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[bookmark: _Toc445735026]Assessment – TAEASS502B: Design and develop assessment tools 
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for TAEASS502B: Design and develop assessment tools.
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below;
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________


[bookmark: _Toc445735027]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as;
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT  (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _Toc360624850]Assessor Signature:		________________________________________________________
Observation/Demonstration
Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You will need to demonstrate you can:
1. Determine focus of the assessment tool
1. Design assessment tool
1. Develop assessment tool
1. Review and trial assessment tool
You will also need to demonstrate your:
1. Analysis and interpretation 
1. Critical thinking;
1. Research and evaluation skills
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to think about assessment methods and whether there are any learners with special needs in your training sessions / workplace.

	Activity
	Individually or in pairs, discuss the following questions;

Which type of assessment method do you feel would be most suitable for a training program you are likely to deliver in the future? Formative? Summative or Holistic? Why would this method be best used?











Consider any of your current learners or learners in your workplace that may have special needs. What sort of needs do they have and how could you as a trainer cater to these needs if you were to assess them?











Is there likely to be any issues arising out of you carrying out assessment in your workplace?
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	Estimated Time
	30 Minutes

	Objective
	To provide you with the chance to investigate the policies around legal and ethical requirements of assessments at your RTO and to investigate how assessment methods are contextualised.

	Activity

Research
	Individually or in pairs, discuss the following;

Does your RTO have a legal framework under which they operate? If so, what are the legal and ethical requirements for assessment?







Are the trainers and assessors given an opportunity to modify the assessments and contextualise for learners with special needs?







Do the trainers and assessors modify the assessments for learners to suit their workplace? 







If so, what are the benefits of doing this? 







If not, what are the implications of not doing it?
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to investigate the policies around documentation in your RTO, or to create a procedure that can be used if there is not currently one in place.

	Activity

Research
	Individually or in pairs, research the following;

Does your RTO have a policy for documentation and version control?












If so, investigate what you need to do to stay within the required framework. If not, consider developing a policy or system that staff can follow for documentation and version control.












How will you ensure that the latest versions are always visible to the required staff members?
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	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to create an assessment plan and assessment instrument for delivery of assessment of future learners.

	Activity

Project
	Individually or in pairs, complete the following;

Prepare an Assessment Information Pack for your Learners

Prepare an information pack to give to your learners to advise them of the requirements for them to complete an assessment task.

It is recommended you base this on a job task you are familiar with to ensure you get the right information.

The information pack can be in any format you choose but it must contain the following information;

· What the assessment will consist of
· When the assessment will be held
· How the learner will be assessed
· The duration of the assessment
· Assessment requirements






Prepare an Assessment Plan

This requires you to complete an Assessment Plan for use as part of the assessment process.

Select one unit of competency from a training program you are familiar with and write a plan that contains the following information;

· The units being assessed
· The reason why the assessment is taking place
· Target group of learners
· Any special needs identified
· Resources needed
· Who will be involved in the process
· What assessment methods will be used
· Where the assessment will be held
· Provisions for RPL or RCC
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to develop an assessment instrument for use with your group of learners.

	Activity

Project
	Individually or in pairs, complete the following;

Develop an Assessment Instrument

You will be required to develop your own assessment instrument for use with future learners of your training programs. Answer the following questions;

Competency Unit Chosen:



Target Group:



Purpose of Assessment:



Performance Criteria:



Knowledge Required:



Skills Required:



Now develop a set of instructions for both the assessor and the learner. Ensure the instructions are clear and succinct.

Swap instructions with other groups to get feedback and ensure they meet the required criteria. 
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	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to develop a report on assessment instruments for use with your group of learners.

	Activity

Project
	Individually or in pairs, complete the following;

Develop an Assessment Instrument template

An assessment instrument is a document that holds the instructions for coth learner and assessor in how to gather evidence of competency. It should contain clear instructions on how to achieve competency, demonstrate any observations that will take place and instruct the assessor in how to record the assessment outcomes.

