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ASSESSMENT FOR TAEDEL401A

	Student name
	     

	Date of assessment submission
	Click here to enter a date.


	Trainer/Assessor’s name
	     

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent














































[bookmark: _Toc377019763]Candidate Details
[bookmark: _Toc390248480][bookmark: _Toc377019765]Assessment – TAEDEL401A – Plan, organise and deliver group based learning
Please complete the following activities and hand in to your trainer for marking.  This forms part of your assessment for TAEDEL401A – Plan, organise and deliver group based learning.
Name: 		Ben-James Katay _____________________________________________________________
Address:	3 illawong street, Loganholme, 4129, QLD _____________________________________________________________
		
Email:		bj.katay@train4trade _____________________________________________________________
Employer:	Benjamin Katay
[bookmark: _GoBack]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:		BJ Katay____________________________________________________________
Date:		25/01/15____________________________________________________________
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:		____________________________________________________________



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:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________




[bookmark: _Toc360624850][bookmark: _Toc377019766]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. Interpret learning environment and delivery requirements 
1. Prepare session plans
1. Prepare resources for delivery 
1. Support and monitor learning
You will also need to show your:
Presentation skills 
Group facilitation skills 
Conflict resolution and negotiation skills 
[bookmark: _Toc377019767]Oral communication and language skills 
Activities
[bookmark: _Toc326092837][bookmark: _Toc390187172][bookmark: _Toc390248483][bookmark: _Toc326092913][bookmark: _Toc326092921][bookmark: _Toc326092925][bookmark: _Toc326092927][bookmark: _Toc326092929][bookmark: _Toc326092935][bookmark: _Toc264874763][bookmark: _Toc264874913]Activity 1.1.1
	Estimated Time
	30 Minutes

	Objective
	Access, read and interpret learning program documentation to determine delivery requirements.

	Activity
	Why is it important to read and interpret learning program documentation?
So that it’s clear to the trainer so that they can set up a lesson plan based on that. Once it’s conveyed to the learner what benchmarks are to be met, they will know what evidence they need to bring during the program to reach the standard set by the performance criteria.






Where can you find learning program documentation?
At your RTO 



How will knowing the characteristics of your learners help in the delivery of the training program?
Personal interest goes a long way. When you know what someone’s characteristics are you will know how to deliver a unit to a class of different people and learning styles. Your delivery will be more likely to move the person to action. You will gain their attention during a session and respect.



Learning program documentation can often include...

The assessment plan, mapping the assessment process








Why would it be important to consider the workplace culture of the learners when delivering a training program?


Once again it’s tailoring the training to the people so when you get the background of where they worked, with whom they worked, it will give you a guideline to follow. Every workplace is different, and that means the things they are used to doing might not be the way that everyone else would. But understanding the culture of the workplace will give you a scope of the people you are training and you will be able to draw out points that they would relate to.
























[bookmark: _Toc326092844]

[bookmark: _Toc390187173][bookmark: _Toc390248484]Activity 1.2.1
	Estimated Time
	30 Minutes

	Objective
	Use available information and documentation to identify group and individual learner needs and learner characteristics.

	Activity
	What are some of the ways that you can think of to determine whether a training need exists?

Talk to them personally; if they are young and still living at home discuss these things with the parents. Talk to their manager or supervisor to understand how they are in the workplace. Get them to dropped down themselves what they believe are their strengths, weaknesses and things they would like to improve on, what they would like out of the training. Such a self-evaluation would be a source to look at any needs that have to be taken care of and thought of while training the units.







Think about a program you may need to plan in the future.  When conducting a Training Needs Analysis, consider the following:
What skills, attitudes and knowledge would the trainees already have?
Most likely a lot of the trainees will be inexperienced in the field of construction. They could have done a few day jobs here and there, which allow them to pick up different techniques as they work in a specific construction field. But overall they wouldn’t understand health and safety to a full degree or know the basic requirements needed in the construction industry. Attitude is a huge thing, and it really depends on the person, their maturity level and willingness to learn. I’m not sure until I observe them and get to know them. But something I did notice is that many young ones need motivation to do any job, they aren’t going to put their hand up straight away to do things. Training though will help them realize that attitude is very important in order to do well in the construction industry.






What strengths can you as a trainer bring to a Training Needs Analysis?
I’m there as a support to the trainees, to help them grow, to learn and guide them in doing their best so that they may take what they learnt, and apply it to any job in the construction industry.




Write a sample SWOT analysis using the template on the next page based on learners you may need to train in the future.


