstration of the relevant policies and procedures.
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[bookmark: _Toc491429324]Section A: Skills Activity
Objective: To provide you with an opportunity to show you have the required skills for this unit.

A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

This activity will enable you to demonstrate the following skills:
· Reading
· accesses, and interprets, procedural and compliance information, and assessment documentation
· Writing
· prepares assessment tools and documentation that incorporates language and format appropriate to the audience
· amends tools in response to feedback
· Oral communication
· participates in communication in order to clarify the purpose and requirements of assessment tools, and to trial assessments
· Navigate the world of work
· recognises, and follows, explicit and implicit protocols, policies and procedures, and meets expectations associated with own role
· identifies, confirms and takes responsibility for adherence to organisational, legal and ethical requirements
· Interact with others
· actively seeks to clarify the perspectives and experiences of others as part of the work role
· Get the work done
· uses systematic, analytical processes in complex, non-routine situations, gathering information, and identifying and evaluating options against agreed criteria
· organises work according to defined requirements, taking responsibility for decisions and sequencing tasks to achieve efficient outcomes
· seeks new ideas and opportunities, drawing on the diverse perspectives of others to gain insights into current practice and ideas for change

Answer the activity in as much detail as possible, considering your organisational requirements.

1. Access the Standards for Registered Training Organisations 2015, and read and interpret the following clauses:

· 1.7
· 3.3
· 5.1.

Summarise the requirements for your RTO, according to these clauses, in your own words. (Max. 300).

2. Access and print one copy of a unit of competency of your choice. This unit of competency must fall within your own area of vocational expertise.

You must:

· Participate in a role-play activity with a partner, in which they are taking the role of a supervisor, client or other relevant party, to clarify the purpose and requirements of assessment tools, including the target group
· Prepare the assessment tools for this unit of competency in accordance with the target group and purpose you have clarified, your organisational assessment system policies and procedures, the principles of assessment and the rules of evidence, and your legal requirements, including compliance with:
· AQTF Essential Standards for Registration
· VET Quality Framework
· Standards for Registered Training Organisations 2015
· Australian Qualifications Framework
· Fit and Proper Person Requirements
· Financial Viability Risk Assessment Requirements, and
· Data Provision Requirements.

Prepare your assessment tools in accordance with your organisational assessment system policies and procedures, adhering to formatting conventions, and using organisational templates where these exist.

Attach copies of all documentation to your workbook as evidence of completion, including a copy of the relevant unit of competency.

Your role-play will also need to be observed and a signed observation by either an approved third party or the assessor will need to be included in these activities as proof of completion.

3. Discuss your completed assessment tools with a partner, drawing on their insight and perspective. Write a bullet list of their key ideas and suggestions. Attach this to your workbook. In addition, this activity will need to be observed and a signed observation by either an approved third party or the assessor will need to be included in these activities as proof of completion.

1. The clauses are as follows:

· Clause 1.7 - The RTO determines the support needs of individual learners and provides access to the educational and support services necessary for the individual learner to meet the requirements of the training product as specified in training packages or VET accredited courses.
· Clause 3.3 - AQF certification documentation is issued to a learner within 30 calendar days of the learner being assessed as meeting the requirements of the training product if the training program in which the learner is enrolled is complete, and providing all agreed fees the learner owes to the RTO have been paid.
· Clause - 5.1 Prior to enrolment or the commencement of training and assessment, whichever comes first, the RTO provides advice to the prospective learner about the training product appropriate to meeting the learner’s needs, taking into account the individual’s existing skills and competencies.

The learner should paraphrase these in their own words to demonstrate their ability to access, read and interpret relevant information.

2. The learner must develop the complete assessment tools for one unit of competency that falls within their own area of vocational expertise.

Prior to writing their assessment tools, the learner must consult with a partner who is in the role of a supervisor, client or other relevant party to clarify and confirm the target group and purpose of assessment for the assessment tool. They should demonstrate their oral communication skills during this interaction, asking questions and responding to replies. They should take note of the information they obtain.

Next, they will need to write the assessment tools.

The assessment tools must cover the following components:

· Context and conditions of assessment
· Tasks to be administered to the student
· An outline of the evidence to be gathered from the candidate and the evidence criteria used to judge the quality of performance (the assessment decision-making rules)
· Administration, recording and reporting requirements.

