

Page | 1






BSBLED401 
Develop teams and individuals
Learner Workbook

[image: C:\Users\Stuart New\Pictures\businessmen_build_puzzle_stairs_18008.png]





















	

[bookmark: _Toc476924261]Table of Contents
 
Table of Contents	1
Instructions to Learner	3
Assessment instructions	3
Assessment requirements	6
Candidate Details	7
Assessment – BSBLED401: Develop teams and individuals	7
Observation/Demonstration	8
Third Party Guide	9
Third party details (required information from the learner)	9
Activities	10
Activity 1A	10
Activity 1A checklist – for assessor	11
Activity 1B	12
Activity 1B checklist – for assessor	13
Activity 1C	14
Activity 1C checklist – for assessor	15
Activity 1D	16
Activity 1D checklist – for assessor	17
Activity 2A	18
Activity 2A checklist – for assessor	19
Activity 2B	20
Activity 2B checklist – for assessor	21
Activity 2C	22
Activity 2C checklist – for assessor	23
Activity 2D	24
Activity 2D checklist – for assessor	25
Activity 3A	26
Activity 3A checklist – for assessor	27
Activity 3B	28
Activity 3B checklist – for assessor	29
Activity 3C	30
Activity 3C checklist – for assessor	31
Activity 3D	32
Activity 3D checklist – for assessor	33
Summative Assessments	34
Section A: Skills Activity	35
Summative Assessments: Section A checklist	37
Section B: Knowledge Activity (Q & A)	38
Summative Assessments: Section B checklist	39
Section C: Performance Activity	40
Summative Assessments: Section C checklist	41
Workplace Documentation – for learner	42
Workplace documents checklist	42
Supplementary Oral Questions (optional) – for assessor	43
Competency record to be completed by assessor	46
[bookmark: _Toc435015366][bookmark: _Toc435103797][bookmark: _Toc476924262]
Instructions to Learner
[bookmark: _Toc435015367][bookmark: _Toc435103798][bookmark: _Toc392406781][bookmark: _Toc420914110][bookmark: _Toc476924263]Assessment instructions
Overview
Prior to commencing the assessments, your trainer/assessor will explain each assessment task and the terms and conditions relating to the submission of your assessment task. Please consult with your trainer/assessor if you are unsure of any questions. It is important that you understand and adhere to the terms and conditions, and address fully each assessment task. If any assessment task is not fully addressed, then your assessment task will be returned to you for resubmission. Your trainer/assessor will remain available to support you throughout the assessment process. 
[bookmark: _Toc392406782][bookmark: _Toc420914111]Written work
Assessment tasks are used to measure your understanding and underpinning skills and knowledge of the overall unit of competency. When undertaking any written assessment tasks, please ensure that you address the following criteria:
· Address each question including any sub-points
· Demonstrate that you have researched the topic thoroughly 
· Cover the topic in a logical, structured manner 
· Your assessment tasks are well presented, well referenced and word processed
· Your assessment tasks include your full legal name on each and every page.
[bookmark: _Toc392406783][bookmark: _Toc420914112]Active participation
It is a condition of enrolment that you actively participate in your studies. Active participation is completing all the assessment tasks on time. 
[bookmark: _Toc392406784][bookmark: _Toc420914113][bookmark: Plagiarism]Plagiarism
Plagiarism is taking and using someone else's thoughts, writings or inventions and representing them as your own. Plagiarism is a serious act and may result in a learner’s exclusion from a course. When you have any doubts about including the work of other authors in your assessment, please consult your trainer/assessor. The following list outlines some of the activities for which a learner can be accused of plagiarism: 
· Presenting any work by another individual as one's own unintentionally 
· Handing in assessments markedly similar to or copied from another learner
· Presenting the work of another individual or group as their own work
· Handing in assessments without the adequate acknowledgement of sources used, including assessments taken totally or in part from the internet.
If it is identified that you have plagiarised within your assessment, then a meeting will be organised to discuss this with you, and further action may be taken accordingly.
[bookmark: _Toc392406785][bookmark: _Toc420914114]Collusion
Collusion is the presentation by a learner of an assignment as their own that is, in fact, the result in whole or in part of unauthorised collaboration with another person or persons. Collusion involves the cooperation of two or more learners in plagiarism or other forms of academic misconduct and, as such, both parties are subject to disciplinary action. Collusion or copying from other learners is not permitted and will result in a “0” grade and NYC.
Assessments must be typed using document software such as (or similar to) MS Office. Handwritten assessments will not be accepted (unless, prior written confirmation is provided by the trainer/assessor to confirm).
[bookmark: _Toc392406786][bookmark: _Toc420914115]Competency outcome
[bookmark: _Toc392398552][bookmark: _Toc392400574][bookmark: _Toc392404643][bookmark: _Toc392404711][bookmark: _Toc392406787][bookmark: _Toc392409137][bookmark: _Toc392835878]There are two outcomes of assessments: S = Satisfactory and NS = Not Satisfactory (requires more training and experience).
[bookmark: _Toc392398553][bookmark: _Toc392400575][bookmark: _Toc392404644][bookmark: _Toc392404712][bookmark: _Toc392406788][bookmark: _Toc392409138][bookmark: _Toc392835879]Once the learner has satisfactorily completed all the tasks for this module the learner will be awarded “Competent” (C) or “Not yet Competent” (NYC) for the relevant unit of competency. 
If you are deemed “Not Yet Competent” you will be provided with feedback from your assessor and will be given another chance to resubmit your assessment task(s).  If you are still deemed as “Not Yet Competent” you will be required to re-enrol in the unit of competency.
Additional evidence
If we, at our sole discretion, determine that we require additional or alternative information/evidence in order to determine competency, you must provide us with such information/evidence, subject to privacy and confidentiality issues. We retain this right at any time, including after submission of your assessments.
Confidentiality
We will treat anything, including information about your job, workplace, employer, with strict confidence, in accordance with the law. However, you are responsible for ensuring that you do not provide us with anything regarding any third party including your employer, colleagues and others, that they do not consent to the disclosure of. While we may ask you to provide information or details about aspects of your employer and workplace, you are responsible for obtaining necessary consents and ensuring that privacy rights and confidentiality obligations are not breached by you in supplying us with such information.
[bookmark: _Toc392406789][bookmark: _Toc420914116]

