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[bookmark: _Toc445811838]Candidate Details
[bookmark: _Toc445811839]Assessment – TAEDEL401A: Plan, organise and deliver group based learning
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for TAEDEL401A: Plan, organise and deliver group based learning.
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below;
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________


[bookmark: _Toc445811840]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as;
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT  (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer/Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _Toc360624850]Assessor Signature:		________________________________________________________
Observation/Demonstration
Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation 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. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You will need to demonstrate you can:
1. Interpret learning environment and delivery requirements 
1. Prepare session plans
1. Prepare resources for delivery 
1. Support and monitor learning
You will also need to show your:
Presentation skills 
Group facilitation skills 
Conflict resolution and negotiation skills 
Oral communication and language skills 


[bookmark: _Toc445811841]Activities
[bookmark: _Toc326092837][bookmark: _Toc390187172][bookmark: _Toc445811842][bookmark: _Toc326092913][bookmark: _Toc326092921][bookmark: _Toc326092925][bookmark: _Toc326092927][bookmark: _Toc326092929][bookmark: _Toc326092935][bookmark: _Toc264874763][bookmark: _Toc264874913]Activity 1A
	Estimated Time
	30 Minutes

	Objective
	Access, read and interpret learning program documentation to determine delivery requirements.

	Activity
	Why is it important to read and interpret learning program documentation?













Where can you find learning program documentation?













How will knowing the characteristics of your learners help in the delivery of the training program?














Learning program documentation can often include...






















Why would it be important to consider the workplace culture of the learners when delivering a training program?




























[bookmark: _Toc326092844][bookmark: _Toc390187173][bookmark: _Toc445811843]Activity 1B
	Estimated Time
	30 Minutes

	Objective
	Use available information and documentation to identify group and individual learner needs and learner characteristics.

	Activity
	What are some of the ways that you can think of to determine whether a training need exists?













Think about a program you may need to plan in the future. When conducting a Training Needs Analysis, consider the following:

What skills, attitudes and knowledge would the trainees already have?









What strengths can you as a trainer bring to a Training Needs Analysis?







Write a sample SWOT analysis using the template on the next page based on learners you may need to train in the future.










[bookmark: _Toc445811844][bookmark: _Toc326092847]SWOT Analysis Template
	Strength
	








	Weakness
	








	Opportunity
	








	Threat
	











[bookmark: _Toc390187174][bookmark: _Toc445811845]Activity 1C
	Estimated Time
	20 Minutes

	Objective
	Identify and assess constraints and risks to delivery.

	Activity

Case Study
	Case Study: You are currently training a group of students in Certificate I Information Technology. You have a student that arrives without a computer but they have a smart phone and can access the internet via their phone modem. Part of the course is for the student to bring a laptop to class to complete their work. Their personal computer is currently broken and they cannot afford to replace it and are saving to have it repaired in a couple of weeks. 

Fill out the risk plan template below identifying at least 3 of the risks and provide a back-up plan for each.

[bookmark: _Toc326092848]Training Risk Plan Template

	Risk or Constraint

	Back-Up Plan


	


	

	


	

	


	


 





[bookmark: _Toc326092856][bookmark: _Toc390187175][bookmark: _Toc445811846]Activity 1D
	Estimated Time
	30 Minutes

	Objective
	Confirm personal role and responsibilities in planning and delivering training with relevant personnel.

	Activity
	What is the title of the person who will have ultimate responsibility for the program delivery?






Sarah from TLC has been asked to put together a training program to deliver basic selling skills to a group of pharmaceutical sales reps. Work on the following questions;

What is the training program context? How would you deliver the program based on the information above?





Who would be consulted to determine the context is a correct interpretation of the learners needs?





What characteristics of the learners could exist?





What risks could present themselves during the training?





The program is being delivered by 3 separate trainers, and you are one of them. What is the best way to document the responsibilities of each trainer?





 


[bookmark: _Toc326092860][bookmark: _Toc390187176][bookmark: _Toc445811847]Activity 2A
	Estimated Time
	20 Minutes

	Objective
	Refine existing learning objectives according to program requirements and specific needs of individual learners.