Each component of their assessment tools must comply with organisational requirements, including formatting conventions and the use of organisational templates where these are available.

In addition, legal requirements must be adhered to, including those outlined in the:

· AQTF Essential Standards for Registration
· VET Quality Framework
· Standards for Registered Training Organisations 2015
· Australian Qualifications Framework
· Fit and Proper Person Requirements
· Financial Viability Risk Assessment Requirements, and
· Data Provision Requirements.

3. The learner must present their assessment tools with a partner to discuss. The purpose of this task is for the learner to demonstrate their ability to draw on the perspective of others, so the learner should show evidence of listening to their partner’s ideas and suggestions. They should take a bullet list of the key ideas and suggestions their partner offers to demonstrate that they have listened.
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Objective: To provide you with an opportunity to show you have the required knowledge for this unit.

The answers to the following questions will enable you to demonstrate your knowledge of:
· The principles of assessment and how they are applied when developing assessment tools
· The rules of evidence and how they have been incorporated in the tools developed
· Different assessment contexts and their relationship to developing assessment tools
· The dimensions of competency and how they are incorporated in the development of assessment tools
· The contextualisation of units of competency and contextualisation guidelines
· The components of training packages relevant to the development of assessment tools
· Different assessment methods, their purposes and uses
· Evaluation methods appropriate to the trial and review of assessment tools
· The principles of reasonable adjustment
· Workplace health and safety (WHS) responsibilities associated with assessing competence, including:
· requirements for reporting hazards and incidents
· emergency procedures
· procedures for the use of relevant personal protective equipment
· sources of WHS information.

Answer each question in as much detail as possible, considering your organisational requirements for each one.

All answers will vary depending on the learner and the organisation they work for, but the learner should be able to answer each question competently.

1. List and give a brief description for each of the four principles of assessment. For each rule, give one example of its application during the assessment process.

2. List and give a brief description for each of the four rules of evidence. For each rule, give one example of its application during the assessment process.

3. How does the context of assessment affect the way that assessment tools are developed? Give two examples to support your answer.

4. List and give a brief description of each of the five dimensions of competency. How are these incorporated into the development of assessment tools? Give two examples to support your answer.

5. What are the three rules for contextualisation that RTOs/assessment developers must adhere to?

6. What are contextualisation guidelines?

7. Which three components of a training package are used to develop assessment tools? 

8. List and give a brief description of three different assessment methods. Give one example for how each might be used in application during the assessment process.

9. Which evaluation methods are used within your organisation to trial and review assessment tools? List and briefly describe at least two possible options.

10. What are the principles of reasonable adjustment? Provide a brief explanation. (Max. 150 words)

11. Your assessor will provide you with copies of relevant legislation, codes of practice and organisational policy and procedure related to workplace health and safety.

Read the information you have been given, and then briefly summarise your requirements for each of the following (Max. 500 words):

· Reporting hazards and incidents
· Responding to emergencies
· Use of personal protective equipment (PPE).

12. Which sources are available within your organisation for obtaining WHS information? List at least two.

1. The learner should paraphrase key aspects of the following information:

Fairness
At enrolment or prior to commencement of training, make recognition of prior learning available to all learners. Ensure any required adjustments are made to the training and assessment program for each learner.

Consider the learner’s needs in the assessment process and make reasonable adjustments to accommodate the learner (such as providing oral rather than written assessment). However, don’t compromise the rigour of the assessment process (e.g. if there is a requirement to complete documentation in a unit of competency, oral assessment would not be appropriate).
Ensure the learner is fully informed of the assessment process and performance expectations before undertaking assessment. 

If a learner is unable to complete the required task to the level described in the assessment requirements, consider whether they need further training before being reassessed. Sound enrolment processes will help to identify the needs of learners and avoid learners being enrolled in a course that they will not be able to complete. 

Have an appeals process to provide an avenue for learners to challenge an assessment decision and to have it reviewed objectively.

Flexibility
At enrolment or prior to commencement of training, make recognition of prior learning available to all learners. Ensure any required adjustments are made to the training and assessment program for that learner.

Take the learner into account in the assessment process, and recognise that they may already have demonstrated some aspects of the unit through other means. If individual learners have demonstrated current skills and knowledge, they should not be required to be reassessed in those areas, unless the previous demonstration of skills or knowledge is in a significantly different context or environment. 

Use a range of assessment methods to help produce valid decisions and recognise that learners demonstrate competence in a variety of ways.

Validity
As part of your assessment, require learners to demonstrate skills and knowledge across a range of environments and contexts relevant to the unit or module. Assessing in a variety of contexts shows that the learner is able to apply the skills and knowledge in other situations, and can apply their knowledge in a practical way.

Ensure that assessment tasks and methods match assessment requirements. For example, if assessing a practical skill such as keyboarding, questions about how a keyboard operates may not be valid as this knowledge is not required in order to carry out the task. Instead, use questions that demonstrate knowledge of why the learner is doing the task in a particular way.

Reliability
Make assessment decisions consistently across different learners and different assessors in the same unit or module.

Have a well-designed assessment system that includes measures to minimise variation between assessors. The same evidence presented by different learners or to different assessors should result in the same decision. 

Develop evidence criteria (i.e. decision-making rules) to judge the quality of performance. This will help assessors make consistent judgements about competence. Evidence criteria could include:

· Model answers (where appropriate)
· Descriptions of observations needed to assess skills and application of knowledge in a practical activity. 

Benchmarks for practical activities must necessarily be broad enough to allow for variations in the precise task being undertaken and any variations in the context, but must include ‘observable behaviours’—the behaviours which must be exhibited by the learner when carrying out the task.

(Source: http://www.asqa.gov.au/users-guide-to-the-standards-for-registered-training-organisations-2015/about-the-standards-for-rtos/standard-one/clauses/clauses-1.8--1.12.html)

The learner should also give an example application for each principles.

For example:

‘The principle of fairness is upheld by allowing for reasonable adjustment to assessment for candidates with special needs.’

2. The learner should paraphrase key aspects of the following:
Evidence must be:

· Valid: A valid assessment requires that:
· assessment against the units of competency and the associated assessment requirements covers the broad range of skills and knowledge that are essential to competent performance
· the assessment is based on evidence that demonstrates that the learner could demonstrate the an integrated application of knowledge and skills in other situations 
· judgement of confidence is based on evidence from the learner’s performance that is aligned to units of competence and associated assessment requirements.
· this means that the learner must consistently demonstrate that they can perform tasks in a consistent manner. you would be required to gather evidence so that the RTO can provide evidence of performance.
· Sufficient – The evidence allows the assessor to make a judgment of a learner’s competency by being sufficient in quality, quantity and relevant to the criteria being assessed.
· Authentic – The evidence presented must the learner’s own work. They can sign a statement stating that it is, or the trainer or assessor can observe them completing the task.
· Current – Evidence must be current and recent to indicate the learner can do the required task now and not that they could do it 20 years ago, for example.

The learner should also provide an example application for each rule.

For example:

‘Competency mapping (e.g. in a Matrix) is used to make sure that each competency has been sufficiently covered in the assessment.’

3. The learner should consider what they have learned from the unit in their answer. 

They may refer to:

· How the personal characteristics of the target group may affect how assessment tools are developed to make the course accessible and fair, or to account for existing skills and knowledge
· How the environment in which assessment is delivered may better suit certain types of assessment methods 
· The duration of the course may affect how assessment is structured to ensure that all material is covered within the required timeframe.

The learner may also refer to other contexts. In their answer, the learner should always explain how each context has an effect on the way assessment tools are developed, and show some insight into why this is.

Two examples should be given to support their answer.

For example:

‘If the target group is very small, group activities may not work well.’

4. The learner should paraphrase the following:

· Task skills – the learner can perform tasks to the required standard
· Transfer skills – the learner can apply skills and/or knowledge from one environment or task and apply these to another
· Task management skills – the learner can organise tasks effectively and multi-task when required
· Contingency management skills – the learner can handle non-routine situations, anomalies and workplace irregularities
· Job/role environment skills – the learner can fulfil workplace expectations and the expectations of their role.

Dimensions of competency are incorporated into the unit of competency on which assessment tools are based.

5. The learner should paraphrase the following:

The rules for contextualising are:

· The elements and performance criteria cannot be changed
· Specific industry terminology can be substituted for generic terms in the performance criteria as long as it does not change the competency outcomes
· Amendments to the range statement can be made to reflect local or organisational needs as long as they do not diminish the breadth or portability of the competency.