[bookmark: _Toc326092847]
[bookmark: _Toc390248485]SWOT Analysis Template
	Strength
	

Young, mouldable, 
full of energy, 
willing to experiment




	Weakness
	
Inexperienced,
Doubtful,
Lack of motivation,
Lack of applying direction given in class





	Opportunity
	
Use the information learnt from the trainer and from the given manuals to apply to work related tasks.








	Threat
	

That the workplace will have hazards that could injure or put the trainee at risk of injury. Stress in the classroom could cause tension and a lack of motivation.










[bookmark: _Toc390187174][bookmark: _Toc390248486]Activity 1.3.1
	Estimated Time
	20 Minutes

	Objective
	Identify and assess constraints and risks to delivery.

	Activity

Case Study
	Case Study: You are currently training a group of students in Certificate I Information Technology.  You have a student that arrives without a computer but they have a smart phone and can access the internet via their phone modem.  Part of the course is for the student to bring a laptop to class to complete their work.  Their personal computer is currently broken and they cannot afford to replace it and are saving to have it repaired in a couple of weeks.  
Fill out the risk plan template below identifying at least 3 of the risks and provide a back-up plan for each.
[bookmark: _Toc326092848]Training Risk Plan Template
	Risk or Constraint
	Back-Up Plan

	
Will not be able to get out as much of training

	Look for ways that you could assess them differently or ask them to borrow a laptop from a family member or friend. Contextualise the assessments individually to suit him.

	
The person could get easily distracted by social media on their phone

	Monitor what they are doing and if they are paying attention.

	Won’t finish the required tasks

	If it’s allowed that they could individually join same course later on when he has his laptop. If he isn’t going to meet the benchmarks then this could be something to discuss with the RTO and learner.









[bookmark: _Toc326092856][bookmark: _Toc390187175][bookmark: _Toc390248487]Activity 1.4.1
	Estimated Time
	30 Minutes

	Objective
	Confirm personal role and responsibilities in planning and delivering training with relevant personnel.

	Activity
	What is the title of the person who will have ultimate responsibility for the program delivery?
Trainer


Sarah from TLC has been asked to put together a training program to deliver basic selling skills to a group of pharmaceutical sales reps.  Work on the following questions;
1. What is the training program context?  How would you deliver the program based on the information above?
Well these ones already have background of selling skills, obviously since they are sales reps. So because they do have experience in the industry, the program would need to tailor to it. The training received should review what they already know and then any training after that should incorporate real life scenarios, so that you may assess them on what they know. A knowledge based test could help you see what their understanding is of basic selling skills.



2. Who would be consulted to determine the context is a correct interpretation of the learners needs?
A qualified assessor in the industry. Discuss with their managers to see if we are tailoring it to their needs.





3. What characteristics of the learners could exist?
Well by being in the industry for a little while they really would feel that are already qualified in basic selling skills. But by taking that on board you can use that for them, to show skills and guide them along during the training. Train them on different perspectives of the job, get them to think about other angles of doing something other than what they know.





4. What risks could present themselves during the training?
There is a risk they will lose interest. That where the training takes place will not be suitable to the needs of the learners.






5. The program is being delivered by 3 separate trainers, and you are one of them.  What is the best way to document the responsibilities of each trainer?
By giving everyone a session plan for the day they will be able to see what is going to take place. The trainers should be assigned what day they will conduct so that they may prepare what evidence they will need to get for the day of training.




 





[bookmark: _Toc326092860][bookmark: _Toc390187176][bookmark: _Toc390248488]Activity 2.1.1
	Estimated Time
	20 Minutes

	Objective
	Refine existing learning objectives according to program requirements and specific needs of individual learners.

	Activity
	Brainstorm more action words to use when writing a learning objective;
. Provide
. Confirm
. Clarify
. Discuss
. Organise
. Apply


If a learner was studying a Certificate I in Business and the unit being delivered is Use Business Equipment and Resources  and the learning objective is ‘Estimate quantities and resources to complete a task’ write a learning objective here that meets the SMARTA principle:
Let’s assume you are required to post a two-sided memo and a letter.
There are 50 copies of the two-sided memo, along with accompanying one-page letter which will be stapled together.
Envelopes will be needed and you will need to print the address on a label and then stick this to the envelope.
Identify the resources required to carry out this task.

Memo’s, Photocopier/Printer, Staples, Envelopes, Labels, Paper





Ask another group to evaluate if it is SMARTA.
N/A


[bookmark: _Toc326092862][bookmark: _Toc390187177][bookmark: _Toc390248489]Activity 2.1.2
	Estimated Time
	20 Minutes

	Objective
	Refine existing learning objectives according to program requirements and specific needs of individual learners.

	Activity

Group/Pair Activity
	Ask each learner to write something on a piece of paper that no one else in the group would know about them.
You can provide examples such as;
· They were first in the swimming league when they were young
· They always dreamt of becoming a famous ice skater
· They recently met a famous personality
· They vacation in Europe every year
Collect the pieces of paper and randomly hand one piece back to each member the group.  Each member is to read one item and the rest of the group should try to guess who wrote what.
Debrief – how do you think knowing a bit more about the learner group and its individual members can help in the delivery of a session?

Once you understand your target group of learners and even learn specific things about them it will only benefit the training. The session will be more likeable and you will be able to use illustrations or questions that the group would relate too or specific learners would. 














[bookmark: _Toc326092864][bookmark: _Toc390187178][bookmark: _Toc390248490]Activity 2.2.1
	Estimated Time
	15 Minutes

	Objective
	Develop session plans and document these for each segment of the learning program.

	Activity

Group/Pair Activity
	Individually, or in small groups, learners are to come up with a suitable OHS checklist to be used in a training program they are likely to be delivering that can be added in support of a session plan.
	Checklist
	Compliance
	Comments

	 
	 
	 

	Site Establishment Checklist
	
	 

	Is site secure
	X
	 

	Adequate amenities provided for workers
	X
	 

	First Aid & emergency systems in place
	X
	 

	Existing grounds & buildings checked
	X
	 

	Adequate safety signs & notices posted
	X
	 

	Correct registers & forms on site
	X
	 

	Site induction program & records
	X
	 

	Safe Work Method Statements in place
	X
	 

	 
	
	 

	Hazardous Substances Checklist
	
	 

	Are hazardous substances used on site
	X
	 

	Are Material Safety Data Sheets on site
	X
	 

	Training & information provided
	X
	 

	Risk Assessment conducted
	X
	 

	 
	
	 

	Dangerous Goods Checklist
	
	 

	Are dangerous goods used
	x
	 

	Are flammable & combustible liquids stored
	X
	 

	Is LPG used
	X
	 

	Are welding sets used
	X
	 

	Are explosive power tools used
	X
	 

	 
	
	 

	Public Safety Checklist
	
	 

	Complied with local gov. requirements
	X
	 

	Site secure
	X
	 

	Traffic properly managed
	N/A
	 

	Public protected from dust & debris
	N/A
	 

	Work in public space properly managed
	N/A
	 

	 
	
	 

	Personal Protection Checklist
	
	 

	Worker PPE needs identified
	X
	 

	PPE signs posted where necessary
	X
	 

	Adequate PPE provided
	X
	 

	Workers understand need for PPE
	X
	 

	Workers trained to use of PPE
	X
	 

	PPE being adequately monitored
	X
	 

	PPE inspected & replaced as necessary
	X
	 

	PPE needs reviewed
	X
	 






























[bookmark: _Toc326092867][bookmark: _Toc390187179][bookmark: _Toc390248491]Activity 2.2.2
	Estimated Time
	30 Minutes

	Objective
	Develop session plans and document these for each segment of the learning program.

	Activity

Project
	Individually, ask the learners to write a session plan using the template on the next page for a 5 minute session they may be asked to deliver in class.  If time permits, ask them all to deliver the session, but if time is limited, the trainer can select a few random learners to deliver theirs.
LESSON PLAN (8 Hrs)
CPCCCM1013A Plan and organise work

	Time
	Topic
	Strategy

	

8:00am 
	Introduction
Company policies and procedures
Breaks, bathroom facilities, class rules,
canteen, emergency evacuations, smoking policy.
Course outline
· Plan and Prepare 
· Sequence work safely
· Clean up
Theory/ prac assessment procedures
	PPT

Discussion

White Board

	
	Planning and preparation
· Worksite inspection
· Equipment defect identification
· Time management
	Class room Discussion

White board

	
	Sequencing major events
· Receiving instructions
· Organising tasks
	Group Exercise

	9:30 – 9:50am
	Break

	
	· Tool selection
· Material selection
· PPE Selection
· Procedures for storage of tools
	Discussion

	
	· Procedures for leaving work site clean
· Lock up tools
	PPT


	12 – 12:30pm
	Lunch

	
	Copy of AS9000:2000
	

	
	Quality Concepts:
· Quality terminology
· Basic concepts
	
Group Exercise

	
	· Quality costs
· Plans and Specifications
· Terms
· Theory exam
· Prac exam
	
QA completed

Trainee documents(signed)

	4:00pm
	Close Day 1




























[bookmark: _Toc326092868][bookmark: _Toc390187180][bookmark: _Toc390248492]Session Plan Template
	Title of Session:


	Date:

	Time: 
	Duration:

	Location:

	Trainer:
	Validated by:

	Learning Outcomes:









	Assessment Criteria:






	Special Needs:


	Time (minutes)


















	Main Content and Points to be Made
	Resources Needed

	Conclusion:






[bookmark: _Toc326092875][bookmark: _Toc390187181][bookmark: _Toc390248493]Activity 2.3.1
	Estimated Time
	20 Minutes

	Objective
	Use knowledge of learning principles and theories to generate ideas for managing session delivery.

