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Please complete the following activities and hand in to your trainer for marking.  This forms part of your assessment for TAEASS402B – Assess Competence.
Name: 		Ben-James Katay _____________________________________________________________
Address:	3 illawong street, Loganholme, 4129, QLD _____________________________________________________________
		
Email:		bj.katay@train4trade _____________________________________________________________
Employer:	Benjamin Katay
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	____________________________________________________________
[bookmark: _GoBack]Date:		22/01/15____________________________________________________________
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:		____________________________________________________________


[bookmark: _Toc366155512]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as;
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



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

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

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _Toc360624850]Assessor Signature:		________________________________________________________
Observation/Demonstration
Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should be able to demonstrate you can:
Prepare for Assessment
Gather quality evidence
Support the candidate
Make the assessment decision
Record and report the assessment decision
Review the assessment process
You will also need to show:
Literacy skills 
Communication skills
Observation skills
[bookmark: _Toc366155513]Activities
[bookmark: _Toc366155514]Activity 1.1.1
	Estimated Time
	60 Minutes

	Objective
	To provide learners an opportunity to investigate the legal requirements of conducting assessments in their individual organisations and state of registration.

	Activity

Research
	Individually or in small groups, undertake the following research for the next 3 questions:
1. Identify the legal and ethical requirements of conducting assessments in your own organisation or an RTO you research on the internet. Prepare a half page report on your findings.

	
	I’m just naming a few requirements this RTO had. As an RTO they had to make sure that there is a safe working environment, in accordance with the WHS legislations. So if there are any workplace injuries or accidents they will already have systems in place that would help them accurately record it. 
They also followed and kept against discriminating. This is very important because that means that it will be fair and equal. 
This RTO also follows the principles of not counting anyone disadvantaged just because they might have a particular need. Everybody deserves a chance to prove they can meet the benchmarks and standards. 
They comply with the privacy law act and make sure these are readily available to the student/ learner.



















	
	2. Identify the legal requirements of keeping records and conducting assessments within your state of registration. Prepare a half page report on your findings, your answer should reference to digital and hardcopy record keepings.

	
	Public records act 2002 states that everybody must have accurate records of their activities. This means they have to safeguard any confidential information about individuals and store it and use it according with the standards. RTO’s also need to make sure that with making any outside reporting requirements they do, that they align the Australian Vocational Education and Training Management Information Statistical Standards. The records kept should be available to the trainees/ learners whenever they want to look at them.  They most importantly should be securely stored. Back it up if needed so that archiving it and making retrieval of student results is possible for a period of 6 years. 









	
	3. Using the template provided below, design an Assessment Register for use in a training program you are likely to use in your training in the near future.




Assessment Register
	Training Program: CPC10111 - Certificate I in Construction
Date / s of Delivery: 01/01/15 – 20/01/15
Date of Assessment: 02/01/15 – 07/01/15 – 13/01/15 – 16/01/15 – 20/01/15

	Learner
	CPCCCM1013A
	CPCCCM1015A
	CPCCCM1012A
	CPCCCM2004A
	CPCCOHS1001A

	JOHN CABLE
	C
	C
	C
	C
	C

	BARRY APPLE
	C
	C
	C
	NYC
	C

	THEO OREO
	C
	C
	C
	C
	C





[bookmark: _Toc366155515]
Activity 1.2.1
	Estimated Time
	20 Minutes

	Objective
	To give you an opportunity to revise this section.

	Activity
	Individually or in small groups, answer the following questions;
1. List three sources of supporting information for benchmarking that can be utilised by a trainer?
	
Observation checklist
Written exam/questioning
Relevant OHS documents read and completed by trainee.





2. If there are no endorsed competency standards, what should the trainer do?
	
Make up a performance criteria that will be in line with ASQA.





3. What are some of the reasons a learner may need to be assessed?
	
Prior experience
If they can’t come out of work to come to class, go onsite to assess them while they are working and make a checklist to suit the learner.






4. A benchmark is a guideline that sets the level of competency to be expected from an assessment. Once a benchmark has been set a trainer is then able to determine what?
	 To determine the assessment process he is going to use that will be set for the learners, so that they may try to reach the standard of competency for that specific unit.








[bookmark: _Toc366155516]
Activity 1.3.1
	Estimated Time
	20 Minutes

	Objective
	To give you an opportunity to investigate the system policies and procedures of your organisation in relation to keeping assessment details, resources and other materials.