Please ensure to include the following information and instructions in your assessment instrument template:

· How you plan on gathering the evidence
· profiles of acceptable performance measures
· checklists for the evaluation of work samples
· An observation checklist template so that you can later add specific questions or activities relevant to the specific units you will be assessing.
· Checklists for evaluation of any work submitted
· A short policy on storage and retrieval
· Describe how you would adjust the assessment if required
· How you plan on making it easy to use and understand
· How you will ensure it is realistic
· How you plan on making sure it has the appropriate language, literacy and numeracy factors included
· How you will maintain version control
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	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the required skills, knowledge and critical aspects of assessment.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:

· Principles of assessment 
· Different types and rules of evidence
· Different assessment context and relationship to developing assessment tools
· Components of competency and dimensions of competency
· Contextualisation of competency standards and contextualisation guidelines
· Assessment guidelines 
· Different assessment methods
· Evaluation methodologies 
· Principles of reasonable adjustment
· Relevant workplace information

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

1. How can the following skills aid you in designing and developing assessment tools? Give examples for each:

· Analysis and interpretation skills 
· Critical thinking skills 
· Research and evaluation skills 





2. What are the principles of assessment?





3. What are the different types and rules of evidence?





4. What assessment contexts are there?





5. What are the components and dimensions of competency?





6. What is contextualisation?





7. Give a brief explanation as to general assessment guidelines.





8. What different assessment methods are there and how can they be used?





9. What is an evaluation methodology?





10. What are principles of reasonable adjustment?





11. What workplace information are you required to know?
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	Estimated Time
	1 - 2 Hours

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.
You must individually, complete the following in full to show your competency of each element;
1. Determine focus of the assessment tool
2. Design assessment tool
3. Develop assessment tool
4. Review and trial assessment tool.

Develop an Assessment Tool (the actual assessment)

1. Develop one assessment tool for three units of competency packaged at different AQF levels (such as Certificate III, Certificate IV and Diploma level) that will support at least two different assessment methods 

2. Develop an assessment tool that: 

a. includes the instruments for collecting evidence, reflecting the principles of assessment and the rules of evidence, and related instructions to assessor/s and candidates 
b. show how the contextual needs of different environments are addressed 















Trial and Review your Assessment Tool

3. Develop a review process that will assist you to determine if the assessment tool is valid and delivers the required outcomes.

4. Provide a half page report on the trial and review of the assessment tools, including proposed changes. 
















Answer the following questions:

5. What is the purpose of the assessment tool?




6. Why did you choose this assessment tool? Compare against at least one other assessment tool.




7. Who was your target group? 




8. What legal, organisational policies and procedures and ethical requirements that relevant in the contextualisation guidelines have you used?




9. What assessment methods support the collection of defined evidence?




10. How can you support or show the candidates that you support their claim for recognition?
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Congratulations! You have now finished TAEASS502: Design and develop assessment tools. 
Appendices of the templates included in this unit have been included for your own reference on the following pages.
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 Sample Evidence Checklist
	Learner Name:
	Course:

	Unit 
	RPL Granted
	Evidence Provided
	Reasons for Allowance
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Sample Assessment Instrument Checklist
	
	

	Does the assessment instrument meet the learning objectives?
	Yes / No

	Does the instrument comply with organisational requirements?
	Yes / No

	Does it meet relevant legislative requirements?
	Yes / No

	Does it meet relevant OHS requirements?
	Yes / No

	Has the trainer or assessor been given instructions on how to administer the assessment instrument?
	Yes / No

	Is the assessment instrument easy to use and understand?
	Yes / No

	Has enough time been allocated to the assessment process?
	Yes / No

	Is the layout clear and easy to follow?
	Yes / No

	Does the assessment instrument reflect the tasks required?
	Yes / No

	Are there any obvious weaknesses in the instrument?
	Yes / No

	Are the assessment instruments able to be contextualised?
	Yes / No

	Are the instruments able to be reasonably adjusted for special needs?
	Yes / No
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Assessment Review Checklist
	Date of Assessment:
	Purpose for the Assessment:

	Assessor:
	Trainer:

	Was the assessment instrument checked against the criteria?



	Does the instrument provide clear instructions?

	Does the instrument give the learners enough information?



	What are the strengths of the instrument?

	Are there any opportunities to improve the instrument?



	Further comments:

	Signed:
	Dated:
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