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Instructions to Assessor
[bookmark: _Toc462931073]Prior to conducting the assessment
· Read this document in its entirety
· Contextualise the activities, observations/demonstrations and other submitted evidence to ensure it reflects the learner cohort. Check this against the mapping, to ensure it is still valid
· Ensure that workplace (or simulated environment for learners that are not working) is suitable for the parameters of any required task, to ensure the learners will have an appropriate opportunity to demonstrate their skills
· If observations are undertaken on the job/in a simulated environment, discuss the assessment methods with the third party, so that they are aware of what is required of them (e.g. using the Third Party Observations/Demonstrations document), as well as any modifications that may be required in the workplace
· Ensure that the learner is allocated the appropriate time and resources required for the tasks
· If appropriate, determine and agree with the third party an acceptable timeframe for each observation
· Advise the learner prior to conducting observation/assessment:
· what will occur throughout the assessment process
· when the assessment will occur
· the level of competency expected
· Confirm arrangements for the third party to observe the learner in the workplace with the learner and the third party
· Ensure that the third party understands the requirements and instructions regarding the Third Party Observations/Demonstrations
· Never tell the learner how to perform a task or answer a question, as that would render the assessment invalid – the expectation is that the learner should know this prior to commencing the assessment
· Use the checklists and answer guides to assist you with marking, but never show or share them with the learner or the third party.

[bookmark: _Toc462931074]Selecting a third party
· The third party must be someone in a position to make a valid comment on performance of the learner, e.g. a line manager
· You may use the third party at your discretion, when you feel the learner has not given a satisfactory response for any of the criteria in the unit of competency. Therefore, you may not need third party evidence for all of the performance criteria.
[bookmark: _Toc462931075]Conducting the assessment
· Establish and oversee the evidence-gathering process to ensure it remains valid, sufficient, authentic, current and flexible
· Advise the learner when to commence the assessment
· Gather supporting documents, where available and appropriate, as evidence to help you make a judgement of the learner’s competency
· Record observations and evidence against the checklist
· Where a checklist point is not observable due to reasons outside the learner’s control, modify the scenario to allow the learner an opportunity to perform the task in question
· Do not interfere with the assessment unless the learner’s actions impose a risk of harm
· If there is an error, record it
· When the assessment is complete, advise the learner and record your comments in the relevant section. You must determine whether they are competent (C) or not yet competent (NYC).
[bookmark: _Toc462931076]Making the decision on competency
· The learner needs to be deemed satisfactory for all of the criteria in the unit to gain competency
· If you are in doubt of the learner’s competency, gather further evidence to guide your decision. For example, this may include asking supplementary questions or requesting a portfolio of evidence from the learner
· Assess learners on their performance in this unit, not on actions before or after the assessment (unless a portfolio of evidence is required)
· Use the checklists and your professional judgment to determine the final outcome. However, if the learner’s performance in the assessment does not reflect performance during the course, consider undertaking an oral quiz or other supplementary assessment
· If you are marking the learner NYC (Not Yet Competent), ensure you outline why you have made this decision, and provide advice on how the learner can improve skills/knowledge prior to their next attempt.


When using evidence you have gathered on the learner to judge their competency, the following criteria will need to be met (as applicable to the unit of competency):
· All the performance criteria elements have been addressed to the required standard (set out in the unit of competency)
· The knowledge evidence/required knowledge has been demonstrated
· The performance evidence has been practically demonstrated
· The foundation skills/required skills have been practically demonstrated
· The assessment conditions/critical aspects of assessment have been met
· The context and consistency of assessment are addressed to appropriate AQF level
· The learner has been assessed through a range of assessment methods
· The learner has completed all assessments to the levels defined in the assessor workbook (as stated in the Learner Workbook activity answers and summative assessment answers).
[bookmark: _Toc462931077]After the assessment
· Provide learners with:
· clear and constructive feedback based on the assessment decision
· information on ways of overcoming any identified gaps in competency revealed by the assessment
· the opportunity to discuss the assessment process and outcome 
· information on reassessment and the appeals process
· an opportunity for reassessment, if appropriate
· Regardless of the outcome of the assessment, provide all learners with a copy of the completed checklist, ensuring the comments section is completed. 
· Where the learner’s performance is deemed not yet competent, provide detailed feedback on the criteria they need to improve upon, if requested
· Record and report the outcome of assessment for each learner.

