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[bookmark: _Toc445491313]Assessment – TAEASS403B: Participate in assessment validation
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for TAEASS403B: Participate in assessment validation.
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: _Toc445491314]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. Prepare for Validation
1. Contribute to validation process
1. Contribute to validation outcomes
You will also need to show your:
1. Planning
1. Problem-solving 
1. Evaluation and;
1. Communication skills 
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	Estimated Time
	20 Minutes

	Objective
	To give you an opportunity to investigate the assessment validation process for their RTO or to research an RTO of your choice.

	Activity

Research
	Individually or in small groups, undertake the following research;

Identify the assessment validation process at the RTO where you work, or at an RTO of your choice. If there is no process in place, or you cannot locate one, design a process that you would use to ensure you are meeting the legal obligations as set out by the AQTF.











What assessments system policies and procedures were taking into account in your answer above?
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	Estimated Time
	40 Minutes

	Objective
	To give you an opportunity to investigate an assessment process and determine if it is effective.

	Activity

Group/Pair Activity
	In pairs or in small groups, discuss the following;

Sarah from TLC has delivered her first Certificate IV in Frontline Management to 6 warehouse staff. She has just finished assessing all the learners and has now been asked by the Head of HR to;

· Contact each of the warehouse staff and organise to meet with them individually
· Review their assessment and advise them of the outcome
· Prepare a certificate where applicable
· Document the assessment instruments used
· Record and document the result in TLC’s database
· Follow up with other trainers and assessors, have a de-brief on the assessment process and determine whether it was successful or not

Will this provide an effective outcome for assessment follow through? Why?






[bookmark: _GoBack]Can this be considered as an effective process of assessment validation? Why?





What does Sarah need to be mindful of when providing the results to other parties?





The warehouse staff had to participate and demonstrate their ability to deal with clients. The assessment was a role play scenario between a service person and a client, which the students had to perform.

What will be considered as good evidence for such an assessment that will assist Sarah to mark students’ competency?





Sarah would like to validate this assessment tool. Describe below:

· What would be the process she should do first?















· What would be an appropriate validation activity for this purpose?














· What materials Sarah needs to prepare for the validation process?
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	Estimated Time
	25 Minutes

	Objective
	To give you an opportunity to investigate good communication skills 

	Activity

Group/Pair Activity
	In pairs or in small groups, discuss the following;

· What other qualities do you think make for an exceptional communicator?
· Which qualities do you need to work on for yourself?
· What are some barriers to effective communication you have encountered, either within a training situation or in any other situation?



















In pairs, conduct and participate in a validation meeting, compare and evaluate an assessment tool giving to you by your assessor. Think about your communication skills and think what communication techniques you can use so you will communicate effectively with the other team members in the meeting. 
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to investigate the assessment validation tools and determine how you can participate in a meeting.

	Activity
	Individually or in small groups, answer the following questions;

How can you ensure the assessment validation process is successful for your RTO?






Use/refer to the template provided of the Assessment Validation Tool in section 2.2 of this unit and as seen at the end of this activity. Conduct a validation meeting again on the assessment tool provided to you with your class mates considering the following criteria:

· How effective is the assessment instrument in assessing the learners?
· Does the instrument meet the principles of assessment?
· Does the instrument meet the rules of evidence?
· What are the strengths of the instrument?
· What are the weaknesses?
· How can the instrument be improved?

Answer the following questions;

Compare between the two validation processes you conducted. Which one you found more effective? Why?






What could be changed or added to the tool to make it more efficient?




Now that you finished to complete the validation tool, describe the process of what will you do next in order to finalise the process in terms of gathering the information for the validation.








A sample Assessment Validation Tool is below:
	Assessment Validation

	Training Program:
	Location of Assessment:

	Assessor:
	Date:

	Validation for:

	Dimensions of competence addressed as required by the Training Package:
	Task Skills, Task Management Skills, Contingency Management Skills, Job/Role Environment Skills, Transferability

	Recommendations:
	

	Evidence Guide / Critical Aspects addressed 
	Yes / No

	Can instruments be modified to address special needs?
	Why or Why Not?

	Was reasonable adjustment required?
	Yes / No 

	Are the rules of evidence considered?

	Current
	

	Sufficient
	

	Authentic
	

	Valid
	

	Are assessment principles considered?

	Reliability
	

	Fairness
	

	Flexibility
	

	Validity
	



[bookmark: _Toc445491320]Activity 3A
	Estimated Time
	20 Minutes

	Objective
	To give you an opportunity to conduct a validation meeting.