	Activity
	Brainstorm more action words to use when writing a learning objective;











If a learner was studying a Certificate I in Business and the unit being delivered is Use Business Equipment and Resources and the learning objective is ‘Estimate quantities and resources to complete a task’ write a learning objective here that meets the SMARTA principle:





Let’s assume you are required to post a two-sided memo and a letter.

There are 50 copies of the two-sided memo, along with accompanying one-page letter which will be stapled together.

Envelopes will be needed and you will need to print the address on a label and then stick this to the envelope.

Identify the resources required to carry out this task.







Ask another group to evaluate if it is SMARTA.










[bookmark: _Toc326092862][bookmark: _Toc390187177][bookmark: _Toc445811848]Activity 2B
	Estimated Time
	20 Minutes

	Objective
	Refine existing learning objectives according to program requirements and specific needs of individual learners.

	Activity

Group/Pair Activity
	Ask each learner to write something on a piece of paper that no one else in the group would know about them.

You can provide examples such as;

· They were first in the swimming league when they were young
· They always dreamt of becoming a famous ice skater
· They recently met a famous personality
· They vacation in Europe every year

Collect the pieces of paper and randomly hand one piece back to each member the group. Each member is to read one item and the rest of the group should try to guess who wrote what.

Debrief – how do you think knowing a bit more about the learner group and its individual members can help in the delivery of a session?
































[bookmark: _Toc326092864][bookmark: _Toc390187178][bookmark: _Toc445811849]Activity 2C
	Estimated Time
	15 Minutes

	Objective
	Develop session plans and document these for each segment of the learning program.

	Activity

Group/Pair Activity
	Individually, or in small groups, learners are to come up with a suitable OHS checklist to be used in a training program they are likely to be delivering that can be added in support of a session plan.
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	Estimated Time
	30 Minutes

	Objective
	Develop session plans and document these for each segment of the learning program.

	Activity

Project
	Individually, ask the learners to write a session plan using the template on the next page for a 5 minute session they may be asked to deliver in class. If time permits, ask them all to deliver the session, but if time is limited, the trainer can select a few random learners to deliver theirs.
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	Title of Session:

	Date:
	Time: 
	Duration:

	Location:
	Trainer:
	Validated by:

	Learning Outcomes:






	Assessment Criteria:






	Special Needs:


	Time (minutes)








	Main Content and Points to be Made
	Resources Needed

	Conclusion:






[bookmark: _Toc326092875][bookmark: _Toc390187181][bookmark: _Toc445811852]Activity 2E
	Estimated Time
	20 Minutes

	Objective
	Use knowledge of learning principles and theories to generate ideas for managing session delivery.

	Activity
	Individually, or in small groups, ask the learners to think about 3 activities they can incorporate in a training program they will be delivering for each of the 3 learning styles.

Visual
1. ______________________________________________
2. ______________________________________________
3. ______________________________________________

Auditory
1. ______________________________________________
2. ______________________________________________
3. ______________________________________________

Kinaesthetic
1. ______________________________________________
2. ______________________________________________
3. ______________________________________________






























[bookmark: _Toc326092880][bookmark: _Toc390187182][bookmark: _Toc445811853]Activity 3A
	Estimated Time
	15 Minutes

	Objective
	Contextualise existing learning materials to meet the needs of the specific learner group.

	Activity
	Individually, or in small groups, ask the learners to list 5 different ways that a trainer can contextualise learning materials to suit the needs of a specific group.

1.







2.







3.







4.







5.
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	Estimated Time
	15 Minutes

	Objective
	Finalise learning materials and organise facility, technology and equipment needs in time for delivery of learning sessions.

	Activity
	Individually, or in small groups, ask the learners to think about 3 things they need to confirm for a training program they may be delivering in the future.

1. ______________________________________________
2. ______________________________________________
3. ______________________________________________


Why would it be important to confirm with a learner’s supervisor prior to booking the learner into a training program?
















What problems are likely to arise if learners are not notified of training details?



















[bookmark: _Toc326092902][bookmark: _Toc390187184][bookmark: _Toc445811855]Activity 3C
	Estimated Time
	20 Minutes

	Objective
	Confirm overall delivery arrangements with relevant personnel.

	Activity
	Individually, or in small groups, ask the learners to discuss why it is important to consult the following people about the delivery arrangements for a training program.

· The learners themselves




· Managers and supervisors




· Venue staff




· Administrative staff




· The trainer delivering the session




· Other trainers




· Guest speakers




· OHS trainers or specialists









[bookmark: _Toc326092906][bookmark: _Toc390187185][bookmark: _Toc445811856]Activity 4A
	Estimated Time
	20 Minutes

	Objective
	Conduct each session according to session plan, modified where appropriate to meet learner needs.

	Activity

Case Study
	Sarah from TLC has been asked to deliver a 4 hour session from 9am to 1pm on team building to a group of sales people for their yearly sales conference. 
Her session will the first so she feels she needs to make it memorable and enjoyable for the team.

The company culture has been suffering and due to the nature of the sales industry already, she has been advised that they don’t work well as a team and compete to the point where there is a lot of animosity among the team members.

The session she has put together covers exactly the 4 hour time slot and she feels the learners will get a lot out of it, therefore helping them to create a team environment. She is confident that all the exercises will foster a good working environment once the sales team have completed them all.
The day of the conference arrives and Sarah is at the conference centre at 8:15am for a 9am start.

A few people have turned up by 8:40am and at 8:50am she is advised that 4 of the 12 participants have been held up at the airport and will not be arriving until around 10:30am. The next session which is being conducted by another trainer from a different company starts at 2pm sharp after a lunch break at 1pm.

As Sarah is conducting a ‘team building’ session with the 12 people, and 4 of them are missing until 10:30am, what should she do?
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	Estimated Time
	20 Minutes

	Objective
	Use the diversity of the group as another resource to support learning.

	Activity

Case Study
	Sarah from TLC has decided to deliver a shorter component of the team building session to the sales people after they arrived at 10:30am for a 9am start.

Due to the fact that 4 of them were held up at the airport, one learner in particular, Fred is somewhat irate and feels as though he is wasting time being at the session.

He is making sarcastic comments and some of the other learners are getting annoyed with him.

Another learner, Peter, is also keen to share all of his life stories and hold up the group even more.

As Sarah is already stressed about the lack of time for the session, she is getting anxious because of these two participants.

How can Sarah best manage the situation?
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	Estimated Time
	20 Minutes

	Objective
	Employ a range of delivery methods as training aids to optimise learner experiences.

	Activity
	1. As a learner, what has been your reaction to group discussions or brainstorming sessions? What have you enjoyed most about them? What have you enjoyed least about them?











2. As a learner, what has been your reaction to role plays or case studies? What have you enjoyed most about them? What have you enjoyed least about them?












3. As a learner, what has been your reaction to training resources or demonstrations? What have you enjoyed most about them? What have you enjoyed least about them?
















[bookmark: _Toc390187188][bookmark: _Toc445811859]Activity 4D
	Estimated Time
	20 Minutes

	Objective
	Demonstrate effective facilitation skills to ensure effective participation and group management.

	Activity
	1. Think of a time when you attended a session that was disorganised and didn’t flow. What specifically made it seem unorganised or unprofessional?














2. Think about some of the benefits of asking questions of the participants during a training session are:














3. Discuss how you can relate your next training session to the real life experiences of the participants
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	Estimated Time
	20 Minutes

	Objective
	Monitor and document learner progress to ensure outcomes are being achieved and individual learner needs are being met.

	Activity

Group Activity

	Group Activity

Trainer to instruct on task, using their guide.

Why do you think the results were different? (This question will make sense once the task has been performed).










































[bookmark: _Toc390187190][bookmark: _Toc445811861]Activity 5B
	Estimated Time
	20 Minutes

	Objective
	Make adjustments to the delivery sessions to reflect specific needs and circumstances.

	Activity

Case Study
	Sarah from TLC is delivering a session to senior management on Effective Communication Skills.  She is quite excited about this as it is her first opportunity to deliver a session to the management team.

Sarah has done the following the day before the session to make sure everything goes according to plan;

· She has organised for someone from the mail room to make up 15 workbooks which will be ready in time for the session tomorrow. The workbooks were proof read by 2 people so she is confident they are perfect
· She has booked the boardroom and morning tea will arrive at 10:15am on the dot
· She has checked the projector for her PowerPoint presentation and it works 
· She has confirmed that 15 people will be at the session and has structured activities for 3 groups of 5 people

On the day, Sarah is advised that;

· The lady from the mailroom is off sick today and did not get to finish the workbooks yesterday. No one else knows how to use the binding machine.
· The boardroom was double booked and the CEO is delivering a talk in there from 10 – 11:30am. She will need to use the training room with no data projector from during this time
· Only 11 people can now attend as there was an emergency board meeting with the CEO called at 6am to discuss plummeting share prices 

What would you do if you were Sarah? What should Sarah have done?




 










[bookmark: _Toc390187191][bookmark: _Toc445811862]Activity 5C
	Estimated Time
	20 Minutes

	Objective
	Manage inappropriate behaviour to ensure learning can take place.

	Activity
	Think of a time you have participated in training and there was disruptive learner in the classroom. 

How were they managed by the trainer? 










How were they managed by the other learners?










What kind of energy did they create for the rest of the group? 










What would you have done differently if you were the trainer?
 











[bookmark: _Toc390187192][bookmark: _Toc445811863]Activity 5D
	Estimated Time
	20 Minutes

	Objective
	Maintain and store learner records according to organisational requirements.

	Activity
	What learner records would you need to maintain and store and why?
























What are your organisational requirements regarding maintaining and storing learner records?






















[bookmark: _Toc360624853][bookmark: _Toc445811864][bookmark: _Toc298835378][bookmark: _Toc298835223]Skills and Knowledge Activity
	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the required skills, knowledge and critical aspects of assessment.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of the following skills:
· Presentation skills
· Group facilitation skills
· Conflict resolution and negotiation skills
· Oral communication and language skills 
· Interpersonal skills 
· Observation skills 

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

1. How can the skills listed above help you to plan, organise and deliver group based learning?






2. What is your knowledge of learning theories, principles and learner styles?






3. What potential OHS issues might you come across?






4. What diversity and individual needs might your learners have? 
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	Estimated Time
	1 - 2 Hours

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.
You must individually, complete the following in full to show your competency of each element;
1. Interpret learning environment and delivery requirements
2. Prepare session plans
3. Prepare resources for delivery
4. Deliver and facilitate training sessions
5. Support and monitor learning.

Time should also be allocated to allow for the learners to deliver at least 15 minutes of one presentation as part of their final assessment to the group.
Note that this has not been factored into the estimated time for this activity as that will depend on how many learners there are in a class.

This project should be completed individually but can be completed as part of a group assignment if the trainer feels it is appropriate to the learners.

Note that the learners may need to undertake extra research to answer some of the questions. As the assessment component may not have been covered yet, this project can also be completed at the end of the course.

Session Plans

The learners are to write 3 x one hour training sessions for delivery to the group. Two sessions should be aimed at group learning and one session should be for a one to one training situation. Session plan templates can be developed by the learners or sourced from the internet. A sample is included at the end of this activity also.

The learners should focus on three different levels from the AQF standards when putting together each session plan, to ensure they are catering to differing levels of these standards, and ensure that the assessment tools reflect the different levels within each standard. 

One session plan should cover one entire unit of competency or an accredited course module.