[bookmark: _Toc415147200][bookmark: _Toc462931078]Observation/demonstration
Throughout this unit, the learners will be expected to show their competency of the elements through observations or demonstrations. As trainer/assessor, you will compile a list of demonstrations that you recognise the learners will need to complete, or tasks to be observed. Any required observations and demonstrations will need to be completed, as well as the activities found in the Learner Workbook. 
An explanation of observations and demonstrations:
Observation is on-the-job
The observation will usually require:
· Performing a work based skill or task 
· Interaction with colleagues and/or customers.
Demonstration is off-the-job
A demonstration will require:
· Performing a skill or task that is asked of you
· Undertaking a simulation exercise.
You will need to inform each learner which one of the above they will be required to do. The observation/demonstration will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. As trainer/assessor, you will ensure each learner is provided with the correct equipment and/or materials to complete the task. Learners should also be informed on how long they have to complete the task.
Learners should be able to demonstrate the skills, knowledge and performance criteria required for competency in this unit, as seen in the Learner Guide.


[bookmark: _Toc462931079]Reasonable adjustments
Where learners are unable to complete the tasks in the methods specified due to situations beyond your/their control, you will need to make reasonable adjustments.
These will be dependent on the specific needs of the learners.
While learner needs will vary on an individual basis, examples are given below:
Learner workbook written answers
If the student is unable to write (e.g. due to a disability or injury), you may ask them questions verbally and record their responses on an audio device.
Also, you have the option of asking supplementary questions to confirm their competency in a given criteria, if necessary.
Skills activity
If the learner is unable to demonstrate their skills at the time of your presence, for whatever reason, they could provide a video demonstration to the assessor, or obtain third party evidence of them demonstrating the skills in question.
Knowledge activity
If the learner is unable to verbally answer questions, for whatever reason, they could provide written answers to the questions, or provide an audio recording of their answer at a later date.
Performance activity
If the learner is unable to perform the required practical tasks at the time of asking, for whatever reason, they may provide video evidence at a later date, or complete the task in a simulated environment, with evidence given by the designated third party, if required.




[bookmark: _Toc462931080]Additional Evidence
In addition to the assessments provided in this unit, learners may also display competence through additional evidence. 
This may include, but is not limited to:
Workplace evidence
Portfolios
Existing qualifications
Workplace documents
Case studies
Research
Reports.
This additional evidence may be submitted by the learner or their third party, but should be subject to validation by the assessor.


[bookmark: _Toc462931081]Learner Workbook Activity answers
Complete the following activities individually or in a group (as applicable to the specific activity and the assessment environment).
[bookmark: _Toc427152043][bookmark: _Toc462931082][bookmark: _Toc435695596][bookmark: _Toc435782284]Activity 1A
	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to identify, access and interpret sources of information about the legal requirements that apply to the work role.

	Activity
	1. Outline five types of common legal issues relevant to the workplace.

2. Give a brief overview of the Australian legal system.

3. What are the two types of laws? Give examples of each.

1. Answers may include any five of the following:

· Harassment (sexual, racial etc.)
· Discrimination
· Unfair dismissal
· Copyright/patent issues
· Customer disputes
· Employee background checks
· Privacy/confidentiality issues
· Duty of care/neglect
· Employee rights
· Client rights
· WHS.

2. In Australia, each State and Territory is self-governing and have separate jurisdictions, complete with their own court system and parliaments. This means that laws are not binding between States and Territories (though they may influence rulings as such). It has originated and is based upon British law.
The legal system is designed to be non-discriminatory and is underlined by principles such as procedural fairness, judicial precedent and the separation of powers.
The basis of it comes from the system of common law – this is that current, pending decisions in court cases are based upon the results and decisions of previous cases. This ensures a progressive nature of the legal system.
When the Australian Constitution was created in 1901, it created a federal system of government that distributed powers between the federal government and states. 


There are two types of powers: 
· Exclusive powers – the federal government can has exclusive power to make laws on things such as:
· trade and commerce
· taxation
· defence
· external affairs
· immigration and citizenship
· Concurrent powers – both tiers of government can enact such laws

On all matters not assigned to federal government, states and territories have independent legislative power on these. However, federal laws will always prevail over state laws in areas of ambiguity/inconsistency – they also apply across the whole of Australia.
In total, there are nine legal systems in Australia – one federal system and eight state and territory systems. Most people in daily life are affected by the criminal laws of state and territory legislation.
Each federal and state system has three branches of government – legislative (to make the laws, in parliaments), executive (to administer laws) and judicial (to interpret and apply laws).

3. Exact answers will vary but may include:

Criminal laws
These laws are designed to protect society and, if you break them, police can take immediate action.

Categories and examples of when criminal laws apply include:
· Traffic/road laws 
· Public order 
· Property 
· People .

Civil laws
These laws solve problems and disputes between two or more parties – the courts and legal personnel resolves these issues.

Categories and examples of when criminal laws apply include:
· Contract law
· Employment law

· Family law
· Law of Torts.






[bookmark: _Toc427152044][bookmark: _Toc462931083]Activity 1B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify the scope and nature of own legal rights and responsibilities.

	Activity
	What are the key statutory and regulatory requirements relevant to your work role?

Answers will vary between participants, but may include:

· Aged care standards
· Building standards
· Care and education of young children
· Child protection and guardianship legislation
· Criminal acts
· Disability standards
· Discrimination and harassment
· Equal employment opportunities
· Freedom of information
· Health records legislation
· International and national standards
· Mental health legislation
· Pharmaceutical benefits
· Poisons and therapeutics
· Privacy legislation
· Public health
· Registration and practice of health professionals
· Residential and community services
· Restrictive practices
· WHS






[bookmark: _Toc427152045][bookmark: _Toc462931084]Activity 1C
	Estimated Time
	1 hour

	Objective
	To provide you with an opportunity to adhere to legal requirements in work practice according to workplace policies and procedures and scope of role.

	Activity
	1. How is duty of care enshrined in law? How does it relate to negligence?

2. How can you ensure that competence is maintained in the workplace?

3. What steps does your organisation take to maintain confidentiality?

4. How is confidentiality protected by law?

5. Why is it important to seek client agreement before providing services? What strategies can you use to involve clients in decisions?

1. Duty of care comes under the ruling of tort law i.e. a civil wrong as opposed to a breach of contract. It requires an individual to provide a standard of reasonable care while carrying out any activity that could potentially harm others. Breaching duty of care means that you, as an individual, are liable to legal action from the claimant.
Duty of care has been developed through common law i.e. it exists based on past related court rulings – therefore, there is no exact legal definition of things like duty of care and negligence.
Negligence is when damage/harm occurs to another person as a result of someone else not exercising reasonable care. Duty of care requires that an acceptable standard of care is exercised, where it is reasonably practicable, to ensure the health and safety of yourself and others.

2. Competence can be reviewed and monitored through:

· Supervision
· Co-worker/peer support and review
· Professional development
· Reading up on current literature
· Providing advice and services based on current evidence/facts
· Membership of professional associations
· Participating in research programs

3. Answers will depend on participants and their organisation.

4. Confidentiality is required by law in certain respects; the privacy of patient and client records is the most important aspect of confidentiality. Failure to maintain privacy of customer records is punishable by law and organisations can be sued by the patient. 

Confidentiality covers:

· Physical privacy of patients in facilities, such as surgeries, hospitals and residential care homes
· Controlling/not sharing records  
· Monitoring access to records
· Disclosure to third parties:
· Employers
· Other patients and family members
· Insurance companies.
· Use of audit trails to monitor who has accessed medical records and when 
· Encrypting electronic records
· Protection of Personally Controlled Electronic Health Records (PCEHR)
· Not selling or communicating data to pharmaceutical companies
 
Confidentiality laws apply to discussing clients’ conditions and treatment with other people; you need to be aware of the legislation around this and apply it to your discussions. Generally, clients must give their permission for you to contact others about their personal details and you can only discuss their conditions with identified close family members, such as spouses.

Some information must be stored appropriately in line with confidentiality laws and organisational procedures, such as:

· Financial information
· Healthcare/medical records
· Personal details

5. In line with duty of care and confidentiality, you should always look to obtain the agreement of clients before providing them with any services.
This should be obtained by written or verbal consent, if the client is in a reasonable state to give informed consent. In cases where the client is unconscious or unable to give consent for another reason, they may have an assigned advocate who has the power to make these decisions on their behalf. 
By law (e.g. Aged Care Act 1997, Child Protection Act 1999, Disability Services Act 2006 etc.) clients have a right to be involved in decision making related to their own case. Failing to obtain consent can result in a violation of a variety of civil laws.

