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[bookmark: _Toc443571346]Third Party Observations/Demonstrations
	Learner’s name
	Tahlia Roberts, Kyla Avila, Claudia Frahm, Melodie Hempsall, Chloe Hutchison, Dwi Nugraha, Chad O’Neill, Olivia Torrisi, Leilah Chandburne

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU312: Create electronic presentations

	Assessment
	Third party

	Due date of assessment
	30/09/19

	Third party’s name
	Nicole Grigg

	Third party’s position
	Supervisor

	Third party’s relation to learner
	Direct Supervisor

	Name of workplace
	Nambour State College

	Third party’s telephone and email
	07 5450 4111 ngrig3@eq.edu.au





[bookmark: _Toc443310635][bookmark: _Toc443571347]Part 1 – Preliminary questions for the third party
	What is your relationship to the learner?
	Supervisor

	How long have you worked with the learner?

	2 years

	How closely do you work with the learner in the area being assessed?

	Direct supervisor

	What is your technical experience and/or qualification (s) in the area being assessed? (Include any assessment or training qualifications.)

	Bachelor of Education
Diploma of Education (Commercial Studies)
Certificate III in Business BSB30115
Certificate IV in Training and Assessment TAE40116
Certificate III in Tourism SIT30107

	In your opinion, does the learner:
· Perform tasks to the industry standards?
· Manage job tasks effectively?
· Implement safe working practices?
· Solve problems on the job?	
· Work well with others?	
· Adapt to new tasks?	
· Adapt to unusual or non-routine situations?
	Yes


        (Please circle yes or no)
Do you understand which evidence/tasks the learner has			Yes		No
provided/performed that you are required to comment on?

Has the assessor explained the purpose of the learner’s				Yes 		No
assessment?

Are you aware that the learner will see a copy of this form?			Yes 		No

Are you willing to be contacted should further verification of this		Yes 		No
statement be required?


[bookmark: _Toc443310636][bookmark: _Toc443571348]Part 2 – Main questions for the third party
Please indicate the type of evidence the learner has provided you with for each criteria:
· Direct – such as an observation of workplace performance by an assessor
· Indirect – such as a portfolio of evidence
· Supplementary – such as supervisor reports.
Please indicate if your observations were real-time (in the workplace) or simulated (demonstrations in a simulated environment).
Please provide your response, based on your observation (direct/indirect/supplementary) in the area marked below – attach an additional sheet(s) if required. In responding, please make sure to specify the manner of observation and address the following, to the extent appropriate:
· What did the learner do?
· When did s/he do it?
· When or over what period of time did s/he do it?
· How did s/he do it?
· What was the outcome?
Remember, as a third party, your information should be purely factual and not represent your opinion on the learner’s competency.


[bookmark: _Toc443310637][bookmark: _Toc443571349]Third party observation
	Tasks 
	Third party response based on observation (direct/indirect/supplementary – please indicate)

	1. Organise personal work environment (including furniture and equipment) in accordance with ergonomic requirements
The learner should:
· Outline one way to organise personal work environment according to two ergonomic requirements.

	Type of observation/evidence: direct 


	
	What did the learner do? Correctly set up work space


	
	When did s/he do it? Over what period of time? Over 2 years


	
	How did s/he do it? By access the workstation and what was required to be moved changed


	
	What was the outcome? A personal work environment ready for work


	
	Other relevant comments/evidence:






	2. Identify purpose, audience and mode of presentation in consultation with content author or presenter
The learner should:
· Identify the purpose, audience and mode of a presentation in consultation with the author and presenter as part of a role-play activity.
	Type of observation/evidence: direct


	
	What did the learner do? Consultation and clarification


	
	When did s/he do it? Over what period of time? As required during the 2 years


	
	How did s/he do it? As required


	
	What was the outcome? Better presented work


	
	Other relevant comments/evidence:




	3. Identify organisational and task requirements relating to supporting documents and equipment
The learner should:
· Make a list of five supporting documents and/or equipment that might be required for a presentation they are in the process of developing.
	Type of observation/evidence: direct


