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[bookmark: _Toc435015414][bookmark: _Toc435103747][bookmark: _Toc453864159][bookmark: _Toc482187540]Instructions to Assessor
[bookmark: _Toc453864160][bookmark: _Toc482187541]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: _Toc453864161][bookmark: _Toc482187542]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: _Toc453864162][bookmark: _Toc482187543]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: _Toc453864163][bookmark: _Toc482187544]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: _Toc453864164][bookmark: _Toc482187545]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: _Toc453864165][bookmark: _Toc482187546]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: _Toc453864166][bookmark: _Toc482187547]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: _Toc453864167][bookmark: _Toc482187548]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: _Toc453864168][bookmark: _Toc482187549]Learner Workbook Activity answers
Complete the following activities individually or in a group (as applicable to the specific activity and the assessment environment).

Where applicable, a signed observation by either an approved third party or the assessor will need to be included in these activities as proof of completion.

[bookmark: _Toc435695594][bookmark: _Toc482187550]Activity 1A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to list the learning outcomes identified by different approved learning frameworks and identify the framework relevant to the service

	
	1. List the five learning outcomes which the nationally approved learning frameworks ‘Belonging, Being and Becoming’ and ‘My Time, Our Place’ include.

2. Identify the relevant learning framework to your organisation.

1. The five Learning Outcomes are:

· Children have a strong sense of identity
· Children are connected with and contribute to their world
· Children have a strong sense of wellbeing
· Children are confident and involved learners
· Children are effective communicators.

2. Learners should identify the Learning Framework which is relevant to their organisation.

Answers will differ depending on the particular service as well as the jurisdiction of the learner. For example, learning frameworks may include:

· Belonging, Being & Becoming: The Early Years Learning Framework for Australia
· My Time, Our Place: Framework for School Age Care in Australia
· The Tasmanian Curriculum, the Department of Education of Tasmania 
· The Victorian Early Years Learning and Development Framework 
· The Curriculum Framework for Kindergarten to Year 1.





[bookmark: _Toc482187551]Activity 1B
	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to recognise differences between approved learning frameworks

	
	Select two different approved learning frameworks and outline three differences between them.

Learners will need to identify three clear differences between the learning frameworks which they have chosen.

For example, if learners choose My Time, Our Place and Belonging, Being and Becoming differences might include:

	My Time, Our Place
	Belonging, Being and Becoming

	· Focuses on school age care
	· Focuses on children from birth to five years

	· Principle Two: Partnerships is focused on the educator's relationship with the child themselves as well as their family
	· Principle Two: Partnerships is focused on the educator's relationship with the family of the child and working together for the benefit of the child

	· Practice includes ‘collaboration with children’
	· Practice includes ‘responsiveness to children’







[bookmark: _Toc482187552]Activity 1C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to identify the relevant laws and legislations  which apply in different states or territories

	
	A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

Working in small groups, research and identify the laws/legislation which apply in three different states or territories.

Learners will need to identify the relevant laws/legislation which apply in three different states or territories. 

For example, answers might consider the following:

	State or Territory
	Legislation
	Application Act

	Victoria
	Education and Care Services National Law Act (2010)
	

	New South Wales
	
	Children (Education and Care Services National Law Application) Act 2010

	Australian Capital Territory
	
	Education and Care Services National Law (ACT) Act 2011

	Northern Territory
	
	Education and Care Services (National Uniform Legislation) ACT 2011

	South Australia
	
	Education and Early Childhood Services (Registration and Standards) Act 2011

	Tasmania
	
	Education and Care Services National Law (Application) Act 2011

	Queensland
	
	Education and Care Services National Law (Queensland) Act 2011

	Western Australia
	Education and Care Services National Law (WA) Act (2012)
	





[bookmark: _Toc482187553]Activity 2A
	Estimated Time
	60 Minutes

	Objective
	To provide you with an opportunity to explain how the relevant framework is applied to support children’s learning 

	
	Select one aspect of the relevant learning framework, for example, one principle or objective, and explain how this is applied to support children’s learning within your organisation.

Learners are required to identify the learning framework relevant to their organisation, select one aspect of this and explain how this is applied within the organisation to support children’s learning.

For example, Principle One of the Early Years Framework is ‘Secure, respectful and reciprocal relationships’. In order to identify how this principle supports children’s learning, learners would look at the ways in which their organisation incorporates this into its general practice. This may be by having regular, daily contact with the families of children in order to create a consistent and competent routine for them. Providing consistency will then help them to feel comfortable and confident in themselves – encouraging exploration, development, and learning.