Involving clients in decision-making can be done by: 

· Asking questions/their opinion
· Discussing options in groups
· Discussing options through key stakeholders within their social network
· Discussing options with others who have experienced the strategies that you are attempting to gain the client's consent on
· Trialling options with them






[bookmark: _Toc427152046][bookmark: _Toc462931085]Activity 1D
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to recognise potential or actual breaches and report according to organisation procedures.

	Activity
	Imagine you have discovered that a colleague has leaked details about a famous patient to the press, concerning the details of their condition and their treatment.

How would you proceed in this scenario?

Notify:

· Supervisor
· Governing/licencing body
· Collect evidence of the leak

If there is a reporting form in the organisation, this may be completed and submitted. The accused must also be given the chance to make a statement and collect evidence to support it.






[bookmark: _Toc427152047][bookmark: _Toc462931086]Activity 2A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify, access and interpret sources of information about the ethical responsibilities that apply to the work role.

	Activity
	Outline your organisation's code of ethics.

Answers will depend on participants and their organisation.






[bookmark: _Toc427152048][bookmark: _Toc462931087]Activity 2B
	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to identify the scope and nature of own ethical responsibilities, and meet ethical responsibilities according to workplace policies and protocols, and scope of role.

	Activity
	1. What are the rights of the client? Outline one of these rights in detail.

2. What are values, attitudes and stereotypes?

3. How can you be culturally sensitive?

4. What are your organisational policies and procedures on disclosure and confidentiality? 

5. Which information should be kept confidential and how can you ensure it is kept as such?

1. Rights may include:

· Access to services
· Confidentiality
· Dignity
· Freedom of association
· Informed choice
· Privacy
· Right to express ideas and opinions
· To an agreed standard of care
· To lodge a complaint

Detailed outlines may be made on any of the following rights outlined in the unit:

· [bookmark: _Toc388882120][bookmark: _Toc388882121][bookmark: _Toc388882122][bookmark: _Toc388882123]The right to privacy
· The right to consent
· The right to safety and adequate care
· The right to complain

2. Answers may include reference to:

Values
Values are things that people view as important in life. They are part of an individual's belief system and develop from our upbringing, becoming part of our morals and conscience.
To a large degree, our surroundings determine our values – family, friends, culture, religion and education. We unconsciously absorb their input and, during adolescence, we begin to explore their values and develop our own – these can be altered through personal experience. As everyone's life differs, our values are unique.


Attitudes 
An attitude is a belief – it is what we think is the proper way of acting or thinking about a particular subject. Their strength can vary – strong ones are values, whereas less important ones are defined as opinions.

Stereotypes
A stereotype is when you group people together based on a similarity or characteristic – it is a simplified image. They are the image that comes into your mind when you think of certain groups e.g. Muslim, politician, student, disabled etc. You homogenise individuals based on your prior views of their 'group' of people.

3. You can be culturally sensitive by:

· Understanding your own attitudes and values
· Not judging others and deciding what is right or wrong for them
· Communicating with the client directly (use an interpreter, if necessary)
· Let the client communicate in their first language (if this makes them more comfortable)
· Always respond professionally
· Try and put yourself in their shoes (figuratively)
· Show them respect and maintain their dignity
· Avoid stereotyping behaviour
· Only document facts, not opinions
· Obtain information on the client form a variety of sources
· Research the client's culture, religion and daily activities
· Consult with colleagues and compare interpretations of the client

4. Answers will depend on participants and their organisation.

5. Types of confidential information include:

· Names and addresses of clients
· Phone numbers and addresses of staff
· Names and personal details of benefactors and volunteers
· Details of funding
· Strategic planning information

Ways to ensure confidential information is kept safe include:

· Keeping it in locked filing cabinets
· Keeping it away from unauthorised people
· Keeping it in locked rooms
· Having it password protected on computers
· Refraining from naming clients in public discussion
· Discussing things in soundproof rooms






[bookmark: _Toc427152049][bookmark: _Toc462931088]Activity 2C
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to recognise potential ethical issues and dilemmas, and discuss with an appropriate person.