	
	What did the learner do? Accessed supporting documents and equipment 

	
	When did s/he do it? Over what period of time? 2 years


	
	How did s/he do it? When required


	
	What was the outcome? Use of supporting documents and equipment correctly

	
	Other relevant comments/evidence:









	4. Select most appropriate application or platform to produce presentation, in accordance with available resources and organisational policies
The learner should:
· Select one application or platform which would be appropriate for a given presentation and explain why.
	Type of observation/evidence: direct


	
	What did the learner do? The correct application or platform was correctly selected to complete required work


	
	When did s/he do it? Over what period of time? 2 years


	
	How did s/he do it? By using skills learnt and applying to each situation

	
	What was the outcome? Correct application or platform used to complete the appropriate presentation of the work.


	
	Other relevant comments/evidence:







	5. Plan and prepare slides, notes and handouts according to organisational and task requirements and image and style requirements
The learner should:
· Plan and prepare a presentation on a subject of their choice following given requirements.
	Type of observation/evidence: direct


	
	What did the learner do? Presentation plan was designed after consultation and notes recorded and clarification sort if needed to produce a presentation 

	
	When did s/he do it? Over what period of time? As required over  2 years


	
	How did s/he do it? Using skills and organisational requirements to complete set tasks


	
	What was the outcome? Professional presentations


	
	Other relevant comments/evidence:







	6. Use application functions for consistency of design and layout, to meet identified presentation requirements
The learner should:
· Identify three applications and outline how each can be used to ensure consistency of design and layout and to meet presentation requirements.
	Type of observation/evidence: direct


	
	What did the learner do? Use application functions


	
	When did s/he do it? Over what period of time? As required 


	
	How did s/he do it? Using the application functions required to design layout


	
	What was the outcome? A presentation ready for promotion


	
	Other relevant comments/evidence:





	7. Balance presentation features for visual impact and emphasis
The learner should:
· Produce a short presentation ensuring that features are balanced, and emphasis is on the textual element.
	Type of observation/evidence: direct


	
	What did the learner do? Followed organisational guidelines. Re-assessed and made changes when necessary


	
	When did s/he do it? Over what period of time? When required over 2 years


	
	How did s/he do it? By using skills learnt and following guidelines

	
	What was the outcome? Balanced presentation


	
	Other relevant comments/evidence:









	8. Use advanced application features to streamline and customise presentation for different audiences
The learner should:
· Use two advanced application features.
	Type of observation/evidence:  direct


	
	What did the learner do? Used advanced application features to customise presentations


	
	When did s/he do it? Over what period of time? When required


	
	How did s/he do it? Applied advanced application features to presentations to enhance and cater to the audience

	
	What was the outcome? Presentations that appealed to the audience.

	
	Other relevant comments/evidence:





	9. Prepare presentation within designated timeline
The learner should:
· Identify three steps they can take to ensure that presentations are prepared within a designated timeline.
	Type of observation/evidence: direct


	
	What did the learner do? Planned and prepared presentations in a designated timeline

	
	When did s/he do it? Over what period of time? Within the time frame set

	
	How did s/he do it? With good planning and execution


	
	What was the outcome?  Presentations prepared within the timeframe.


	
	Other relevant comments/evidence:









	10. Use relevant help functions to overcome issues relating to presentation creation, if necessary
The learner should:
· Identify the help function on a given application and use this to solve an issue.
	Type of observation/evidence: direct


	
	What did the learner do? Used help functions to solve issues

	
	When did s/he do it? Over what period of time? During the preparation time

	
	How did s/he do it? Via the help functions within the program

	
	What was the outcome? Student was able to solve issues 


	
	Other relevant comments/evidence:









	11. Check presentation for spelling and consistency in presentation features and style, in accordance with task requirements
The learner should:
· Check a presentation for spelling and consistency in terms of given requirements.
	Type of observation/evidence:  direct


	
	What did the learner do? Checked the presentations for errors and consistency

	
	When did s/he do it? Over what period of time? During the presentations planning and finalisation stage


	
	How did s/he do it? By checking and having others check and by using style guides to be sure it is what is required.


	
	What was the outcome? Error free presentations


	
	Other relevant comments/evidence:







	12. Prepare presentation materials for delivery in accordance with presenter or audience requirements
The learner should:
· Prepare presentation materials for delivery in accordance with the audience requirements given.
	Type of observation/evidence:  direct


	
	What did the learner do? Prepared presentation materials in accordance with requirements.

	
	When did s/he do it? Over what period of time? Near the end of the preparation of presentation


	
	How did s/he do it? Clarified what the presenter required eg how many handouts need to be printed


	
	What was the outcome? Prepared materials in accordance with presentation requirements.


	
	Other relevant comments/evidence:










	13. Name and store presentation appropriately, in accordance with organisational requirements and exit application without information loss
The learner should:
· Suggest an appropriate name for a presentation according to requirements
· Identify how to save and exit an application
	Type of observation/evidence: direct


	
	What did the learner do? Named and stored the presentations appropriately


	
	When did s/he do it? Over what period of time? During the preparation on presentations


	
	How did s/he do it? Followed organisational requirements and style guides.

	
	What was the outcome? Appropriately saved documents with the correct names and in the correct place.


	
	Other relevant comments/evidence:







	14. Follow correct ergonomic requirements and organisational policies and procedures
The learner should:
· Develop a presentation ensuring that the above-mentioned task is completed.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:








	15. Produce electronic presentations that align to task purpose and are appropriate to target audience
The learner should:
· Develop a presentation ensuring that the above-mentioned task is completed.


	Type of observation/evidence:  direct


	
	What did the learner do? Produced two electronic presentations that where appropriate for the target audience

	
	When did s/he do it? Over what period of time? As required 

	
	How did s/he do it? With planning and consultation


	
	What was the outcome? Appropriate presentations


	
	Other relevant comments/evidence:









	16. Adhere closely to task requirements and organisational policies and procedures
The learner should:
· Develop a presentation ensuring that the above-mentioned task is completed.

	Type of observation/evidence: direct


	
	What did the learner do? Followed task requirements and policies and procedures

	
	When did s/he do it? Over what period of time? During the time set aside for the presentation


	
	How did s/he do it? By being organised and seeking help and following the policies and procedures


	
	What was the outcome? Completed presentation 


	
	Other relevant comments/evidence:








	17. Use relevant help functions to rectify presentation issues
The learner should:
· Develop a presentation ensuring that the above-mentioned task is completed.


	Type of observation/evidence: direct


	
	What did the learner do? Used the help functions to solve issues

	
	When did s/he do it? Over what period of time?  When required

	
	How did s/he do it?  By selecting the help function and keying in the task that they needed help with.

	
	What was the outcome? Issue was solved.


	
	Other relevant comments/evidence:









	18. Produce presentation in appropriate format for review
The learner should:
· Develop a presentation ensuring that the above-mentioned task is completed.


	Type of observation/evidence: direct


	
	What did the learner do? Produced presentations in correct format


	
	When did s/he do it? Over what period of time?  During the required task


	
	How did s/he do it? By selecting the appropriate format.


	
	What was the outcome? Completed task


	
	Other relevant comments/evidence:








	19. Communicate effectively with personnel
The learner should:
· Develop a presentation ensuring that the above-mentioned task is completed.


	Type of observation/evidence:  direct


	
	What did the learner do? Communicated effectively with required personnel

	
	When did s/he do it? Over what period of time?  When required


	
	How did s/he do it? By seeking clarification from personnel 


	
	What was the outcome?  Desired 


	
	Other relevant comments/evidence:









	20. Store presentation in accordance with organisation policies and procedures relating to data security
The learner should:
· Develop a presentation ensuring that the above-mentioned task is completed.