Assessment appeals process
If you feel that you have been unfairly treated during your assessment, and you are not happy with your assessment and/or the outcome as a result of that treatment, you have the right to lodge an appeal. You must first discuss the issue with your trainer/assessor. If you would like to proceed further with the request after discussions with your trainer/assessor, you need to lodge your appeal to the course coordinator, in writing, outlining the reason(s) for the appeal. 
[bookmark: _Toc392406791][bookmark: _Toc420914118]Recognised prior learning
Candidates will be able to have their previous experience or expertise recognised on request.
[bookmark: _Toc392406792]
[bookmark: _Toc420914119]Special needs
Candidates with special needs should notify their trainer/assessor to request any required adjustments as soon as possible. This will enable the trainer/assessor to address the identified needs immediately.


[bookmark: _Toc476924264]Assessment requirements
Assessment can either be: 
· Direct observation
· Product-based methods e.g. reports, role plays, work samples
· Portfolios – annotated and validated
· Questioning
· Third party evidence.
If submitting third party evidence, the Third Party Observation/Demonstration document must be completed by the agreed third party.
Third parties can be:
· Supervisors
· Trainers
· Team members
· Clients
· Consumers.
The third party observation must be submitted to your trainer/assessor, as directed. 
The third party observation is to be used by the assessor to assist them in determining competency.
The assessment activities in this workbook assess aspects of all the elements, performance criteria, skills and knowledge and performance requirements of the unit of competency.
To demonstrate competence in this unit you must undertake all activities in this workbook and have them deemed satisfactory by the assessor. If you do not answer some questions or perform certain tasks, and therefore you are deemed to be Not Yet Competent, your trainer/assessor may ask you supplementary questions to determine your competence. Once you have demonstrated the required level of performance, you will be deemed competent in this unit.
Should you still be deemed Not Yet Competent, you will have the opportunity to resubmit your assessments or appeal the result.
As part of the assessment process, all learners must abide by any relevant assessment policies as provided during induction.
If you feel you are not yet ready to be assessed or that this assessment is unfair, please contact your assessor to discuss your options. You have the right to formally appeal any outcome and, if you wish to do so, discuss this with your trainer/assessor.
[bookmark: _Toc476924265]Candidate Details
[bookmark: _Toc476924266]Assessment – BSBLED401: Develop teams and individuals
Please complete the following activities and hand in to your trainer/assessor for marking. This forms part of your assessment for BSBLED401: Develop teams and individuals.
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. I also understand the assessment instructions and requirements and consent to being assessed.
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: _Toc476924267]Observation/Demonstration
Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your trainer/assessor 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 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.
Your trainer/assessor will inform you of which one of the above they would like you 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. Your trainer/assessor 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 should be able to demonstrate the skills, knowledge and performance criteria required for competency in this unit, as seen in the Learner Guide.