	Activity

Group/Pair Activity
	In groups of three or four, you will be asked to conduct a validation meeting. They are to choose an assessment instrument they are familiar with to discuss as the main aspect of the meeting. They can then answer the following questions about the assessment instrument they are investigating;

· How effective is the assessment instrument in assessing the learners?
· Does the instrument meet the principles of assessment?
· Does the instrument meet the rules of evidence?
· What are the strengths of the instrument?
· What are the weaknesses?
· How can the instrument be improved?
 





































[bookmark: _Toc445491321]Activity 3B
	Estimated Time
	20 Minutes

	Objective
	To give you an opportunity to investigate the debriefing process at your RTO or place of work.

	Activity

Research
	Individually or in small groups, research how information is debriefed through your RTO. If you are currently not working for an RTO, you can investigate how the RTO conducting this course will advise you of passing the course, and what the procedure will be if you are deemed Not Yet Competent.
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	Estimated Time
	30-45 Minutes

	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:
· Assessment information
· Principles of assessment
· Rules of evidence

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

1. How can the following skills be used to help participate in assessment validation. Give examples for each:

· Planning skills 
· Problem-solving skills 
· Evaluation skills 
· Communication skills 





2. What assessment information might you have to use to determine evidence needed to demonstrate competence?





3. What are principles of assessment?





4. What are the rules of evidence?
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	Estimated Time
	1 Hour

	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, answer the following questions in full to show your competency of each element;
1. Prepare for validation
2. Contribute to validation process
3. Contribute to validation outcomes.

Please conduct the role play on the following page.

In groups of 2 – 3, roles play two scenarios where you conduct a validation session on an assessment instrument. This could be an existing instrument or one that is created by the group or provided by the trainer. The role plays need only take 5 – 10 minutes each.

In the meetings, it should be apparent that the following has been addressed;

1. The critical aspects of validation using different validation approaches and activities are addressed

2. The purpose of validation and the legal and ethical responsibilities are addressed

3. It should be noted and discussed now documentation will be kept 

4. The relevant people that should be included in the validation process should be identified

5. The group should communicate appropriately and provide feedback where necessary

6. How the findings are going to be recorded.
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Appendices
Congratulations! You have now finished TAEASS403B: Participate in assessment validation. 
Appendices of the templates included in this unit have been included for your own reference on the following pages.
[bookmark: _Toc445491325]
 Sample Assessment Validation Tool
	Assessment Validation

	Training Program:
	Location of Assessment:

	Assessor:
	Date:

	Validation for:

	Dimensions of competence addressed as required by the Training Package:
	Task Skills, Task Management Skills, Contingency Management Skills, Job/Role Environment Skills, Transferability

	Recommendations:
	

	Evidence Guide / Critical Aspects addressed 
	Yes / No

	Can instruments be modified to address special needs?
	Why or Why Not?

	Was reasonable adjustment required?
	Yes / No 

	Are the rules of evidence considered?

	Current
	

	Sufficient
	

	Authentic
	

	Valid
	

	Are assessment principles considered?

	Reliability
	

	Fairness
	

	Flexibility
	

	Validity
	



[bookmark: _Toc445491326][bookmark: _Toc93323607]
Sample Validation Report
	Training Program:


	Date of Assessment:
	Assessor:

	Staff involved in the validation meeting:

	Sign off required: 

	Assessment Instrument

	Activities Performed
	Recommendations 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Follow up action:
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Evidence-gathering template
	UNIT:

	Element
	Related experiences
	Related evidence
	Comment and verification

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Required skills and knowledge/Key Competencies
	
	
	

	
Candidate name: 	


	Details of Recognition outcome:


	
Action/further training:
			

	
Assessor signature: 		Date:	

Candidate’s signature: 		Date:	




Source: Department of Education, Training and Youth Affairs 2001, Guide 3: Recognition resource, A guide to developing Training Package assessment materials, DETYA, Melbourne, p.125.
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Candidate self-assessment tool
	
Candidate name: 	

Job role/position: 	