(Source: Contextualising teaching and learning: A guide for VET teachers, Australian Government Department of Education, Science and Training, 2005.)

6. Contextualisation guidelines offer further guidance on contextualisation for specific training packages.

7. Competency standards, assessment guidelines and the qualifications framework.

8. The learner’s answer may cover any three of the following assessment methods:

Portfolios of evidence
This assessment method requires the learner to provide samples of their work, which includes specific evidence relating to prior qualifications, or various other supporting documents to include as a portfolio of the evidence. This can also include learner workbooks or projects based on work-related issues. A portfolio can also include photographic evidence of work completed, musical samples, swatches, paintings, materials and other evidence that indicates the learner has completed the task required, and what media they used to complete it, for example.

Questions – written, verbal, activity sheets, multiple choice, essays
Questions – whether verbal, written or in multiple choice format – indicate the learner can understand the theory behind the assessment. It provides the trainer or assessor an opportunity to get specific about the learner’s knowledge and helps them to assess their skills directly. Ideally, the assessment process could include a combination of multiple choice, short answers, essays and other questioning techniques. The trainer may be able to ask verbal questions also, and this is particularly relevant to international learners, learners with reading difficulties or other learning difficulties. 

Questioning techniques provide a distinct opportunity to assess the learner, as the trainer can incorporate simple Yes/No questions, multiple choice and short answer questions to fully gauge and understand what the learner knows and what they need to study further. 
Historical evidence indicating previous work history, previous learning and general experience 

This evidence is useful and can be presented as written references from paid or voluntary employment, hobbies, general interest, reading, associations, and other evidence that supports the above. 

Structured activities such as simulations or demonstrations
This evidence supports the learner’s ability to perform the tasks or duties required as part of their actual job or may be required as direct evidence of competence. For example, it is necessary to actually observe a driver in their car to know they can drive – theory alone is not enough. Simulations and demonstrations give a clear indication on whether or not the learner can perform the required task. A simulation is often the most cost-effective method to assess a learner – in particular, when it can be quite costly if they make a mistake. A good example of this is for pilot training.

Projects
This involves the learner completing work-based or other projects that relate to the assessment process and can be submitted in support of their assessment.

Third party reports
This can be from supervisors, managers, the organisation the learner works for, or other reports to support the evidence required. A third party report can include references, newspaper articles or other information that is considered beneficial to the learner and can support their claim for assessment.

Direct observation by the trainer or assessor
The trainer or assessor can actually watch the learner and verify they can complete the required tasks. An observation checklist should be used to ensure the trainer or assessor captures all the required information, and so that the trainer can justify that the learner has completed the tasks to the standards required.

The learner may also refer to other assessment methods they may have encountered in their work or training. 

For each assessment method that they list, the learner should give an example of how it would be used in application.

For example:

‘An observation may be used to provide evidence that a candidate has demonstrated a practical skill, such as a work task or following a particular procedure.’

9. The learner’s answer will be specific to their own organisation, but they must provide two options for evaluation and review. Evaluation methods may include checklists, analysis of feedback, and surveys, for example. Their answer must be reflective of the policy and procedure of their own organisation.

10. The principle of reasonable adjustment is fairness. Reasonable adjustments allow candidates with special or specific needs to equally participate in the assessment process.

11. The learner must outline their requirements for reporting hazards and incidents, responding to emergencies and use of personal protective equipment (PPE) based on the WHS information they have been given.

Relevant procedures should be identified and briefly explained, and the learner’s own role and responsibilities as teacher, trainer or assessor should be outlined. Specific requirements will vary according to the learner’s work environment and area of vocational expertise, but their answer should align with the principles of key WHS legislation, codes, and regulations as relevant to reporting hazards and incidents, responding to emergencies, and use of PPE.

The learner may replace general terms with terms specific to their workplace or own role.

12. The learner must list at least two sources of WHS information that are available within their own organisation. As sources will be specific to the learner’s organisation, answers will vary, but may include:

· Employee handbooks
· WHS policy and procedure documents
· Senior or specialist staff members
· Workplace signage
· Manufacturer instructions for equipment and machinery.
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Objective: To provide you with an opportunity to demonstrate the required performance elements for this unit.