[bookmark: _Toc476924268]Third Party Guide
You should supply details of the third party to the assessor before you commence the activities (see below), unless the assessor has already selected a third party themselves. The assessor can then contact the third party in instances where they require more evidence to determine competency, or they cannot observe certain tasks themselves.
The reasons to use a third party may include:
Assessment is required in the workplace
Where there are health and safety issues related to observation
Patient confidentiality and privacy issues are involved.
If you are not employed, or able to complete demonstrative tasks in the workplace, you will need to inform the assessor. They will be able to provide you with a simulated environment in which to complete these tasks.
We would prefer that, wherever possible, these be “live” issues for your industry and require application of the principles that you are learning as part of your training. Where this is not possible, you and your third party should simulate the activity tasks and demonstrations that you believe would be likely to arise in your organisation or job role.
Third party evidence can also be used to provide “everyday evidence” of tasks included in your work role that relate to the unit of competency but are not a part of the formal assessment process.
The third party is not to be used as a co-assessor – the assessor must make the final decision on competency themselves.
Documents relevant to collection of third party evidence are included in the Third Party section in the Observations/Demonstrations document.
[bookmark: _Toc476924269]Third party details (required information from the learner)
A third party may be required for observations or demonstrations; please provide details below of your nominated third party and obtain their signature to confirm their agreement to participate. This information will be required by your trainer/assessor in advance of arranging any future observations or demonstrations.
Third party name:	______________________________________________________________
Position of third party:	______________________________________________________________
Telephone number:	______________________________________________________________
Email address:		______________________________________________________________
Declaration for nominated third party
I declare my intention to act as third party for (learner’s name here) __________________________
Third party signature:	_____________________________________   Date: ___________________
[bookmark: _Toc476924270]Activities
Complete the following activities individually or in a group (as applicable to the specific activity and the assessment environment).
[bookmark: _Toc453864169][bookmark: _Toc476924271]Activity 1A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to systematically identify and implement learning and development needs in line with organisational requirements.

	
	1. Why is it important to take organisational requirements into account when identifying learning and development needs?

2. What methods can be used to identify training and development needs?

3. Give examples of how two of the following can impact on the training and development needs of your organisation:

· Anti-discrimination legislation
· Ethical principles
· Codes of practice
· Privacy laws
· Work Health and Safety (WHS).





























[bookmark: _Toc476924272]Activity 1A checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc476924273]Activity 1B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to ensure that a learning plan to meet individual and group training and development needs is collaboratively developed, agreed to and implemented.

	
	1. Why is it important to develop learning plans collaboratively with teams and individuals? 

2. Imagine your team are customer service advisors and they need to develop their skills and knowledge in anti-discrimination policies as a result of several complaints about their occasionally inappropriate choice of language when speaking to customers. 

· How are you going to gain the team’s support for the plan?
· What might the learning plan look like?





































[bookmark: _Toc476924274]Activity 1B checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc476924275]Activity 1C
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to encourage individuals to self‑evaluate performance and identify areas for improvement.

	
	1. Why is it good practice to encourage individuals to evaluate their own performance and identify areas for development?

2. Imagine that you have a team member whose work performance is generally acceptable, but they are less confident with one aspect of the role. Whenever they use equipment X, they make mistakes, take longer than they should and they seem to get flustered. They avoid using equipment X whenever possible. However, it is an important part of the job and you need everyone in the team to be competent in this task. What questions might you ask to encourage them to evaluate their performance?






































[bookmark: _Toc476924276]Activity 1C checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc476924277]Activity 1D
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to collect feedback on performance of team members from relevant sources and compare with established team learning needs.

	
	1. From where can you collect feedback about team members’ performances?

2. Imagine that you are planning to have a discussion with Stella about her development needs for the next period. Stella is a machinist in your manufacturing organisation making soft toys for children. She is a steady worker, reliable and the quality of her work is usually good. She is one of your most experienced machinists and, in the longer term, you’d like her to become involved in training the new employees. What information would you need, and from whom, before you sit down to have this conversation with Stella?





































[bookmark: _Toc476924278]Activity 1D checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc476924279]Activity 2A
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to identify learning and development program goals and objectives, ensuring a match to the specific knowledge and skill requirements of competency standards relevant to the industry.