	Activity

Research
	Individually or in small groups, undertake the following research;
Identify what policy and procedure/s for keeping resource requirements and supporting material for assessments your organisation or one you research on the internet has.
If you do not work for an organisation or cannot find details on the internet, determine what systems and policies you would implement in a training organisation.
	
This RTO has a “Documentation Version Control System” which helps them manage all their training resources. By having this system in place they keep on top of previous versions of materials, storing them safely and securely. Dating them as they go along. Any new materials/documents go through to the general manager to review the documents and do a version control audit before they release them.
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Activity 1.4.1
	Estimated Time
	15 Minutes

	Objective
	To you an opportunity to determine what support you may need to access for learners in training programs you may deliver in the future.

	Activity

Group/Pair Activity
	In pairs or in small groups, discuss the following;
1) What are some support issues you envision you may need to identify with future learners of a training course you are likely to deliver?
	
Support from schools, parents or employers






2) How are you going to address support issues?
	
Discuss in advance what the assessment process is going to be, and how and when it will take place. This will get everybody on board and it will create a better support system for the learner.






3) How will you document the support you provide for the learners?
	  Store it up in adjacent with the learner and they will have it there over the duration like how they hold all their assessments in this case 6 years. They will be accessible at any time.









[bookmark: _Toc366155518]
Activity 1.5.1
	Estimated Time
	30 Minutes

	Objective
	To give learners an opportunity to develop explain, discuss, agree details of the assessment with the candidate. To provide proof of assessment being conducted learners are offered the opportunity to develop own Certificate of Attendance for trainees.

	Activity

Group/Pair Activity
	In pairs or in small groups, discuss;
1. What methods do you think you may use in the future to inform your learners of their assessment requirements and details? 
	Before starting a questioning session/written exam. Teach them all the things necessary that will help them reach that benchmark. Notify them of the objective of the unit or any activity/task to be completed. Run through what is required of them so that they understand what is needed to be competent.









2. Use the space provided below to develop a confirmation letter based on training package or course you may teach in the future, to send out to your learners informing them of the details of their assessments.
	
Dear Trainee,
We are really looking forward to having you participate in this course. This is truly an experience you will never forget and will hopefully take further into your future job in the construction industry. We know that you will be able to apply what you learn to the specific trade of your choice. With hard work on both of our part, we’ll be able to strive for excellence and competency in this course, Certificate I in Construction. This is a real starting point to your career, make the most of it and it will pay off. To give you an idea of some of the assessments we’ll be doing we made a general list, so you know what to expect when you come.
With each unit, at the end there is a knowledge based written exam. This is an open book exam. You will learn on the day all that is required for it so that you will reach the criteria. You will also be put through a few practical work tasks that we’ll observe you on to see how you apply what you learn to work-related scenarios. There will be practical tasks for each unit. A lot these will be done in groups, so that we can also see how you work in a team. Because in the construction industry safety is a major and important part of it, we will teach you from the beginning what is required of you, both in regards to your safety and the safety of others. Through the course most practical assessments will include safety documents such as a Job Safety Analysis, Safe Work Method Statements, Safety Data Sheets and other safety related documents. We will teach you how to read and fill them out. 
We hope this gives you an idea what you will be assessed on through the course. We know you will do great. Thank you for enrolling into Certificate I in Construction. Looking forward to working with you soon.
Regards,
BJ
Trainer in Construction



3. Develop a Certificate of Attendance that you can issue to your learners.
 


Certificate of Attendance:
Certificate of Attendance
Presented to
Theo OREO
For attending the	
CPC10111 - Certificate I in Construction
Organized by BJ
Attended from 01/01/15 to 20/01/15
     at CSTC Salisbury

	Signature
Name
Course director
Post/Organization

	Signature
Name
Course Coordinator
Post/Organization

	Signature
Name
-----------------
Post/Organization

	



























[bookmark: _Toc366155519]Activity 2.1.1
	Estimated Time
	20 Minutes

	Objective
	To test your knowledge in relation to assessment methods.

	Activity
	Individually or in small groups, answer the following questions; 
Determine the assessment instruments you may utilise to gather evidence  that can be utilised within the following  assessment methods;
A. Questioning techniques
	Written exams
Verbal questioning





B. Work based project
	
Filling out relevant OHS documents for a construction site, make a project brief.





C. Direct observation
	
Observation checklist





D. Role play
	Scenario’s 
Instructions based on a real situation





E. Third party report
	Third party report form






F. Determine the best method of assessment for a training program that you will be delivering in the future:
	Direct observation will give the greatest scope of them applying what they are learning as I see them continuing to make progress and reach competency in that unit. