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[bookmark: _Toc445311185]Assessment – TAEASS401B: Plan assessment activities and processes
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for TAEASS401B: Plan assessment activities and processes.
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: _Toc445311186]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. Determine assessment approach
2. Prepare the assessment plan
3. Develop Assessment Instruments
You will also need to show:
Cognitive interpretation 
Technology
Research and evaluation 
Literacy 
Communication and;
Interpersonnel skills
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[bookmark: _Toc322513516][bookmark: _Toc445311188]Activity 1A
	Estimated Time
	40 Minutes

	Objective
	To give you an opportunity to develop your own observation checklist.

	Activity
	Individually or in small groups, complete the following:

You have been approached by a landscaping company who wish to have Bill, their experienced landscaper, assessed for recognition of his prior learning (RPL) and obtain a Certificate III in Landscape Construction.

Additionally, they wish to sign up an apprenticeship for a new employee and have Bill to supervise him after he gets qualified.

Answer the following questions:

What are some of the assessment methods they can use for assessing their 2 different learners?






Why is it important to create and use benchmarking in the assessment process?







Why is it important to recognize Bill’s current existing competence?







What would be one of the initial observations when analysing the 2 different students’ study needs which may have a major effect to the way that assessments will be carried out?






What other crucial legal requirements may apply to Bill being able to supervise certain landscape work or even perform it himself after obtaining the qualification?






How could you identify opportunities for integrated competency assessment when planning how to assess Bill? 






Give an example of 2 units you will consider as holistic (integrated) assessment from the Certificate III in Landscape Construction.






How could you contextualise the competency standards and activities into the operating assessment environment in both the cases of RPL and the workplace learning (apprenticeship)?








List at least 2 different requirements you as a trainer will have to follow when determining assessment approach for the following aspects:

· Legal
· Organisational 
· Ethical 
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Project (40 Minutes)

Select a unit of competency of choice from the Certificate III in Landscape and develop an observation checklist using the template provided in this table to cover the required practical elements of this unit.

The performance criteria you are going to observe should be written in the highlighted column.

You must include a benchmark to reflect the expected satisfactory performances from the student so that any trainer using your checklist will be able to make the same level of decision when assessing this unit.

An example for the tasks and relevant benchmark is given in the table.

	PRACTICAL SKILLS ASSESSMENT

	
UNIT CODE
	
	Student
	

	UN IT TITLE
	

	Date completed
	

	Observation: 
Student must be able to..., including :
· ...
· ...
· ...
Photographs and/or video recording of the student may be used to support this practical skills demonstration.
Note: the grade given will be ‘S’ for Satisfactory or ‘NS’ for Not Satisfactory performance of the required skill. A final grade of ‘C’ for competent of ‘NC’ for Not Competent is made only at the completion of the unit of competency.

	TASK 1
	CRITERIA- did the student:
	S/ NS
	Feedback

	TASK NAME
	1
	Choose the correct product to use for the plant disease presented
Products may include: fertilisers, chemicals such as herbicides, insecticides and any other relevant chemicals or natural products
	
	

	
	2
	Choose the correct application rate for the fertiliser
Application rate should be taken from the product label and correct ratios applied.
	
	

	
	3
	
	
	

	
	4
	
	
	

	
	5
	
	
	

	
	6
	
	
	

	
	7
	
	
	

	
	8
	
	
	

	
	9
	
	
	

	
	10
	
	
	

	
	11
	
	
	

	
	12
	
	
	

	
	13
	
	
	

	
	14
	
	
	

	Comments and areas for further skills development
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	Estimated Time
	30 Minutes

	Objective
	To give you an opportunity to develop your own evidence plan.

	Activity

Group/Pair Activity
	In pairs or in small groups, you will be asked to;

Develop an evidence plan for a unit of competency you are likely to be delivering in the future. Use the template provided as a guide but make sure you include the actual Elements and Performance Criteria required.




	
	Evidence Plan
	
	
	
	

	Element 1
	1
	2
	3
	4

	Performance Criteria 1.1
	


	
	
	

	Performance Criteria 1.2
	


	
	
	

	Performance Criteria 1.3
	


	
	
	

	Performance Criteria 1.4
	


	
	
	



1 = Observation checklist
2 = Demonstration
3 = Questions / Multiple Choice / Essays
4 = Third Party / Supervisor report provided
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Activity 2B
	Estimated Time
	20 Minutes

	Objective
	To give you an opportunity to determine assessment methods and assessment modifications.

	Activity
	Individually or in small groups, you will be asked to;

Determine the assessment methods you plan on using with your learners for a training program you are likely to deliver in the future.