	
	1. Imagine that Tom is one of your team members working on a production line in a manufacturing organisation. He has been in this role for over a year. When reviewing his performance you have identified the following:

· His knowledge of production processes is good
· His production rates are good
· His health and safety awareness needs improving – he doesn’t always identify potential hazards when he should
· His ability to respond to equipment problems is poor – he doesn’t always recognise when things go wrong and, when they do, he tends to just ring an engineer and then wait for them to come and solve the problem when there are other productive tasks which he could complete in the meantime.

Draft possible learning goals for Tom.
































[bookmark: _Toc476924280]Activity 2A checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc476924281]Activity 2B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to ensure that learning delivery methods are appropriate to the learning goals, the learning style of participants, and availability of equipment and resources.

	
	1. Tina has a learning objective to improve her knowledge of admin procedures within the department. She works part time. There is no budget for this training. She prefers to learn at her own pace.

What might be an appropriate learning delivery method?

2. Mas has a learning objective to increase his confidence when delivering sales presentations to clients. He has previously attended a course which gave him some basic techniques. He is a lively character who gets bored easily. He needs practice more than anything.

What might be an appropriate learning delivery method?

3. Bryn has a learning objective to competently operate XYZ equipment. No-one else in the company has this expertise. There is a limited budget available for his training. He likes to understand the theory behind the way things work.

What might be an appropriate learning delivery method?




























[bookmark: _Toc476924282]Activity 2B checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc476924283]Activity 2C
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to provide workplace learning opportunities, and coaching and mentoring assistance to facilitate individual and team achievement of competencies and create development opportunities that incorporate a range of activities and support materials appropriate to the achievement of identified competencies.

	
	1. Imagine that you wish to develop your presentation skills in your current role. What opportunities would you have at work to develop these skills? Give specific examples of opportunities that are naturally-occurring in your workplace.

2. What do you need to consider when planning workplace learning opportunities?






































[bookmark: _Toc476924284]Activity 2C checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc476924285]Activity 2D
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify and approve resources and time lines required for learning activities in accordance with organisational requirements.

	
	1. What resources may be required to support the achievement of learning objectives?

2. What factors may influence the time lines in connection with development activities?










































[bookmark: _Toc476924286]Activity 2D checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc476924287]Activity 3A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to use feedback from individuals or teams to identify and implement improvements in future learning arrangements.

	
	1. Imagine that two of your team members have participated in a learning event delivered by an external training consultant. It was a half-day session on the topic of assertiveness. Both your team members felt that the session wasn’t long enough, as there wasn’t enough time to practise the new skills. They also thought that the group size of 24 was too big for a session of this nature. They didn’t like the training venue – it was awkward to reach using public transport and it was very grubby and hot. They felt the trainer was excellent – very knowledgeable and professional. One of your team members felt that the trainer made them feel foolish during an activity though. What action might you take as a result of this feedback?

2. What types of improvements might be made to learning arrangements as a result of feedback from those who participate in them?



































[bookmark: _Toc476924288]Activity 3A checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc476924289]Activity 3B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to assess and record outcomes and performance of individuals/teams to determine the effectiveness of development programs and the extent of additional development support.

	
	1. What methods can be used to formally or informally assess performance after a period of training?

2. Imagine that one of your team members has just completed a period of training to enable them to deliver better customer service. Their feedback about the training course was that it wasn’t really relevant to them and the trainer gave irrelevant examples. The training was also highly theoretical – the trainer spoke a lot but your team member didn’t have the chance to apply anything in practice.

You have informally assessed them by observing them dealing with customers directly and you have asked them ‘what would you do if?’ questions to test their understanding. You have found that, although they seem to be more attentive to customers, and are more polite than they were previously, you are not satisfied with some of the non-verbal communication that they display. Their subtle body language suggests impatience when dealing with some customers, their eye contact is not good, and they rarely smile.
 
What do your findings tell you about the effectiveness of the training? What action might you take to develop this individual?


























[bookmark: _Toc476924290]Activity 3B checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc476924291]Activity 3C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to negotiate modifications to learning plans to improve the efficiency and effectiveness of learning.

