


Workplace Assessment 6.2 – Assessor’s Checklist
(This form is for the assessor’s use only)

Purpose
This Assessor’s Checklist lists the practical skills that the candidate must demonstrate/perform while completing Workplace Assessment 6.2.
This form is to be completed by the candidate’s assessor to document their assessment on the candidate’s performance in Workplace Assessment 6.2.

Task Overview
For this task, the candidate is required to negotiate with parties involved in workplace conflicts to reach a resolution.
In this task, the candidate will be assessed in their:
· Practical knowledge of how to negotiate and resolve workplace conflicts
· Practical skills relevant to negotiating and resolving workplace conflicts

Instructions to the Assessor
During the assessment
· [bookmark: _Hlk41043736]For each practical skill listed in this Assessor’s Checklist:
· Tick YES if you confirm you have assessed the candidate demonstrate/perform the practical skill.
· Tick NO if you have not assessed the candidate demonstrate/perform the practical skill.
· If you ticked YES, provide the date when you assessed the candidate demonstrate the skill.
· Write specific comments on the candidate’s performance in each criterion. Your feedback/insights will help address any area/s for improvement. 
After the assessment
· Complete all parts of the Assessor’s Checklist, including the Assessor Declaration on the last page of this form. Your signature must be handwritten.



Candidate Details
	Candidate name
	[bookmark: _GoBack]     Dawei Yang    



Assessor Details
	Candidate is assessed by
	                  Yanzhong Zhu                           



Context of the Assessment
	Workplace/organisation
	           Dawn construction                   

	Resources required for the assessment
	· Building and construction project
· Access to colleagues who are also working on the building and construction project
· Opportunities to negotiate with parties involved in workplace conflicts to reach a resolution
· Policies and procedures relevant to resolving workplace conflicts
· Workplace resources, such as, but not limited to:
· Staff handbook
· Human resources management plan
· Rooms where conflict resolution meetings can be held
· Digital devices, applications, or software that can be used to communicate on the project site, such as, but not limited to:
· Laptop or desktop computer
· Mobile phone




Assessor’s Checklist
	1. The candidate talks to all parties involved in the workplace conflict.
	
	

	i. The candidate talks to them separately.
	 YES    NO
	     

	ii. The candidate asks them what, in their opinion, led to the conflict.
	 YES    NO
	     

	iii. The candidate asks them for their perspective of the workplace conflict.
	 YES    NO
	     

	iv. The candidate asks them how the conflict has affected their work.
	 YES    NO
	     

	2. The candidate coordinates with the supervisors of the personnel involved in the workplace conflict.
	
	

	i. The candidate asks the supervisors about the events that led up to the conflict.
	 YES    NO
	     

	ii. The candidate asks the supervisors when they are free for a conflict resolution meeting.
	 YES    NO
	     

	3. The candidate coordinates with human resources (HR) to identify any penalties and strategies.
	 YES    NO
	     

	4. The candidate schedules a conflict resolution meeting.
	 YES    NO
	     

	5. The candidate assists in maintaining the flow of the meeting:
	
	

	i. The candidate assists in keeping the parties involved in the conflict calm.
	 YES    NO
	     

	ii. The candidate makes sure that both parties involved in the conflict have a chance to speak.
	 YES    NO
	     

	6. The candidate works with the meeting attendees to identify the cause of the conflict.
	 YES    NO
	     

	7. The candidate works with meeting attendees to come up with a solution to resolve the conflict.
	
	

	i. The candidate shares their proposal for a solution.
	 YES    NO
	     

	ii. The candidate asks for the opinions of the meeting attendees regarding a potential solution.
	 YES    NO
	     

	iii. The candidate identifies a solution that satisfies all parties involved.
	 YES    NO
	     

	8. The candidate implements the solution identified.
	
	

	i. The candidate informs personnel who will be affected by the solution.
	 YES    NO
	     

	ii. The candidate gathers the resources required for the implementation of the solution.
	 YES    NO
	     

	9. The candidate checks in with parties to the conflict.
	
	

	i. The candidate asks the parties if the conflict has returned.
	 YES    NO
	     



	
Assessor Declaration
By signing here, I confirm that I have assessed the candidate, whose name appears above, negotiate with parties involved in workplace conflicts to reach a resolution.
I confirm that the information recorded on this Assessor’s Checklist is true and accurately reflects the candidate’s performance during their completion of the workplace task.

	Assessor’s signature
	 [image: 2 (1)]    

	Assessor’s name
	           Steve Zhu                

	Date signed
	    18/05/2023           


End of Workplace Assessment – Assessor’s Checklist
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