	Activity
	Individually, or in small groups, ask the learners to think about 3 activities they can incorporate in a training program they will be delivering for each of the 3 learning styles.
Visual
1. Power point presentation ______________________________________________
2. Unit handbooks         ______________________________________________
3. Illustrations written on a white board ______________________________________________

Auditory
1. Discussions in class ______________________________________________
2. Perform site meetings or toolbox talks ______________________________________________
3. ______________________________________________

Kinaesthetic
1. Practical team work related activities  in construction          ______________________________________________
2. Hypothetical  Scenarios ______________________________________________
3. Getting them to learn and try using different construction tools and equipment             ______________________________________________










[bookmark: _Toc326092880][bookmark: _Toc390187182][bookmark: _Toc390248494]Activity 3.1.1
	Estimated Time
	15 Minutes

	Objective
	Contextualise existing learning materials to meet the needs of the specific learner group.

	Activity
	Individually, or in small groups, ask the learners to list 5 different ways that a trainer can contextualise learning materials to suit the needs of a specific group.
0. Get to know their companies and then when you are speaking you can adapt it to their environment.



0. Use sayings and phrases that they will understand.



0. Modify the assessments to the trainees needs



4.  If something has superseded then you will have to discard it.



1. Make sure that it lines up with any standards in the industry trained so that it’s valid.








[bookmark: _Toc326092889][bookmark: _Toc390187183][bookmark: _Toc390248495]Activity 3.2.1
	Estimated Time
	15 Minutes

	Objective
	Finalise learning materials and organise facility, technology and equipment needs in time for delivery of learning sessions.

	Activity
	Individually, or in small groups, ask the learners to think about 3 things they need to confirm for a training program they may be delivering in the future.
1. Whiteboard/Projectors  ______________________________________________
2. Room to have the training sessions in ______________________________________________
3. Air-conditioning   ______________________________________________

Why would it be important to confirm with a learner’s supervisor prior to booking the learner into a training program?

To see if it works in with their work schedule and also so that the supervisor can plan ahead for their absence.






What problems are likely to arise if learners are not notified of training details?
They will have no clue what’s going to take place, where it is, at what time it starts and finishes. You can’t expect them to plan to be there for the duration of the training session or days if they do not know anything about it.









[bookmark: _Toc326092902][bookmark: _Toc390187184][bookmark: _Toc390248496]Activity 3.3.1
	Estimated Time
	20 Minutes

	Objective
	Confirm overall delivery arrangements with relevant personnel.

	Activity
	Individually, or in small groups, ask the learners to discuss why it is important to consult the following people about the delivery arrangements for a training program.
· The learners themselves
The learners will understand what’s going to be taking place, which will aid them to prepare themselves for it.


· Managers and supervisors
They will be able to have an overview of what their workers are learning through the course or they will be able to give insight on where we can change it up in order to help the trainee even more.


· Venue staff
Well if by any chance we need to go outside for a practical session, they would need to be notified of it. They will be able to make sure that we are able to train   in class or outside if we notify them of what our training sessions will involve.


· Administrative staff
If for example we are training in a school, there are policies and procedures that we need to follow in accordance with the school. So notifying them of what we intend to do, will aid us to follow there guidelines and meet the needs of the training as well.


· The trainer delivering the session
They will know what’s required of them to bring the message across for the required unit. As they get to know the class they will be able to tailor it even more to the trainees, through sessions and assessments.




· Other trainers
If another trainer comes in they will not be familiar with the way the training sessions are planned, so by talking to them you are able to bring them up to speed with the program.



· Guest speakers
Guest speakers can inspire the trainees/learners to continue in what they are doing. But they won’t be able to do that unless they know what you are aiming for through your training sessions.



· OHS trainers or specialists
When they train OHS, they need to know the material that is being covered, the training objective when it comes to OHS and how it would apply to the overall training program. Telling them these things will assist them in bringing out relevant point for the trainees.





[bookmark: _Toc326092906]


[bookmark: _Toc390187185][bookmark: _Toc390248497]Activity 4.1.1
	Estimated Time
	20 Minutes

	Objective
	Conduct each session according to session plan, modified where appropriate to meet learner needs.

	Activity

Case Study
	Sarah from TLC has been asked to deliver a 4 hour session from 9am to 1pm on team building to a group of sales people for their yearly sales conference.  
Her session will the first so she feels she needs to make it memorable and enjoyable for the team.
The company culture has been suffering and due to the nature of the sales industry already, she has been advised that they don’t work well as a team and compete to the point where there is a lot of animosity among the team members.
The session she has put together covers exactly the 4 hour time slot and she feels the learners will get a lot out of it, therefore helping them to create a team environment.  She is confident that all the exercises will foster a good working environment once the sales team have completed them all.
The day of the conference arrives and Sarah is at the conference centre at 8:15am for a 9am start.
A few people have turned up by 8:40am and at 8:50am she is advised that 4 of the 12 participants have been held up at the airport and will not be arriving until around 10:30am.  The next session which is being conducted by another trainer from a different company starts at 2pm sharp after a lunch break at 1pm.
As Sarah is conducting a ‘team building’ session with the 12 people, and 4 of them are missing until 10:30am, what should she do?
She can contextualise the material being covered, in the first couple hours, so that everyone benefits as a team later on when the whole crew together. The first couple hours she could focus on what they as individuals can bring to a team working environment. Then once they others come, she could bring them up to speed on what they already discussed. They will be able to join in and now focus  more on group activities where it will motivate and teach them to work with each other in getting the job done.













[bookmark: _Toc326092908][bookmark: _Toc390187186][bookmark: _Toc390248498]Activity 4.2.1
	Estimated Time
	20 Minutes

	Objective
	Use the diversity of the group as another resource to support learning.

	Activity

Case Study
	Sarah from TLC has decided to deliver a shorter component of the team building session to the sales people after they arrived at 10:30am for a 9am start.
Due to the fact that 4 of them were held up at the airport, one learner in particular, Fred is somewhat irate and feels as though he is wasting time being at the session.
He is making sarcastic comments and some of the other learners are getting annoyed with him.
Another learner, Peter, is also keen to share all of his life stories and hold up the group even more.
As Sarah is already stressed about the lack of time for the session, she is getting anxious because of these two participants.
How can Sarah best manage the situation?
Give a quick five minute break and ask to discuss with them individually. Then she could express her concern in a kind and respect manner and explain that we can make this situation work together. This mediation will help defuse things in the classroom. Rather than putting them down in the classroom you can discuss these things privately as adults before the class comes back.













 


[bookmark: _Toc390187187][bookmark: _Toc390248499]



Activity 4.3.1
	Estimated Time
	20 Minutes

	Objective
	Employ a range of delivery methods as training aids to optimise learner experiences.

	Activity
	1. As a learner, what has been your reaction to group discussions or brainstorming sessions?  What have you enjoyed most about them?  What have you enjoyed least about them?
N/A because I’m the only one in the course





2. As a learner, what has been your reaction to role plays or case studies?  What have you enjoyed most about them?  What have you enjoyed least about them?

Case studies have been good training because it helps you evaluate the situation. It gets you to think on all levels, really outside the box, so that you as trainer can handle any situation that comes your way.




3. As a learner, what has been your reaction to training resources or demonstrations?  What have you enjoyed most about them?  What have you enjoyed least about them?
It’s a lot to take in sometimes but it’s all relevant to training. It will take time to get good at applying what you learn, like anything it’s possible. These resources have helped teach me about things I never knew about.








[bookmark: _Toc390187188][bookmark: _Toc390248500]Activity 4.4.1
	Estimated Time
	20 Minutes

	Objective
	Demonstrate effective facilitation skills to ensure effective participation and group management.

	Activity
	1. Think of a time when you attended a session that was disorganised and didn’t flow.  What specifically made it seem unorganised or unprofessional?
The biggest thing I remember is that he always used to turn up late. This used throw the class out, which allowed them to make a muck and when he came they wouldn’t stop they would continue.





2. Think about some of the benefits of asking questions of the participants during a training session are:
It gets them involved with the training, it keeps them interested. You learn how much is sinking with them as they express themselves.





3. Discuss how you can relate your next training session to the real life experiences of the participants
 Ask them what are some situations they have come across in the workplace. Put a hypothetical scenario to them and get them to express what they would do. Relate the training material to something they would relate to in their workplace. 








[bookmark: _Toc390187189][bookmark: _Toc390248501]Activity 5.1.1
	Estimated Time
	20 Minutes

	Objective
	Monitor and document learner progress to ensure outcomes are being achieved and individual learner needs are being met.

	Activity

Group Activity

	Group Activity
Trainer to instruct on task, using their guide.
Why do you think the results were different? (This question will make sense once the task has been performed).




N/A

















[bookmark: _Toc390187190][bookmark: _Toc390248502]Activity 5.2.1
	Estimated Time
	20 Minutes

	Objective
	Make adjustments to the delivery sessions to reflect specific needs and circumstances.