	
	1. Why might it be necessary to modify learning plans?

2. With whom may you need to negotiate modifications to learning plans?

3. Imagine that as a result of your own assessment and feedback from the team, you have identified that changes need to be made to a learning plan. The learning goal is to enable the team to improve internal communication and co-operation. You want to extend the training, which will cost more than originally planned. You also want to bring in an external expert to work with the team for a limited period of time. Thinking of your own team and your own context, how would you approach conversations with various people in which you are seeking to negotiate the modifications that you are suggesting?



































[bookmark: _Toc476924292]Activity 3C checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc476924293]Activity 3D
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to document and maintain records and reports of competency according to organisational requirements.

	
	1. Why is it important to maintain records and reports of individual and team competency?

2. Briefly describe/draft an example of records that are used in your organisation to record competency levels. Explain how the records are used to manage individual and team development.










































[bookmark: _Toc476924294]Activity 3D checklist – for assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the unit activity. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc435695596][bookmark: _Toc476924295]Summative Assessments
The summative assessments are the major activities designed to assess your skills, knowledge and performance, as required to show competency in this unit. These activities should be completed after finishing the Learner Guide. You should complete these as stated below and as instructed by your trainer/assessor.
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 – your assessor will provide further instructions to you, if necessary.
Section B: Knowledge Activity (Q & A)
The Knowledge Activity is designed to be a verbal questionnaire where the assessor asks you a series of questions to confirm your 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. You 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. If the third party is required to observe you, you will need to make the required arrangements with them.
If necessary for the activities, you should attached completed written answers, portfolios or any evidence of competency to this workbook.


[bookmark: _Toc476924296]Section A: Skills Activity
Objective: To provide you with an opportunity to show you have the required skills for this unit.

This activity will enable you to demonstrate the following skills:
· Learning
· Uses structured approaches to set goals, monitor progress and adjust learning approaches for self and others
· Builds on knowledge and experience to facilitate interaction and learning with others
· Reading
· Analyses textual information from a range of sources to identify organisational requirements
· Analyses information from a range of sources to evaluate performance
· Writing
· Develops materials to suit the requirements of different roles and individuals in the organisation
· Maintains records using correct technical and organisational vocabulary
· Oral Communication
· Uses vocabulary appropriate to context and to establish a supportive and learning environment
· Uses listening and questioning techniques to confirm or show understanding of different perspectives
· Navigate the world of work
· Recognises and responds to explicit and implicit organisational procedures and protocols Understands how own role meshes with others and contributes to broader goals
· Interact with others
· Selects and uses appropriate conventions and protocols when communicating with co-workers in a range of work contexts
· Recognises the importance of building rapport to establish effective working relationships
· Collaborates with others to achieve joint outcomes, playing an active role in facilitating effective group interaction
· Negotiates with others to achieve joint/agreeable outcomes playing an active role in facilitating consensus in potentially contentious situations
· Get the work done
· Uses logical planning processes to organise, implement and monitor learning and development needs
· Systematically gathers and analyses all relevant information and evaluates options to make informed decisions
· Evaluates outcomes of decisions to identify opportunities for improvement

Answer the activity in as much detail as possible, considering your organisational requirements.

1. Using your learning skills, set three goals for a team or individual of your choice. Monitor the progress of the team toward achieving their goals over a set period of time (between one and three weeks).  Throughout the monitoring process, try to adjust learning approaches to help the individual/team improve their performance – building on their knowledge and experience – in order to reach the set goals.

2. Using your reading skills, analyse two organisational documents and highlight three key rules that apply to you in your role working with individuals and teams.

3. Using your writing skills, develop comprehensive training materials/packages for three separate individuals or teams that you have worked with. Training materials must relate to three different roles and positions in your organisation. Training materials must also be specific to the knowledge and skills requirements of competency standards relevant to your industry.

4. Using your oral communication skills, discuss an individual’s work performance in a dedicated team meeting, identifying two strengths and two weaknesses. Use active listening and questioning skills during this conversation to help understand points made by the individual and to clarify the points you make.

5. Show that you can navigate the world of work by writing a short report on how three of your daily work tasks contribute to broader organisational goals.

6. Show that you can interact with others by organising one group activity where there is a shared goal that needs to be met. Discuss and negotiate how to work towards the shared goal, and lead your team to reach a consensus on the best action to take. You must be able to build a rapport with this group and show that you can successfully establish effective working relationships within the group, in order to reach the set goal.

7. Show that you can get the work done by analysing and evaluating the group work you completed in question six. You will need to gather all relevant information and evaluate the outcomes of the task to establish whether it was successful. You should pinpoint at least two things the group did well on and two areas where they could have done things better.