	Activity
	Name an ethical issue or dilemma you have been involved in at the workplace. How did you deal with this, in terms of who you discussed it with?

Answers will depend on learners and their own experiences.

Ethical issues and dilemmas may include:

· Conflict of interest
· Using work time to sort out personal matters
· Taking credit for other people’s work
· Harassing colleagues or clients
· Bullying
· Personal relationships with clients or colleagues
· Confidentiality of information
· Malpractice
· Patient consent.

People they discussed the issue/dilemma with may include:

· Supervisor
· Manager
· Colleagues
· Patient
· Family of patient
· Counsellor.






[bookmark: _Toc427152050][bookmark: _Toc462931089]Activity 2D
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to recognise own personal values and attitudes and take into account to ensure non-judgmental practice.

	Activity
	For the ethical dilemma you identified in Activity 2C, what are your own personal values and attitudes on the subject?

Answers will depend on participants, their job role and their past experiences.






[bookmark: _Toc427152051][bookmark: _Toc462931090]Activity 2E
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to use effective problem solving techniques when exposed to competing value systems.

	Activity
	What is the strategy for making an ethical decision? 

· Identify the dilemma – you need to gather as much information as you can to clarify where the problem lies. You need to distinguish whether the dilemma is legal or ethical. Consultation with a work supervisor or colleague may help.
· Apply the code of conduct/ethics – you will need to see if there are any guidelines on the specific situation you are dealing with. It may be that further information or exploration is required.
· Determine the scope of the dilemma and seek advice – this is where you will need to ask which actions are in the best interests of the client's safety and how you can best satisfy the preferences of both parties.
· Seek to consult with those at least one or two levels higher up than your position, to get an objective opinion on the situation. Steer clear of people with agendas and biased views/vested interests.
· Come up with possible solutions – brainstorm individually or in a group
· Consider the consequences of all possible actions 
· Consider the rights and responsibilities of all involved parties – look at the balance of rights and responsibilities between workers and clients. You need to ensure that neither person's actions are putting the other at risk. However, you must also respect the client's ability to make informed decisions, even if what they choose has a risk – this is known as 'dignity of risk'.
· Review and evaluate the suggested solution – make sure that it doesn't have any new dilemmas embedded within it.
· Implement the solution






[bookmark: _Toc427152052][bookmark: _Toc462931091]Activity 2F
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to recognise unethical conduct and report to an appropriate person.

	Activity
	1. What is unethical conduct?

2. Who should you report unethical conduct to?

1. This is any situation where someone is behaving with disregard for professional ethics and putting clients at risk.

Examples include:

· Gossiping about clients in a social situation
· Behaving or speaking in a discriminatory manner towards others
· Arguing in front of clients

2. Who exactly you report these unethical occurrences to will depend on your organisation's policies and procedures. 

Your first action, however, should be to confront the worker themselves and engage them in constructive discussion.

If this is unsuccessful in resolving the situation, you will need to report the situation to a higher authority. This report should contain:

· The names of those involved
· The time of the incident and those present
· Why the conduct was unethical
· The actions already taken






[bookmark: _Toc427152053][bookmark: _Toc462931092]Activity 2G
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to recognise potential and actual conflicts of interest and take appropriate action.

	Activity
	1. Define a conflict of interest.

2. How can you manage a conflict of interest?

1. This is any situation where you have the ability to make a decision that could potentially benefit the client, but could also impact on yourself. It is a situation where there is potential to take advantage of a client or be influenced by your interests and personal opinions. Any situation where your influences impact on the ability to perform your job to a professional standard/objectively is a conflict of interest. Even if you do not act under the influence of these things, if they have the potential to impact on your work, a conflict of interest still exists – this can lead to doubt over your ability to perform your job effectively.

2. The best method of management is avoidance in the first instances. Having clear policies and procedures and a code of conduct in the workplace will make the issues clear to all workers. 

Subjects to include are:

· Declaring any conflicts of interest
· How to make objective and fair decisions
· How to act in the instance of being given a gift
· How contracts function
· How services should be delivered
· Disciplinary procedures for breaches of policies/procedures/code of conduct






[bookmark: _Toc427152054][bookmark: _Toc462931093]Activity 3A
	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to contribute to workplace improvements.

	Activity
	In groups, identify the opportunities in your workplaces to improve work practices to meet legal and ethical responsibilities.