	Activity

Case Study
	Sarah from TLC is delivering a session to senior management on Effective Communication Skills.   She is quite excited about this as it is her first opportunity to deliver a session to the management team.
Sarah has done the following  the day before the session to make sure everything goes according to plan;
· She has organised for someone from the mail room to make up 15 workbooks which will be ready in time for the session tomorrow. The workbooks were proof read by 2 people so she is confident they are perfect
· She has booked the boardroom and morning tea will arrive at 10:15am on the dot
· She has checked the projector for her PowerPoint presentation and it works 
· She has confirmed that 15 people will be at the session and has structured activities for 3 groups of 5 people
On the day, Sarah is advised that;
· The lady from the mailroom is off sick today and did not get to finish the workbooks yesterday.  No one else knows how to use the binding machine.
· The boardroom was double booked and the CEO is delivering a talk in there from 10 – 11:30am.  She will need to use the training room with no data projector from during this time
· Only 11 people can now attend as there was an emergency board meeting with the CEO called at 6am to discuss plummeting share prices 
What would you do if you were Sarah?  What should Sarah have done?
Try to not get stressed with the situation. It gives a good indication for preparing in advance so when these things do pop up it won’t hinder the training. She should have had the materials prepared.
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	Estimated Time
	20 Minutes

	Objective
	Manage inappropriate behaviour to ensure learning can take place.

	Activity
	Think of a time you have participated in training and there was disruptive learner in the classroom.  
How were they managed by the trainer?  
They were spoken to privately, and then warned that this will not help the class function in an orderly manner, or as a class get the best benefits of training if always being disrupted. 





How were they managed by the other learners?
They didn’t do anything about it, even though they didn’t like, they wouldn’t say a thing.




What kind of energy did they create for the rest of the group?  
Not a functional one, it was disrupting those that really wanted to learn and take in the training.


What would you have done differently if you were the trainer?
 To be honest I thought the trainer handled it very well; I would want to imitate it. He was patient, and considerate of the person disrupting everybody, so as not to embarrass him and cut him off at his knees in front of the class. So speaking privately was the right thing to do. He also showed consideration for the rest of the class so that they wouldn’t have to put up with it and could create a better learning atmosphere. By patiently talking to him he was actually able to quiet him down. 
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	Estimated Time
	20 Minutes

	Objective
	Maintain and store learner records according to organisational requirements.

	Activity
	What learner records would you need to maintain and store and why?
Any evidence that has been gathered to show the competency of a learner through any specific unit or course. If they were to conduct an audit they would need to be able to access any of those assessments that they completed. This shows the importance of making sure it meets the standards and requirements of NVR.









What are your organisational requirements regarding maintaining and storing learner records?
We have a archiving for all documents. We use a scanning system, we have paper base copies and also a up to date computer database to store all leaner records.














[bookmark: _Toc360624853][bookmark: _Toc390248505][bookmark: _Toc298835378][bookmark: _Toc298835223]
Skills and Knowledge Activity
	Estimated Time
	1 Hour

	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 the following skills:
1. Presentation skills
2. Group facilitation skills
3. Conflict resolution and negotiation skills
4. Oral communication and language skills 
5. Interpersonal skills 
6. Observation skills 
Answer each question in as much detail as possible, considering your organisational requirements for each one.

7. How can the skills listed above help you to plan, organise and deliver group based learning?
a. Helps you think of ideas that would be suitable and enjoyable for the class
b. It will allow you to think about the group you are training and the activities you engage them in.
c. Conflict can come across through dislike of someone’s personality, so through these skills you might want to avoid putting them together if they just had an argument, and let it cool off.
d. It helps you think of discussion based activities and tasks that will involve the learners and pick a suitable time to do so part of your session.
e. Getting to know them individually will assist you in contextualising the material before the session and assessments are given. It will also help you when training them, to make it more personal and relevant to their situation or job.
f. Plan and organise for group activities that are relevant to the unit so that you can observe the skills and knowledge they have, while they are also working/communicating as a team.

8. What is your knowledge of learning theories, principles and learner styles?
Theories are at the trainer’s disposal to use by trying different ways of tailoring to the learner styles of the trainees. 
These are some principles of learning: They need to know what they are learning, They should be included, They are self-directed in their learning, They will usually want to expand career options in one way or another
Then there are different styles:
Visual
Auditory
Kinaesthetic
9. What potential OHS issues might you come across? In the workplace environment there are some hazards: temperature, lack of ventilation, tripping hazards just to name a few. Dehydration, stress etc

