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[bookmark: _Toc377019763]Candidate Details
[bookmark: _Toc377019764]Assessment – TAEDES402A – Use Training Packages and Accredited Courses to determine client needs
Please complete the following activities and hand in to your trainer for marking.  This forms part of your assessment for TAEDES402A – Use Training Packages and Accredited Courses to determine client needs.
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: _Toc377019765]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:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________




[bookmark: _Toc360624850][bookmark: _Toc377019766]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. Select appropriate training package or accredited course 
2. Analyse and interpret the Qualifications Framework
3. Analyse and interpret units of competency and accredited modules
4. Contextualise units and modules for client applications
5. Analyse and interpret assessment guidance 
You will also need to show your;
Communication and interpersonal skills 
Planning skills 
Cognitive skills 
Research skills 



[bookmark: _Toc377019767]Activities
[bookmark: _Toc326663520][bookmark: _Toc374912213][bookmark: _Toc326663523][bookmark: _Toc326663527][bookmark: _Toc326663530][bookmark: _Toc326663537][bookmark: _Toc326663540][bookmark: _Toc326663565][bookmark: _Toc326663567][bookmark: _Toc326663569][bookmark: _Toc326663574][bookmark: _Toc326663576][bookmark: _Toc326663582][bookmark: _Toc326663587][bookmark: _Toc377019768]Activity 1.1.1
	Estimated Time
	2 Hours

	Objective
	To encourage learners to understand the concept of putting together a short Induction Program for an organisation in the VET environment based on client requirements and needs.

	Activity

Project
	You will be preparing an induction for a new staff member who has just joined your RTO.  
Develop the following items;
· An induction checklist which includes procedures for new staff to go through
· A PowerPoint presentation or information sheet that demonstrates the following;
· Management structure
· What support is available for students with special needs
· Inclusivity and how the RTO enforces and practices these principles
· EEO Policy
· Staff development policy
· Legal responsibilities relating to working for an RTO
· How the diversity of students is dealt with
· Expectations relating to ethical and inclusive behaviours 









The new staff member is an office administrator. His role will includes computer tasks, organising the office manager daily schedules, welcoming guests coming into the office, maintain the housekeeping of the office and answering the phone. He does not hold any qualification or has limited small office experience, while this company is pretty big. He is currently interesting in professional development and would like to study Certificate II in Business.
1. Based on this job role, what do you think will be the client needs in terms of training?
















2. What can be a good entry course level for this employee?













[bookmark: _Toc374912214][bookmark: _Toc377019769]Activity 1.2.1
	Estimated Time
	30 Minutes

	Objective
	To encourage learners to brainstorm ideas relating to accessing resources for a training program they intend to put together.

	Activity
	Individually or in pairs, think of a training program for the following scenario. Then, answer the following questions;
Scenario:
You work for a Registered Training Organisation and have been approached by the HR manager of the ‘The Good Life Hotel’. The HR manager is looking for an entry level qualification for their front desk staff. 
From a training needs analysis it has been identified that the following areas of training are required:
· Answering telephone and face to face enquiries
· Greeting guests as they arrive
· Handling guest departures
· Catering to the requests of guests
· Basic office duties such as filing, photocopying, sending and receiving faxes and distributing monthly newsletters.

The human resource manager wants to improve the level of customer service. The hotel has developed specific policies and procedures that detail customer service requirements. The human resource manager wants the training and assessments to reflect organisational standards and conduct one on one or small groups to minimise disruption to day to day business.
What Training Package is likely to be appropriate for this scenario?
	






Research TGA website and find which the most suitable qualification for the client needs is? Why?
	






Who are the targeted learners?
	







List the qualification packaging rules
	










What units of competency would you select for your learners from the scenario? Complete the table below, indicating if the unit is a core/elective/ imported and explain why you choose it.
	Unit Code
	Unit name
	Explanation

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



 


[bookmark: _Toc374912215][bookmark: _Toc377019770]Activity 1.2.2
	Estimated Time
	20 Minutes

	Objective
	To get the learners to think about accessing information for development of a training program.

	Activity
	Individually or in pairs, answer the following questions;
Why would it be important to access information from an employee’s work history to help develop a training program?
	








What should you do if they are unable to get access to this information?
	








If you are able to get access to a learner’s job description, how would this help?
	









[bookmark: _Toc374912216][bookmark: _Toc377019771]Activity 1.3.1
	Estimated Time
	30 Minutes

	Objective
	To get the learners to think about considerations relating to selecting supporting materials for the training program.