Answer the following questions;

What are some modifications you may need to make to your assessments based on learner needs?












How can you as the trainer or assessor ensure the learners understand what is expected from them in the assessment?
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	Estimated Time
	20 Minutes

	Objective
	To provide an opportunity to revise this unit so far.

	Activity
	Individually or in small groups, answer the following;

List two types of assessment tools and their most appropriate application.








What is the best way to determine if an assessment is valid?








What is the name of this process of checking that assessment is valid?








What principles must the rules of evidence cover?








What do you think could happen if the assessment process is not explained properly to the learners?
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	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to develop your own assessment instrument.

	Activity

Project
	Individually or in small groups, ask the learners to:

· Develop two assessment instruments based on the definitions provided in this unit
· Map assessment instruments against unit or course requirements
· Write clear instructions for candidate about the use of the instruments
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	Estimated Time
	30 Minutes

	Objective
	To give you an opportunity to review the assessment instruments of others, review and act on feedback for continuous improvement and refresh your knowledge on the four principles of assessment and how they guide the assessment process.

	Activity

Project cont.
	Individually or in small groups, trial the assessment instruments by swapping the assessments instruments developed in the previous assignment with the person or small group next to you, review and analyse their sustainability for use against all the 4 rules of evidence and modify as required to the appropriate target group.

Write a clear feedback about your findings and hand it to your trainer. If you do not have a partner to review their assessment instrument than your trainer will hand you an assessment instrument for review.

In your report clearly identify the assessment name and author and what modifications or improvements you can find and if any parts of the package where not properly covered.































Individually; evaluate the feedback you received on your 2 assessments from the previous activity and determine and implement improvement processes.



















What are the four principles of assessment?














How the 4 principle of assessment they guide the planning and evaluation of assessment and their process?
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to understand how easy it is for even clear instructions to not make sense when there is no feedback.

	Activity

Group/Pair Activity
	Your trainer will take you through a practical activity with two volunteers.

Once complete, answer the following questions;

Did the first pattern match the second one?









Was it easy to follow the very clear and specific instructions?









What could have made the instructions easier to understand or follow?









If a trainer only gives instructions but does not get feedback from the learners to make sure they understand, what can go wrong?
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	Estimated Time
	10 Minutes

	Objective
	To you an opportunity to understand how important it can be to follow instructions.

	Activity
	Individually, complete the following quick exam;

1. Read the following quick trivia quiz before you complete any of the items.
2. Write your name on the top right hand corner of this page.
3. Complete the following questions as quickly as you can;
4. Divide 70 by 5 = 
5. Multiply 14 x 6 =
6. What is the capital of China? 
7. How many people were on the spaceship that landed on the moon in 1969? 
8. Who is Goldie Hawn’s daughter? 
9. What movie did Mel Gibson star in where he could hear women’s thoughts?  
10. Who is the current President of the United States?
11. How many states are in Australia? 
12. Who was Prime Minister of England in 1994? 

Now that you have read the quiz, only complete question 2.
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to understand the importance of giving clear instructions.

	Activity

Group/Pair Activity
	In pairs or in small groups, discuss how effective the following instruction would be;

Instruction 1
You will be required to explain two ways to communicate effectively with your learners.

Instruction 2
You will be required to explain two ways that people communicate effectively – in point form please provide 3 points and explain the benefits of using each method in a classroom situation. You have 10 minutes to complete this assessment which relates directly back to what you have just learned.

Which of these 2 set of instruction is clearer? Why?














In a small group or in pairs, think of how you would write specific instructions for the assessment of a learner to drive a car, bake a cake, develop a filing system or deliver a presentation (or something of your choice). Write a checklist that you will use as part of the assessment process.
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	Estimated Time
	30 Minutes

	Objective
	To give you an opportunity to provide input into a case study.

	Activity

Case Study
	Individually or in small groups, discuss the following case study;

Sarah from TLC has been asked to intervene with a trainer that has conducted an assessment of some factory workers. The factory staff were assessed but one staff member in particular, who is quite loud and opinionated, has failed the assessment.

When Sarah made some enquiries into the situation, she has discovered the following;

· The trainer did not seem to get along with the staff member as he often interrupted her. 
· The staff member often made crude comments about the trainer in front of the rest of the group and often commented on her dress and appearance.
· The staff member was told they have not passed the assessment.
· The staff member has been working in the factory for 4 years and feels he understands the job well enough to have passed. He feels the trainer has it in for him and wants to lodge a formal complaint against her.
· The trainer is devastated as she feels she handled the situation to the best of her ability.

What has gone wrong in the above example?








What can be done to rectify the situation?