[bookmark: _Toc482187554]Activity 2B
	Estimated Time
	120 Minutes

	Objective
	To provide you with an opportunity to produce a presentation demonstrating an understanding of the principles and practices of the relevant framework and how to apply these to the educator role

	
	A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

Working in small groups, produce a presentation focusing on how you apply the principles and practices of the relevant learning framework to your role as an educator. Present your work to the rest of the group.

Try to work with peers who abide by the same learning framework wherever possible.

Learners will need to produce a presentation focusing on how they apply the principles and practices of the relevant learning framework within their role and present this to the rest of the group. Within the presentation, learners should demonstrate a competent understanding of the principles and practices of the relevant framework.

Answers will differ depending on the framework relevant to the learners’ organisation. In the case where learners do not share a learning framework, they should select one framework and focus their presentation on this.

For example:

The principles of Belonging, Being and Becoming are:

1. Secure respectful and reciprocal relationships
2. Partnerships
3. High expectations and equity
4. Respect for diversity
5. Ongoing learning and reflective practice.

These principles can be incorporated into working practice by:

1. Providing consistent emotional support and encouraging children to value collaboration and teamwork
2. Working in partnerships with families – having consistent contact with the families of children, ask for their opinions on things such as the curriculum and share with them any changes which may be made
3. Recognising and responding to any barriers to children achieving educational success
4. Honouring the lifestyle choices of families and promoting a greater understanding of the differences between people and communities
5. Engaging with the community and seeking new ways to improve on current practices.



[bookmark: _Toc482187555]Activity 2C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to discuss how to implement framework learning outcomes

	
	A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

How can you incorporate the learning outcomes of the relevant learning framework?

Discuss your answer in groups.

Learners will need to discuss how they can implement the learning outcomes of the relevant learning framework into their practice. All learners should show competence in their understanding of the learning outcomes of the relevant framework and show confidence in suggesting techniques for incorporating these into their everyday practice.

For example, the framework “Belonging, Being and Becoming” identifies that educators can encourage children to feel safe, secure and supported (a sub-objective of objective one ‘children have a strong sense of identity’) when they:

· Acknowledge and respond sensitively to children’s cues and signals 
· Respond sensitively to children’s attempts to initiate interactions and conversations 
· Support children’s secure attachment through consistent and warm nurturing relationships 
· Support children in times of change and bridge the gap between the familiar and the unfamiliar 
· Build upon culturally valued child rearing practices and approaches to learning 
· Are emotionally available and support children’s expression of their thoughts and feelings 
· Recognise that feelings of distress, fear or discomfort may take some time to resolve 
· Acknowledge each child’s uniqueness in positive ways 
· Spend time interacting and conversing with each child.





[bookmark: _Toc482187556]Activity 2D
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to explain why it is important to reflect on own practices in the workplace and identify the benefits of discussing self-reflections with a supervisor

	
	1. Explain why it is important to reflect on your own practices.

2. Provide two different reasons why it is beneficial to discuss self-reflection with your supervisor.

1. Learners should demonstrate an understanding of the importance of reflecting on their own practices. Answers should recognise that a Quality Improvement Plan including self-assessment and identifying areas of improvement is required by regulation. Strong answers will also acknowledge that self-reflection will allow practices to continue improving and individuals to continue learning.

2. Learners will need to identify two different benefits of discussing self-reflections with a supervisor.

Answers might include:

· Allows them to provide feedback
· Enables worker to ask for advice or guidance
· Can help to put the mind at rest if self-reflections are overly critical.





[bookmark: _Toc453864171][bookmark: _Toc482187557]Summative Assessments answer guide
[bookmark: _Toc482187558]Section A: Skills Activity
Objective: To provide you with an opportunity to show you have the required skills for this unit.

A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

This activity will enable you to demonstrate the following skills:
· Reading – in order to interpret and apply relevant approved learning frameworks in the context of own work role.
Answer the activity in as much detail as possible, considering your organisational requirements.

1. Research and read through the learning framework which is applied within your organisation. Select three elements or points and discuss in small groups how you apply these to your own role.

1. Learners are required to select three different elements or points of the relevant approved learning framework and discuss in small groups how they apply these to their own role.

Elements/points chosen will differ, for example, they may include the principles, practices or outcomes included in the framework.

Learners should demonstrate a competent understanding of the relevant framework and be able to competently discuss how they apply this to their own role.

For example, principle number one of the framework “My Time, Our Place” is Secure, respectful and reciprocal relationships. 

Learners might apply this to their own role by:

· Providing consistent emotional support – ask children how they are feeling regularly. If they are upset or distressed encourage them to talk about the reasons why they are feeling this way
· Teaching children about their responsibilities towards others – for example, encouraging sharing or helping each other to solve tasks
· Encouraging collaboration and teamwork – regularly encouraging group games and activities in favour of solo work.