	Type of observation/evidence: direct


	
	What did the learner do? Stored the presentation in accordance with policies and procedures


	
	When did s/he do it? Over what period of time?  When required


	
	How did s/he do it? By following policies and procedures


	
	What was the outcome? Presentation stored in the appropriate way


	
	Other relevant comments/evidence:






	21. Reading
The learner should:
· Evaluate and integrate information and ideas to construct meaning in an effort to design and create a presentation.

	Type of observation/evidence: direct


	
	What did the learner do? Took notes and read the brief for the presentation


	
	When did s/he do it? Over what period of time?  When required


	
	How did s/he do it? By reading


	
	What was the outcome?  Everything right.


	
	Other relevant comments/evidence:









	22. Writing
The learner should:
· Communicate relationships between ideas and information in a style appropriate to audience and purpose in accordance with organisational and task requirements.

	Type of observation/evidence:  direct


	
	What did the learner do?  Student took notes


	
	When did s/he do it? Over what period of time? When required


	
	How did s/he do it? By taking notes and making adjustments


	
	What was the outcome?  Completed presentation


	
	Other relevant comments/evidence:





	23. Oral communication
The learner should:
· Listen to discussions and participate in exchange of information to choose appropriate actions to create presentation.

	Type of observation/evidence: direct


	
	What did the learner do? Had discussion with personnel 


	
	When did s/he do it? Over what period of time? When required


	
	How did s/he do it? By seeking out the appropriate person to communicate with


	
	What was the outcome? Clarification and feedback


	
	Other relevant comments/evidence:









	24. Navigate the world of work
The learner should:
· Recognise and follow explicit and implicit protocols and meets expectations associated with own role.

	Type of observation/evidence: direct

	
	What did the learner do? Followed protocols and met expectations


	
	When did s/he do it? Over what period of time? During the project


	
	How did s/he do it? By following protocols


	
	What was the outcome? Expectations met


	
	Other relevant comments/evidence:







	25. Interact with others
The learner should:
· Collaborate with others to achieve joint outcomes.


	Type of observation/evidence: direct


	
	What did the learner do? Collaborate with fellow colleagues


	
	When did s/he do it? Over what period of time? When required


	
	How did s/he do it? By being a team member and join in on collaboration 


	
	What was the outcome? Outcomes met


	
	Other relevant comments/evidence:









	26. Get the work done
The learner should:
· Uses advanced features within applications to address routine and complex work tasks
· Plans and implements routine tasks and workload making limited decisions on sequencing and timing.
	Type of observation/evidence: direct


	
	What did the learner do?  Completed the project


	
	When did s/he do it? Over what period of time? During the project


	
	How did s/he do it? By planning and seeking collaboration


	
	What was the outcome?  Completed project 


	
	Other relevant comments/evidence:

[bookmark: _GoBack]





[bookmark: _Toc443310638][bookmark: _Toc443571350]Third party declaration
To the best of my knowledge and belief, and after making diligent enquiries where relevant, I declare that I the contents of this Third Party Report are true, correct and complete and represent my views. I have not colluded with the learner and have not discussed my responses to the Third Party Report with the learner or anyone acting on behalf of the learner.
Third party’s name:	Nicole Grigg
Third party’s signature:	Nicole M Grigg
Date:			30/09/19
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This should be used by the trainer/assessor to document that observations/demonstrations carried out by the third party are satisfactory, as relevant to the performance criteria of this unit. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) in the observations or if reassessment is required.
	Learner’s name
	Tahlia Roberts, Kyla Avila, Claudia Frahm, Melodie Hempsall, Chloe Hutchison, Dwi Nugraha, Chad O’Neill, Olivia Torrisi, Leilah Chandburne

	Assessor’s name
	Nicole Grigg

	Unit of Competence
(Code and Title)
	BSBITU312 Create electronic presentations

	Date(s) of assessment
	30/09/19

	Have the third party observations been carried out correctly and successfully?
	    Yes         No
    (Please circle)

	Has the third party covered all relevant criteria in their observations?
	    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:
	

	Learner’s signature
	

	Assessor’s signature
	Nicole M Grigg
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