What should the trainer do if this situation happens again?
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	Estimated Time
	30 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:

· Technology
· Research and evaluation
· Interpersonal skills
· Ethical and legal requirements
· Purposes of assessment
· Types of evidence
· Assessment methods

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

1. What technology and equipment do you need to use to communicate with others?

2. In what ways will you be using research and evaluation skills when planning assessment activities and processes?

3. Why is it important to demonstrate sensitivity to access and equity considerations and candidate diversity?

4. Why should you promote and implement equity, fairness, validity, reliability and flexibility in planning and assessment processes?

5. What are the ethical and legal requirements of an assessor?

6. What are the different purposes of assessment?

7. What types of evidence are there and how can they be used?

8. What assessment methods and instruments can be used?
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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 can be completed as a major project in class or as a work-based project to be undertaken during the learner’s own time.

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

For the role play, you will need to work in groups in the classroom or have someone film the role play for submission as part of your assessment.

ROLEPLAY

You must plan and organise the delivery of training and assessment of agreed upon performance criteria (on a minimum of Three (3) occasions (one session must be an RPL one session must be a whole unit of competence) and:

· You must gather the following evidence which should be provided by the trainer or designed as a group. 
· This evidence must be placed into a portfolio with your Observation and Third Party Sheets. 
· These sessions should take place during class time in small groups and one must cover a whole unit of competence.
· You must provide three (3) sets of evidence.
· Complete template Provide Work Skill Instruction for each session.

Evidence to be collect must include:

· Documented assessment plan
· Having covered a range of assessment events
· Catering for a number of candidates
· Different competency standards at or accredited curricular and rpl assessment
· Contextualisation of competency standards and the selected assessment tools, where required
· Incorporation of reasonable adjustment strategies
· Development of simple assessment instruments for use in the process
· Organisational arrangements 

Please write a short report about your Assessment/RPL’s you performed. In the report you should answer the following questions, which are:

· How the assessment plan was interpreted and what benchmarks and assessment tools did you use (Were these appropriate? Why? Why not?)
· List the documents and research that you would need to do to determine resources?
· What information did you need to provide the candidate with for each assessment? Do you feel that you were clear when you explained the process?
· What evidence did you gather when you performed the assessment?
· Do you feel that you gave appropriate support in your RPL/Assessment processes through two way feedback process? Explain your answer by giving clear examples.
· Do you feel that your assessor demonstrate appropriate communication and interpersonal skills to develop the relationship with you. (Give examples).
· What judgement did you make about the learner (C or NYC)? Did you feel that this was appropriate? Why? Why not?
· If there were any risks in the learning environment, list them and explain what steps you took to minimise them?
· What records did you need to complete?
· Why is it important to review your experience? What would you do with this experience?
· Do you believe that you made appropriate adjustments during these role-plays? Give examples.

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;

· The critical aspects of validation using different validation approaches and activities are addressed
· The purpose of validation and the legal and ethical responsibilities are addressed
· It should be noted and discussed now documentation will be kept 
· The relevant people that should be included in the validation process should be identified
· The group should communicate appropriately and provide feedback where necessary
· How are the findings going to be recorded
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Appendices
Congratulations! You have now finished TAEASS401B: Plan assessment activities and processes. 
Appendices of the templates included in this unit have been included for your own reference on the following pages.
[bookmark: _Toc445311202]
Sample Observation Checklist
	Performance Criteria
	Learner Meets the Criteria
	Comments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Follow up required:
_______________________________________________________________________________
_______________________________________________________________________________
Learner is:           Competent           Not Yet Competent (Circle One)
Assessor / Trainer Name:        ____________________________________________________
Assessor Signature:             ____________________________________________________
Date:                         ____________________________________________________
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 Sample Evidence Plan
	Evidence Plan
	
	
	
	

	Element 1
	1
	2
	3
	4

	Performance Criteria 1.1
	
	
	
	

	Performance Criteria 1.2
	
	
	
	

	Performance Criteria 1.3
	
	
	
	

	Performance Criteria 1.4
	
	
	
	



1 = Observation checklist
2 = Demonstration
3 = Questions / Multiple Choice / Essays
4 = Third Party / Supervisor report provided
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Trainer / Assessor Marking Guide
	Learner:
	

	Trainer / Assessor:
	

	Training Program:
	

	Date of Assessment:
	

	Assessment outcome:
	Competency 

	
	C
	NYC

	Did the learner submit the assessment in the required timeframe?
	
	

	Units covered
Element 1 – specify details 
Element 2 – specify details
Element 3 – specify details

	
	

	Comments for learner:

	Overall outcome:
	 Competent   Not yet competent

	Trainer / Assessor name:
	

	Trainer / Assessor signature:
	

	Date:
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