1. [bookmark: _GoBack]The session plans should include the following;

a. Name of session
b. Date of session
c. Length of session
d. Learning objectives
e. Target Group
f. Trainer name
g. Assessor name
h. Location of training
i. Details on timing, content of training, resources
j. Special needs
k. How the sessions can be contextualised
l. Assessment methods that will be used
m. Resources needed for assessment
n. How the assessments can be reasonably adjusted if required

Answer the following questions;

1. What should a trainer do when they see a look of confusion on one of the learner’s faces?

2. Describe one adult learning principle and how it can best be applied to facilitate learning.

3. Write up two SMARTA learning objectives for a course you plan on delivering in the future.

4. What are some of the barriers to learning that your learners may have (make the answer specific to the type of training you plan on conducting).

5. How can a trainer best manage inappropriate behaviour in the classroom?

6. How can the experience of the learners in the group be used as a resource in the classroom environment?

7. How can a trainer make sure all the learners participate as much as possible in the learning?

8. What expectations are the learners likely to have in your training program?

9. How can you as a trainer communicate the expectations you have of the training to your learners?

10. Identify and describe 3 learning styles.

11. What are some of the signs to look for that your learners may have learning difficulties?

12. How would you handle an OHS risk in the learning environment?

13. What are some of the steps that you should follow when you close a training session?






[bookmark: _Toc445811063][bookmark: _Toc445811866]Session Plan Template
	(a) Title of Session:

	(b) Date:
	(c) Time: 
	(d) Duration:

	(e) Location:
	(f) Trainer:
	(g) Validated by:

	(h) Learning Outcomes:






	(i) Assessment Criteria:






	(j) Special Needs:


	(k) Time (minutes)








	(l) Main Content and Points to be Made
	(m) Resources Needed

	(n) Conclusion:
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	(a) Title of Session:

	(b) Date:
	(c) Time: 
	(d) Duration:

	(e) Location:
	(f) Trainer:
	(g) Validated by:

	(h) Learning Outcomes:






	(i) Assessment Criteria:






	(j) Special Needs:


	(k) Time (minutes)








	(l) Main Content and Points to be Made
	(m) Resources Needed

	(n) Conclusion:
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Appendices of the templates included in this unit have been included for your own reference on the following pages.
[bookmark: _Toc445811066][bookmark: _Toc445811869]
SWOT Analysis Template
	Strength
	








	Weakness
	








	Opportunity
	








	Threat
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	Learner Need
	Support Arrangement

	Language, literacy and numeracy needs
	




	Cultural /religious needs
	




	Disability
	




	Learning styles
	




	Workplace culture
	




	Other special needs
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	Risk or Constraint
	Back-Up Plan
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Resources Checklist Template
	Resource
	Checked

	All documents, workbooks and handouts have been proof read
	

	Documents and handouts are easy to read and have been contextualised to the learners
	

	Software is ready to use
	

	Documents, workbooks, learner guides have been printed
	

	Powerpoint slides are ready to be used and data projector has been checked for functionality
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Session Plan Template
	Title of Session:

	Date:
	Time: 
	Duration:

	Location:
	Trainer:
	Validated by:

	Learning Outcomes:






	Assessment Criteria:






	Special Needs:


	Time (minutes)









	Main Content and Points to be Made
	Resources Needed

	Conclusion:
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Checklists
[bookmark: _Toc366488800]Checklist to inform learners of training details
	Details 
	Checked

	Have the learners been advised of the time, date and location of the training and notified of what they need to bring to the training?
	

	Have the learners been asked about any special requirements?
	

	Have the learners been told what is expected from them in the training?
	

	Have supervisors been informed?
	

	Have the learners been advised of any safety requirements for the training?
	

	Have the learners been informed of enrolment and payment details?
	



[bookmark: _Toc366488801]

Facility Checklist
	Facility, Technology and Equipment Required
	Checked

	Room has been booked and confirmed, temperature is appropriate
	

	PowerPoint slides and presentations ready and printed out if applicable
	

	Data projector has been checked
	

	Network issues checked
	

	Chairs and set up confirmed (i.e. cafe style, classroom or U-shape)
	

	Training manuals and handouts have been printed in advance
	

	Learners have been informed of details of program by mail, email or telephone
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