Firstly, discuss and brainstorm your ideas and then convert them into a ten minute presentation that you deliver to the instructor.

Answers will depend on participants and their group discussions.

Legal and ethical responsibilities covered may include:

· Aged care standards
· Building standards
· Care and education of young children
· Child protection and guardianship legislation
· Criminal acts
· Disability standards
· Discrimination and harassment
· Equal employment opportunities
· Freedom of information
· Health records legislation
· International and national standards
· Mental health legislation
· Pharmaceutical benefits
· Poisons and therapeutics
· Privacy legislation
· Public health
· Registration and practice of health professionals
· Residential and community services
· Restrictive practices
· WHS.
· Your ethical responsibilities may include:
· Duty of care
· Competence
· Objectivity.






[bookmark: _Toc462931094]Summative Assessments
The summative assessments are the major activities designed to assess the learner’s skills, knowledge and performance, as required to show competency in this unit. These activities should be completed after finishing the Learner Guide. These should be completed as stated under the trainer/assessor instructions.
Skills, knowledge and performance may be termed as:
· Skills – skill requirements, required skills, essential skills, foundation skills
· Knowledge – knowledge requirements, required knowledge, essential knowledge, knowledge evidence
· Performance – evidence requirements, critical aspects of assessment, performance evidence.
Section A: Skills Activity
The Skills Activity is designed to be a series of demonstrative tasks that should be assessed by observation (by the assessor or third party, depending on the circumstances).
It will demonstrate all of the skills required for this unit of competency, and observation should be recorded in the relevant section of the Observations/Demonstrations document.
Section B: Knowledge Activity (Q & A)
The Knowledge Activity is designed to be a verbal questionnaire where the assessor asks the learner a series of questions to confirm their competency for all of the required knowledge in the unit of competency.
Section C: Performance Activity
The Performance Activity is designed to be a practical activity performed either in the workplace or a simulated environment. The learner should demonstrate the required practical tasks for the unit of competency and be observed by the assessor and/or third party, as applicable to the situation.
The observation should be recorded in the relevant section of the Observations/Demonstrations document.
Note: The learner should have completed written answers, portfolios or any evidence of competency should be attached to the learner workbook.



[bookmark: _Toc462931095]Summative Assessments answer guide
[bookmark: _Toc462931096]Section A: Skills Activity
Objective: To provide you with an opportunity to show you have the required skills for this unit.

The Foundation Skills describe those required skills (language, literacy, numeracy and employment skills) that are essential to performance.
Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.
Therefore, there is no skills activity required for this unit, as they have been covered in the previous activities.


[bookmark: _Toc462931097]Section B: Knowledge Activity (Q & A)
Objective: To provide you with an opportunity to show you have the required knowledge for this unit.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Legal and ethical considerations (international, national, state/territory, local) for people working in the community services and health context, how they are applied in organisations, how these impact individual workers, and the consequences of breaches:
· children in the workplace
· codes of conduct
· codes of practice
· complaints management
· continuing professional education
· discrimination
· dignity of risk
· duty of care
· human rights
· Universal declaration of human rights
· relationship between human needs and human rights
· frameworks, approaches and instruments used in the workplace
· informed consent
· mandatory reporting
· practice standards
· practitioner/client boundaries
· privacy, confidentiality and disclosure
· policy frameworks
· records management
· rights and responsibilities of workers, employers and clients
· industrial relations legislation relevant to employment conditions of role
· specific legislation in the area of work – objectives and key components
· work role boundaries – responsibilities and limitations
· work health and safety
· Interrelationships, similarities and differences that may exist between legal and ethical frameworks
· Legal issues in the context of the work role:
· type of legal issues that arise
· ways to respond
· Ethical practice in the context of the work role:
· type of ethical issues that arise
· ways to respond
· Workplace policies, procedures and protocols:
· how they are/should be developed
· processes for review, including consultation and mechanisms for input
Answer each question in as much detail as possible, considering your organisational requirements for each one.