	Self-assessment questions
	Answers 

	1.	Can I perform all the work tasks and activities that are covered by the units of competency?
	

	2.	What parts do I have difficulty with and would benefit from further training?
	

	3.	Do I know and understand all the things necessary to carry out the workplace activities?
	

	4.	Are there any gaps in knowledge and understanding where I would benefit from some additional training?
	

	5.	What experiences and evidence do I have to support my application for Recognition?
	

	6.	If I do not have all the evidence available, am I able to talk confidently about my experiences?
	



Source: Department of Education, Training and Youth Affairs 2001, Guide 3: Recognition resource, A guide to developing Training Package assessment materials, DETYA, Melbourne, p.118.
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Self-assessment template
	UNIT:

	Element
	Related experiences
	Related evidence
	Comment and verification

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Required skills and knowledge:

	
	
	



Source: Department of Education, Training and Youth Affairs 2001, Guide 3: Recognition resource, A guide to developing Training Package assessment materials, DETYA, Melbourne, p.123.
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Evaluation portfolio
	EVALUATION OF PORTFOLIO CONTENT
Candidate name: 	

Assessor’s name: 	


	Units: 	

	
 Practice environment: 	


	Requirements of the unit of competency
The content of the portfolio provided satisfactory evidence of the candidate’s ability to:
	Yes
	No
	Unsure

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
 For clarification during interview: 
					

	
Additional evidence is required in the following area:
			
		



	Assessor signature: 		Date:	




Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne, p. 194.
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Assessment summary
	Candidate details:
	

	Practice environment:
	

	Manager/supervisor:
	

	Assessment date:
	

	Assessor name:
	



	Units of competency:
	





	Comments on assessment context:
	





	Assessment decision:
	







	FEEDBACK AND FUTURE ACTION

	Reinforcement of good performance:
	





	Gaps in performance and strategies for further improvements:
	






Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne, p. 196.
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Assessment agreement
	
Candidate name: 	

Phone contact/s: 
	
	
	

Assessor name: 	

Units of competency to be assessed:
·  
·  
· 

Evidence to be collected:
·  
·  
·  

	Candidate to answer questions (yes/no)
· Have the purpose and the consequences of the assessment been explained?
· Have you received copies of the relevant unit/s of competency?
· Do you understand what evidence is to be collected?
· Have your rights and the appeal system been fully explained?
· Have you discussed any special needs to be considered during assessment?



	I agree to undertake assessment in the knowledge that information gathered will only be used for professional development purposes and can only be accessed by my manager and/or the RTO.

	

Assessor signature: 		Date:	

Candidate’s signature: 		Date:	



Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne, p. 183.
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RTO record of assessment results
	Candidate details
	Assessor details

	
Name: 	
	
Name: 	


	Position: 	
	Qualification: 	


	RTO record of assessment results (please tick appropriate boxes)

	Unit/s:
	COM
	NYC

	



	
	

	

	
	

	


	
	

	

	
	

	


	
	

	


	
	

	


	
	

	Results discussed and agreed to:
	Comments and future action discussed:

	 YES		 NO
	 YES		 NO

	

Assessor signature: 		Date:	

Candidate’s signature: 		Date:	




Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne. p. 195.
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Assessment record
	ASSESSMENT RECORD
Unit/s: 	

Descriptor: 	
	
	


	Candidate name: 	


	Elements
	Summary of evidence provided

	
	

	
	

	
	

	
	

	Assessor comments

	
 Competency achieved
 Competency not yet achieved


	


Assessor signature: 		Date:	

Candidate’s signature: 		Date:	



Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne, p. 197.
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Candidate’s record of competency
	
Unit/s:		
			
		

	I can perform the following:
·  
·  
·  
·  
·  

	Evidence produced:
·  
·  
·  
·  
· 

	Further actions plan:
·  
·  
· 
·  
·  


	




Assessor signature: 		Date:	

Candidate’s signature: 		Date:	




Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne, p. 198.
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Competency record
	
Unit/s:		


	Elements and performance criteria
	Successfully completed

	
	Assessor initials
	Date

	

	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Comments: (if not competent please provide comments) 

	
Assessor signature: 		Date:	

Candidate’s signature: 		Date:	




Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne, p. 199.
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	POST ASSESSMENT INTERVIEW

Unit code: 	

	Assessment results
	YES
	NO

	· Evidence summary discussed
	
	

	· Judgment of competency discussed
	
	

	· Assessment record signed
	
	

	Candidate’s feedback

	· Understood assessment process and requirements
	
	

	
Candidate’s comments:
	
	
	
	
	

Agreed future strategies:
	
	
	
	
	
	
	

	Date of interview:
	
	Candidate’s signature:
	
	Assessor’s signature:
	




Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne, p. 200. 
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