	Activity
	Individually or in pairs, ask the learners to answer the following questions;
What considerations should be taken when developing activities, role plays, case studies and simulated activities relating to the following;
Environment:
	







Client Budget Constraints:
	







Resistance from Learners:
	








What are some of the ways in which a trainer can maintain their knowledge and skills and be up to date with the industry at all times?
	



























[bookmark: _Toc374912217]

[bookmark: _Toc377019772]Activity 2.1.1 
	Estimated Time
	60 Minutes

	Objective
	To allow learners to demonstrate knowledge in unpacking a Training Package and to ensure they understand the concept of packaging rules.

	Activity

Research
	Individually or in pairs, ask the learners to;
Scenario: Dean works for ‘Green Grass’ which is a Landscape company, but does not hold any qualification. His employer would like to up-skill him so that all of the company employees will be educated in the landscape field. What he looks for is a middle level course as dean already gained experience in the field. Dean is keen to study, however, doesn’t have the amount of money to pay the course.
Search TGA and find a suitable training program qualification for Dean:
What is the qualification you found for him?
	










Under which training package does this qualification belong?
	







What are the packaging rules / qualification rules relating to the Training Program they have chosen?
	










What are the core units of competency for the qualification Training Package?
	










How can the packages be contextualised for the client and learner needs? Choose 4 different Performance Criteria from this qualification and indicate what contextualisation you can do for the client training program it in the table below:
	Performance Criteria
	Contextualisation

	
	

	

	

	

	

	

	

	

	



Are there any licensing or prerequisites in this qualification?
	
	









What funding program can you offer to Dean to meet his needs, assisting him with the course payments?

	





















[bookmark: _Toc374912218][bookmark: _Toc377019773]Activity 2.2.1
	Estimated Time
	30 Minutes

	Objective
	To give learners an opportunity to think about the licensing requirements they may need to be aware of for a training program they may need to develop.

	Activity

Research
	Individually or in pairs, ask the learners to;
Research a Training Package of their choice.
What are the licensing requirements they may need to consider in the development of a training program based on the Training package they have chosen?





















[bookmark: _Toc374912219][bookmark: _Toc377019774]Activity 2.3.1
	Estimated Time
	20 Minutes

	Objective
	To give learners an opportunity to think about suitable electives for a training program they may need to develop for a target learner group.

	Activity

Research
	Let’s go back to the previous scenario about Dean, the landscaper. In the Green Grass company his main role is to do all the planting of Turf and other plants.
Research the elective units available for this qualification. What are the most appropriate electives to include in the development of the training program that are most applicable to the client?
	
















What AQF level are the units you have chosen for Dean’s training program?
	



















[bookmark: _Toc374912220][bookmark: _Toc377019775]Activities 3.1.1 and 3.2.1
	Estimated Time
	20 Minutes

	Objective
	Case study for learners to determine how they may choose suitable units for delivery of a training program.

	Activity

Group/Pair Activity
	Individually or in pairs, the learners are going to be required to put together a brief on a training session they may need to deliver.
Name of Session: 
	





Duration of Session: 
	





Target group of learners: 
	











Where will the session be delivered?  (e.g. on site, off site, distance etc) 
	













Write down two learning objectives of the session: 
	



















How are you going to determine the best units to include in the session? 
	






















[bookmark: _Toc374912221][bookmark: _Toc377019776]Activity 3.3.1
	Estimated Time
	45 Minutes

	Objective
	For learners to understand the concepts behind linking a program to the client needs.

	Activity
	Individually or in pairs, ask the learners to answer the following questions;
How can you ensure you have determined that the training program will be applied appropriately to the client and their needs? 
	












When using a Training Package as the basis for which to develop your program, what should you consider? 
	











What are some of the ways in which a trainer can maintain their knowledge and skills and be up to date with the industry at all times? 
	









Training Package terminology and language:
Search the TGA website to be able to answer the following questions:
1. From a unit of your choice, write below one Element. Indicate the unit code and title you took it from.
	









2. From a unit of your choice, write down 2 ‘Critical aspects of assessments’. Indicate the unit code and title you took it from.
	









3. Write down the Communication Skills learners are required to gain as part of the Employability skills for the unit BSBINN301A.
	














[bookmark: _Toc374912222][bookmark: _Toc377019777]Activity 3.4.1
	Estimated Time
	45 Minutes

	Objective
	For learners to understand the concepts behind documentation of a unit.