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

1. From the list given below, your assessor will assign you one or more ethical or legal considerations. Establish how these are relevant to your organisation and role and the consequences of any breaches:

· Children in the workplace
· Codes of conduct
· Codes of practice
· Complaints management
· Continuing professional education
· Discrimination
· Dignity of risk
· Duty of care
· Human rights
· Informed consent
· Mandatory reporting
· Practice standards
· Practitioner/client boundaries
· Privacy, confidentiality and disclosure
· Policy frameworks
· Records management
· Rights and responsibilities of workers, employers and clients
· Industrial relations legislation relevant to employment conditions of role
· Specific legislation in the area of work – objectives and key components
· Work role boundaries – responsibilities and limitations
· Work health and safety

2. For three aspects of your organisation’s ethical policies, identify any instances where there is an overlap with legal requirements. 

3. Within your role, identify 3 legal issues that can arise and explain how you would respond to these

4. Within your role, identify 3 ethical issues that can arise and explain how you would respond to these

5. In no more than one page, outline your organisation’s process for the review of policies and procedures and the methods available for team members to input feedback and ideas.

1. The completion of this activity will depend on the considerations given, the learner’s organisation and their job role. They should however, be able to access and comprehend relevant organisational policies and government legislation. The learner should show an awareness of how the considerations affect their working practice and what the repercussions of failing to uphold these are.

2. The aspects that the learner uses to complete this activity will vary and thus, so will any interrelationships identified between ethical and legal requirements. The learner should be able to locate and access workplace policies and procedures, be able to read and interpret them and then reference them alongside legislation relevant to their role. 

3. The answers the learner gives will depend on their role and experience. Legal issues listed may include:

· Harassment (sexual, racial etc.)
· Discrimination
· Unfair dismissal
· Copyright/patent issues
· Customer disputes
· Employee background checks
· Privacy/confidentiality issues
· Duty of care/neglect
· Employee rights
· Client rights
· WHS.

How the learner states they would respond to these will depend on organisational policies but may include:

· Anonymous reporting
· Seeking advice from relevant personnel
· Written/verbal reporting
· Cooperating with agencies/governing bodies
· Contacting authorities.

4. The answers the learner gives will depend on their role and experience. Ethical issues listed may include:

· Community  attitudes
· Human rights
· Duty of care
· Acceptance
· Confidentiality 
· Complaints
· Privacy
· Stereotypes/ discrimination
· Self-determination.

5. The policies and procedures identified will depend on the learner’s workplace or organisation but may include:

· Consultations
· Reports
· Debriefings
· Verbal discussion
· Staff meetings. 

[bookmark: _Toc462931098]Section C: Performance Activity
Objective: To provide you with an opportunity to demonstrate the required performance elements for this unit.

This activity will enable you to demonstrate the following performance evidence:
· Completed workplace activities in accordance with legal and ethical requirements in at least 3 different situations
· Developed appropriate responses to at least 3 different legal or ethical issues relevant to the work role
· Identified and communicated at least 2 potential work practice improvements designed to enhance workplace responsiveness to legal and ethical requirements
Answer the activity in as much detail as possible, considering your organisational requirements.

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

1. Within your role, identify 3 different situations where you conducted yourself in accordance with legal and ethical requirements. Explain the situations and describe how your practice was ethical.

2. Within your role, identify 3 different occasions where you identified a legal or ethical issue and responded appropriately. Explain the issues and the steps you took to resolve them.

3. Within regards to your job role, identify 2 areas where you feel work practice could be improved in order to enhance organisational ethical and legal policies. Feedback this information to supervisors. 

1. The situations the learner identifies will depend on the nature of their role. They should however, show that they are familiar with their organisation’s ethical policies and any legal obligations they must uphold. These may include abiding by:

· Duty of care
· Confidentiality 
· Privacy
· Client agreements
· Consent
· Complaints procedures.

2. The occasions that the learner identifies will depend on their job role and responsibilities but may include:

· Harassment (sexual, racial etc.)
· Discrimination
· Unfair dismissal
· Copyright/patent issues
· Customer disputes
· Employee background checks
· Privacy/confidentiality issues
· Duty of care/neglect
· Employee rights
· Client rights
· WHS.

The steps the learner took to resolve the issues will vary in line with the nature of the issue and organisational policies but may include

· Anonymous reporting
· Seeking advice from relevant personnel
· Written/verbal reporting
· Cooperating with agencies/governing bodies.

3. The areas the learner identifies will depend on their role and personal views but they should be able to clearly explain their concerns and how they feel ethical practice could be improved. They should relay this feedback to the relevant personnel using an appropriate method in accordance with organisational requirements. 
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