10. What diversity and individual needs might your learners have? 

There may be some with LLN difficulties, mental health issues, job requirements, family requirements, inexperience.
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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.
Session plans are at the bottom of this workbook
You must individually, complete the following in full to show your competency of each element;
Time should also be allocated to allow for the learners to deliver at least 15 minutes of one presentation as part of their final assessment to the group.
Note that this has not been factored into the estimated time for this activity as that will depend on how many learners there are in a class.
This project should be completed individually but can be completed as part of a group assignment if the trainer feels it is appropriate to the learners.
Note that the learners may need to undertake extra research to answer some of the questions.  As the assessment component may not have been covered yet, this project can also be completed at the end of the course.
Session Plans
The learners are to write 3 x one hour training sessions for delivery to the group.  Two sessions should be aimed at group learning and one session should be for a one to one training situation.  Session plan templates can be developed by the learners or sourced from the internet.  A sample is included at the end of this activity also.
The learners should focus on three different levels from the AQF standards when putting together each session plan, to ensure they are catering to differing levels of these standards, and ensure that the assessment tools reflect the different levels within each standard. 
One session plan should cover one entire unit of competency or an accredited course module.
0. The session plans should include the following;
1. Name of session
1. Date of session
1. Length of session
1. Learning objectives
1. Target Group
1. Trainer name
1. Assessor name
1. Location of training
1. Details on timing, content of training, resources
1. Special needs
1. How the sessions can be contextualised
1. Assessment methods that will be used
1. Resources needed for assessment
1. How the assessments can be reasonably adjusted if required
Questions on the following page should also be answered.
Questions
The learners should complete the following questions;
1. What should a trainer do when they see a look of confusion on one of the learner’s faces?

1. Describe one adult learning principle and how it can best be applied to facilitate learning.

1. Write up two SMARTA learning objectives for a course you plan on delivering in the future.

1. What are some of the barriers to learning that your learners may have (make the answer specific to the type of training you plan on conducting).

1. How can a trainer best manage inappropriate behaviour in the classroom?

1. How can the experience of the learners in the group be used as a resource in the classroom environment?

1. How can a trainer make sure all the learners participate as much as possible in the learning?

1. What expectations are the learners likely to have in your training program?

1. How can you as a trainer communicate the expectations you have of the training to your learners?

1. Identify and describe 3 learning styles.

1. What are some of the signs to look for that your learners may have learning difficulties?

1. How would you handle an OHS risk in the learning environment?

1. What are some of the steps that you should follow when you close a training session?
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	Title of Session:


	Date:

	Time: 
	Duration:

	Location:

	Trainer:
	Validated by:

	Learning Outcomes:









	Assessment Criteria:






	Special Needs:


	Time (minutes)


















	Main Content and Points to be Made
	Resources Needed

	Conclusion:
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	Title of Session:


	Date:

	Time: 
	Duration:

	Location:

	Trainer:
	Validated by:

	Learning Outcomes:









	Assessment Criteria:






	Special Needs:


	Time (minutes)


















	Main Content and Points to be Made
	Resources Needed

	Conclusion:







[bookmark: _Toc390248509]Appendices
Congratulations!  You have now finished TAEDEL401A – Plan, organise and deliver group based delivery.  
Appendices of the templates included in this unit have been included for your own reference on the following pages.
[bookmark: _Toc390248510]
SWOT Analysis Template
	Strength
	









	Weakness
	









	Opportunity
	









	Threat
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Support Arrangement
	Learner Need
	Support Arrangement

	Language, literacy and numeracy needs
	




	Cultural /religious needs
	




	Disability
	




	Learning styles
	




	Workplace culture
	




	Other special needs
	





[bookmark: _Toc390248512]Training Risk Plan Template
	Risk or Constraint
	Back-Up Plan
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Resources Checklist Template
	Resource
	Checked

	All documents, workbooks and handouts have been proof read
	

	Documents and handouts are easy to read and have been contextualised to the learners
	

	Software is ready to use
	

	Documents, workbooks, learner guides have been printed
	

	Powerpoint slides are ready to be used and data projector has been checked for functionality
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Session Plan Template
	Title of Session:


	Date:

	Time: 
	Duration:

	Location:

	Trainer:
	Validated by:

	Learning Outcomes:









	Assessment Criteria:






	Special Needs:


	Time (minutes)


















	Main Content and Points to be Made
	Resources Needed

	Conclusion:






[bookmark: _Toc390248515]
Checklists
Checklist to inform learners of training details
	Details 
	Checked

	Have the learners been advised of the time, date and location of the training and notified of what they need to bring to the training?
	

	Have the learners been asked about any special requirements?
	

	Have the learners been told what is expected from them in the training?
	

	Have supervisors been informed?
	

	Have the learners been advised of any safety requirements for the training?
	

	Have the learners been informed of enrolment and payment details?
	