[bookmark: _Toc482187559]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:
· How to access:
· Belonging, Being and Becoming: The Early Years Learning Framework for Australia 
· My Time, My Place: Framework for School Age Care in Australia
· the relevant approved learning framework used in the service if different from those above
· How to navigate through framework documents to find areas relevant to this unit of competency
· United Nations Convention on the Rights of the Child
· Key participants in the implementation of the relevant approved learning framework
· Organisational standards, policies and procedures.

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. Provide the website address for the following:

· Belonging, Being and Becoming: The Early Years Learning Framework for Australia 
· My Time, Our Place: Framework for School Age Care in Australia
· Another relevant approved learning framework different from those above (if used).

2. Identify the five principles of the My Time, Our Place: Framework for School Age Care in Australia.

3. Provide a short summary (no more than 150 words) of the United Nations Conventions on the Rights of the Child and what it aims to do.

4. Identify three key people within your organisation who ensure that the relevant learning framework is implemented.

5. In 400 words, explain how your organisation works to incorporate the relevant learning framework into its standards, policies or procedures. You should refer to specific examples wherever possible.

1. Website addresses are:

· Belong, Being and Becoming: The Early Years Learning Framework for Australia - http://files.acecqa.gov.au/files/National-Quality-Framework-Resources-Kit/belonging_being_and_becoming_the_early_years_learning_framework_for_australia.pdf
· [bookmark: _GoBack]My time, Our Place: Framework for School Age Care in Australia - http://files.acecqa.gov.au/files/National-Quality-Framework-Resources-Kit/my_time_our_place_framework_for_school_age_care_in_australia.pdf

Website addresses may differ depending on the specific course of research. 

Learners should also provide the website address for another relevant approved learning framework if they use a framework which is different to those listed above.

2. Learners will need to access the My Time, Our Place: Framework for School Age Care in Australia and identify the five key principles.

The five key principles are:

1. Secure, respectful and reciprocal relationships
2. Partnerships
3. High expectations and equity
4. Respect for diversity
5. Ongoing learning and reflective practice.

3. The United Nations Convention on the Rights of the Child is an international agreement (signed by 194 countries) which outlines the civil, political, economic, social and cultural rights which every child is entitled to. It aims to ensure that children are given their basic fundamental rights and help them to reach their full potential.

4. Learners are required to identify the key people within their organisation who ensure that the relevant learning framework is implemented. Answers will differ depending on their organisation, for example, key people might include:

· Board members
· Managers and supervisors
· All educators
· Parents.

5. Learners will need to explain how their organisation works to include the relevant learning framework into its standards, policies, and procedures. Answers will vary by learner, their organisation, and the learning framework(s) which it incorporates.

For example, an organisation may base their policies around the first key principle of the learning framework My Time, My Place: Framework for School Age Care in Australia - Secure, respectful and reciprocal relationships by introducing standards such as:

· Ensuring that children’s self-esteem is promoted at all times
· Support children and their development
· Incorporate the child’s family into supportive practices to ensure that children are a part of a larger, respectful relationship.


[bookmark: _Toc482187560]Section C: Performance Activity
Objective: To provide you with an opportunity to demonstrate the required performance elements for this unit.

A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

This activity will enable you to demonstrate the following performance evidence:
· Worked collaboratively with at least one other educator to implement an approved learning framework within an approved education and care service, including:
· investigating and documenting at least two examples of how the learning framework is demonstrated in the service
· researching and documenting at least one example of how each principle of the learning framework is reflected in the service
· working closely with others and under supervision to help implement the framework
· reflecting on and discussing practice with supervisor and others
· investigated and documented their own involvement in at least three examples of pedagogical practices in the service.

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. Working with one other person within your workplace, produce a diary documenting how you have implemented the relevant approved learning framework.

Your diary should demonstrate that you have:

· Investigated and documented at least two examples of how the learning framework is demonstrated in the service
· Researched and documented at least one example of how each principle of the learning framework is reflected in the service
· Worked closely with others and under supervision to help implement the framework
· Reflected on and discussing practice with supervisor and others
· Investigated and documented their own involvement in at least three examples of pedagogical practices in the service.

1. Learners are required to produce a diary documenting their implementation of the relevant approved learning framework alongside one other person within their workplace.

Diaries should demonstrate that learners have:

· Investigated and documented at least two examples of how the learning framework is demonstrated in the service – this should focus on one or two of the three key elements- principles, practices or objectives
· Researched and documented at least one example of how each principle of the learning framework is reflected in the service
· Worked closely with others and under supervision to help implement the framework
· Reflected on and discussing practice with supervisor and others
· Investigated and documented their own involvement in at least three examples of pedagogical practices in the service.

If two learners are able to work together, some elements of the task may be completed during class time wherever applicable. For example, research and documentation of how each principle of the learning framework is reflected in the service.
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