[bookmark: _Toc476924297]Summative Assessments: Section A checklist
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the summative assessment. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc476924298]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:
· Describe facilitation techniques to encourage team development and improvement
· Outline organisational policies, plans and procedures for developing teams
· Identify career paths and competency standards relevant to the industry.

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

1. How may facilitation techniques be used to encourage team development and improvement?

2. How do your own organisation’s policies, plans and procedures affect team and individual development?

3. Where can you find competency standards which are included as part of training units for career development?



[bookmark: _Toc476924299]Summative Assessments: Section B checklist
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the summative assessment. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc476924300]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:
· Systematically identify and implement learning opportunities for others
· Collect feedback on team and individual performance
· Give and receive feedback from team members to encourage participation in and effectiveness of the team
· Collaboratively develop learning plans to match skill needs of individuals and groups
· Provide mentoring and coaching assistance to teams and individuals
· Monitor and review workplace learning.

Answer the activity in as much detail as possible, considering your organisational requirements.

1. This practical activity will require you to develop and implement a learning programme which effectively addresses the requirements of employees within your organisation. You will need to systematically identify learning opportunities and consider their relevance. The employees and other stakeholders should be consulted and feedback should be gathered about their performance in different areas. It will be necessary to develop learning plans in accordance with the employee’s skills and knowledge. These learning plans should be implemented and you will need to monitor and review any learning that takes place.

This activity will need to be observed, and a signed record of this observation (completed by the assessor or third party) should be uploaded in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.


[bookmark: _Toc443310634][bookmark: _Toc476924301]Summative Assessments: Section C checklist
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the summative assessment. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) for the activity or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Has the activity been answered and performed fully, as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner for the activity?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Feedback to learner:










	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc443488399][bookmark: _Toc443310641][bookmark: _Toc476924302]Workplace Documentation – for learner
[bookmark: _Toc443488400][bookmark: _Toc476924303]Workplace documents checklist 
To demonstrate and support workplace knowledge, workplace documents can be submitted to the assessor or third party. Indicate in the table below the documents that have been provided. Please refer to your trainer/assessor if clarification is required or if you have any further questions on what you are able to provide or use.
	Document name/description
	Document attached

	
	Yes     No    (Please circle)

	
	 Yes    No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	
	Yes     No    (Please circle)

	For RTO use only

	Have originals or digital copies been supplied for the workplace documents?
	Yes     No    (Please circle)

	If not originals, have the originals been validated or checked?
	Yes     No    (Please circle)

	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc476924304]Supplementary Oral Questions (optional) – for assessor
The below table is for you to document any supplementary verbal questions you have asked the learner to determine their competency. For example, if you are unsure of their answer to a question in the Learner Workbook, you may choose to ask them a supplementary question to clarify their understanding of the relevant criteria.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date of assessment
	

	Question:



	Learner answer:






	Assessor judgement:
	Satisfactory
	Not Satisfactory

	Question:



	Learner answer:






	Assessor judgement:
	Satisfactory
	Not Satisfactory




	Question:



	Learner answer:






	Assessor judgement:
	Satisfactory
	Not Satisfactory

	Question:



	Learner answer:






	Assessor judgement:
	Satisfactory
	Not Satisfactory

	Question:



	Learner answer:






	Assessor judgement:
	Satisfactory
	Not Satisfactory




	Feedback for the learner



























	I have read, understood, and am satisfied with the feedback provided by the assessor.

	Learner’s name
	

	Learner’s signature
	

	Assessor’s name
	

	Assessor’s signature
	





[bookmark: _Toc476924305]Competency record to be completed by assessor
This should be used by the trainer/assessor to document the learner’s skills, knowledge and performance as relevant to the overall unit. Indicate in the table below if the learner is deemed competent or not yet competent for the unit or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Has the learner completed all required assessments to a satisfactory standard?
	    Yes         No
    (Please circle)

	Has sufficient evidence and information been provided by the learner to prove their competency across the entire unit?
	    Yes         No
    (Please circle)

	The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:

	Authentic
	    Yes         No
    (Please circle)

	Valid
	    Yes         No
    (Please circle)

	Reliable
	    Yes         No
    (Please circle)

	Current
	    Yes         No
    (Please circle)

	Sufficient
	    Yes         No
    (Please circle)




	Learner is deemed:
	Not yet competent
	Competent

	If not yet competent, date for re-assessment:	
	

	Comments from trainer/assessor:









































	Learner’s signature
	

	Assessor’s signature
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