	Activity

Project
	Individually or in pairs, ask the learners to complete the following project;
You work for an RTO that has decided that the documentation procedure is not adequate for audit purposes.
Your manager has approached you and asked if you can put together a new policy and procedure for all staff to follow in relation to documenting training material.
Write a one – two page policy outlining how this will be done in your workplace. 
	














Determine why you think it is important to document the analysis of a unit in a clear and concise manner. 
	

















[bookmark: _Toc374912223][bookmark: _Toc377019778]Activity 4.1.1
	Estimated Time
	20 Minutes

	Objective
	To ensure the learners can define and understand Contextualisation in a training environment.  

	Activity
	Individually or in pairs, ask the learners to answer the following questions;

Define Contextualisation in your own words
	











Who should you consult with when you need to contextualise your training materials? 
	









Why is it important to get feedback on how you plan on customising a training program? 
	

















[bookmark: _Toc374912224][bookmark: _Toc377019779]Activity 4.2.1
	Estimated Time
	20 Minutes

	Objective
	For learners to investigate the ISC (Industry Skills Council) that is responsible for the Training Package they will be using.

	Activity

Research
	Individually or in pairs, ask the learners to investigate the contact details for the ISC that is responsible for the Training Package they may be using in a training environment.

Contact details of ISC: 
	








Why should competency standards be contextualised? 
	











Who should be consulted to ensure contextualisation is accurate to the needs of the learners, their workplace or their job role? 
	
















[bookmark: _Toc374912225][bookmark: _Toc377019780]Activity 5.1.1
	Estimated Time
	20 Minutes

	Objective
	For learners to investigate Assessment Guidelines within a Training Package they will be using.

	Activity

Group/Pair Activity
	Individually or in pairs, ask the learners to investigate the Assessment Guidelines for a Training Package they may be using in the future. Ask them to present their findings to the group. 
	
















What is the difference between an Assessment Guideline and an Evidence Guide? 
	





















[bookmark: _Toc374912226][bookmark: _Toc377019781]Activity 5.2.1
	Estimated Time
	30 Minutes

	Objective
	Revision for the learners on what they have learned so far.

	Activity
	Individually or in pairs, ask the learners to answer the following questions;

What special requirements or client needs might you come across? Give real examples where possible.
	
















Why is it important to ensure you implement reasonable adjustment to suit client needs?
	




















[bookmark: _Toc360624853][bookmark: _Toc377019782]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:
· Communication and interpersonal skills 
· Planning skills 
· Cognitive skills 
· Research skills 
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 aid in using Training Packages and Accredited Courses to meet client needs? Give examples for each.
· Communication and interpersonal skills 
· Planning skills 
· Cognitive skills 
· Research skills 
2. Where can you locate Australian qualifications framework (AQF) guidelines, including characteristics of AQF qualification levels?
3. What are the functions and responsibilities of training package developers and course accreditation agencies, and their roles as vocational education and training (VET) organisations?
4. What is meant by ‘dimensions of competency’?
5. How are accredited courses usually formatted and/or structured?
6. How are competency standards usually formatted and/or structured?
7. What are the functions of training packages and accredited curriculums as benchmarks in a competency-based VET training and assessment system? 
8. What methodology relating to analysing and using competency standards or a range of applications and purposes to meet the needs of a diverse range of VET clients are you aware of?
9. What language and terminology is used in training packages and accredited courses?
10. What parts of training packages can be contextualised and what parts cannot?
11. What is the structure of training packages and the role and purpose of each endorsed component?
12. What sources of training package information can you access?
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[bookmark: _Toc377019783]Major Activity								
	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. How would you confirm the training and/or assessment needs of a client?
2. Where can you source training packages and/or accredited courses which could satisfy client needs?
3. How can you ensure you use training products in line with the training and assessment organisation’s quality assurance policies and procedures?
4. What are qualification rules?
5. What is meant by ‘licensing requirements’ and ‘prerequisites’?
6. What methods can you use to determine suitable electives that meet client needs and job roles?
7. What will you consider when selecting an individual unit or accredited module to meet a client’s needs?
8. How can reading, analysing and interpreting all parts of the unit or accredited module help with the application to the client’s needs?
9. Why is it important to analyse the links between a unit and/or accredited module?
10. Why is it important to document any analysis of a unit or accredited module in a clear and accessible manner?
11. How can you use information from the client to contextualise the unit or accredited module to meet client needs?
12. How can advice on contextualisation produced by the training package developer or course developer be used to meet client needs?
13. Why is it important to read, analyse and apply the assessment guidance of the relevant training package or accredited course?
14. Why is it important to determine any special requirements for assessment or reasonable adjustment to suit client needs?
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