Facility Checklist
	Facility, Technology and Equipment Required
	Checked

	Room has been booked and confirmed, temperature is appropriate
	

	PowerPoint slides and presentations ready and printed out if applicable
	

	Data projector has been checked
	

	Network issues checked
	

	Chairs and set up confirmed (i.e. cafe style, classroom or U-shape)
	

	Training manuals and handouts have been printed in advance
	















Major activity
LESSON PLAN (8 Hrs)
CPCCCM1013A Plan and organise work

	Time
	Topic
	Strategy

	

8:00am 
	Introduction
Company policies and procedures
Breaks, bathroom facilities, class rules,
canteen, emergency evacuations, smoking policy.
Course outline
· Plan and Prepare 
· Sequence work safely
· Clean up
Theory/ prac assessment procedures
	PPT

Discussion

White Board

	
	Planning and preparation
· Worksite inspection
· Equipment defect identification
· Time management
	Class room Discussion

White board

	
	Sequencing major events
· Receiving instructions
· Organising tasks
	Group Exercise

	9:30 – 9:50am
	Break

	
	· Tool selection
· Material selection
· PPE Selection
· Procedures for storage of tools
	Discussion

	
	· Procedures for leaving work site clean
· Lock up tools
	PPT


	12 – 12:30pm
	Lunch

	
	Copy of AS9000:2000
	

	
	Quality Concepts:
· Quality terminology
· Basic concepts
	
Group Exercise

	
	· Quality costs
· Plans and Specifications
· Terms
· Theory exam
· Prac exam
	
QA completed

Trainee documents(signed)

	4:00pm
	Close Day 1



LESSON PLAN (8 hours)
CPCCCM1015A
Carry out measurements and calculations

	Day 2

	Time
	Topic
	Strategy

	8am – 9:30am
	
Revision day 1

Area of a parallelogram

Area of a trapezium

Circles and curves

Circumference
· Using radius
· Using diameter

Area of a circle

	Trainer verbal exposition/ demonstration
PowerPoint
Activity Sheets – discuss answers in group



	9:30am – 10am
	Break


	





10am – 12pm
	Volume of a rectangular space

Volume of a  cylinder

Outside practical activity
Must include measuring 5 different objects to 1mm accuracy. To be set by trainer

Volume of a trench with sloping sides

Mass

Ratio

Rounding off

Estimation

Costings
	Trainer verbal exposition/ demonstration
PowerPoint
Activity Sheets – discuss answers in group

Outside practical activity, must be completed by each student individually.

Trainer verbal exposition/ demonstration
PowerPoint
Activity Sheets – discuss answers in group

	12pm – 1pm
	Lunch


	
1pm – 3pm
	
Revision session


Exam

	Trainer verbal exposition/ demonstration
PowerPoint

To be held under closed book exam conditions.




LESSON PLAN (8 hours)

CPCCCM1015A
Carry out measurements and calculations

	Day 1

	Time
	Topic
	Strategy

	8am – 8:15am
	Introduction 
· Greeting
· Policies and procedures
· Evacuation procedure
· Use of mobile phones
· Calculators


	Trainer verbal explanation

Handout materials including calculators and rulers



	8:15am – 9:30am
	
Types of measuring instruments
· Tapes, rules etc.
· Lasers & safety

Length, Area and Volume


Metric Measurement


Metric Quantities

Metric Conversions

Scale

	Trainer verbal explanation

Trainer demonstration of some measuring instruments 

Trainer verbal 
Explanation and demonstration

PowerPoint

Activity Sheets – discuss answers in a group arrangement



	9:30am – 10am
	Break

	






10am – 12noon



















10am – 12noon
	Multiplication

Division

Indices

Square roots

BODMAS – Order of operations
· Reading formula

Fractions
· Fractions to decimals

Decimals
· Decimals to fractions




Percentages
· With calculator
· 10%, 20%, 30% etc.

Decimals to percentages

Geometry
· Introduction – what it is - trig, areas, angles etc.

Perimeter
· What it is, where it is used
· Rectangular shapes


	

Trainer verbal exposition/ demonstration

PowerPoint

Activity Sheets – discuss answers in group











Trainer verbal exposition/ demonstration

PowerPoint

Activity Sheets – 
discuss answers in a group arrangement
 


	12 noon – 1pm
	Lunch


	1pm – 3pm
	
Pythagoras Theorem – aka 3,4,5 triangle

· What it is, where it is used eg. checking square

· Tangents – Finding height, pitch angle

· Area of rectangle
· Complex rectangular shapes

· Area of a triangle

· Homework – Any incomplete activity sheets from the day + read through 2nd half of training manual particularly areas and volumes

	Trainer verbal exposition/ demonstration

PowerPoint
Activity Sheets – discuss answers in group
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