A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

This activity will enable you to demonstrate the following performance evidence:
· Developing at least three assessment tools that support different assessment methods, and address at least one unit of competency each. Each assessment tool must
· include the instruments for collecting evidence, reflecting the principles of assessment and the rules of evidence, and related instructions to the assessor/s and candidates
· show how the contextual needs of different environments are addressed
· reporting on the trial and review of each assessment tool, including proposed changes.

Answer the activity in as much detail as possible, considering your organisational requirements.

All activity answers will vary depending on the learner and the organisation they work for, but the learner should be able to demonstrate their competency in the unit requirements.

All documentary evidence of the following activities, including all components of the three assessment tools and results of trials and reviews must be retained and compiled into a portfolio of evidence for submission upon completion of this Performance Activity.

1. Develop three assessment tools for three different units of competency.

Your assessment tools must support at least four different assessment methods. 

The assessment tools must:

· Include the instruments for collecting evidence for each assessment method included; these must reflect the principles of assessment, and the rules of evidence
· Provide clear instructions to the assessor(s) and candidates on the assessment instruments
· Demonstrate that the contextual needs of different environments are addressed.

Where they exist, organisational templates should be used. In addition, the development of these assessment tools should comply with the legislative framework that supports assessment, including all aspects of the VET Quality Framework.

2. Complete a trial of each assessment tool. 

This activity should take place in a simulated work environment that reflects the context and conditions of your current or prospective job role and the assessment process that would relate to the three assessment tools you have developed. All resources required to run these trials will be supplied to you.

Write a report on the results of each trial and include this report in the corresponding assessment tool documentation. Your report should follow organisational conventions and formats, using templates where these are available. Otherwise, each report may be written in a clear and appropriate format (Max. one page per report).
Your report should include proposed changes, based on the results of the trials. You should propose at least two changes to each assessment tool, based on the results of the trials.

1. The learner must develop three assessment tools for three different units of competency.

The assessment tools must include the following components:

· Context and conditions of assessment
· Tasks to be administered to the student
· An outline of the evidence to be gathered from the candidate and the evidence criteria used to judge the quality of performance (the assessment decision-making rules)
· Administration, recording and reporting requirements.

Source: ‘Guide to developing assessment tools’, ASQA, https://www.asqa.gov.au/sites/g/files/net2166/f/Guide_to_developing_assessment_tools.pdf (accessed 22/08/17).

The assessment tools must effectively provide a structure for the assessment of the standards of the associated units of competency.

The learner should consider the purpose of assessment and the target group of each assessment. They may consult with relevant parties or review other sources of relevant information (e.g. enrolment forms) to identify the characteristics of the target groups. 

Their assessment tools should be tailored for the contexts they have identified. 

Their assessment tools must support at least four different assessment methods. 

Assessment methods may include, but are not limited to:

· Portfolios of evidence
· Questions – written, verbal, activity sheets, multiple choice, essays
· Historical evidence indicating previous work history, previous learning and general experience 
· Structured activities such as simulations or demonstrations
· Projects
· Third party reports
· Direct observation by the trainer or assessor

In addition, the assessment tools must:

· Include the instruments for collecting evidence for each assessment method included; these must reflect the principles of assessment, and the rules of evidence
· Provide clear instructions to the assessor(s) and candidates on the assessment instruments
· Demonstrate that the contextual needs of different environments are addressed.

Where they exist, organisational templates should be used. In addition, the development of these assessment tools should comply with the legislative framework that supports assessment, including all aspects of the VET Quality Framework.

2. The learner must trial the assessment tools in a simulated work environment and assess the results.

They must determine whether the assessment tools have addressed all requirements of the units of competency, complied with all legislative and organisational requirements, and fulfilled the principles of assessment and rules of evidence.

They may complete a checklist, evaluation form or similar document to organise and evaluate the results of their trials.

The final results should be compiled into a three separate reports (or equivalent organisational document), and two changes proposed for each assessment tool to address any shortfalls exposed in the trials.

The results of trials will vary, but the learner must demonstrate their ability to effectively analyse assessment tools in relation to units of competency and the purpose of assessment, recognising areas where they are non-compliant and making useful and constructive proposals for change.
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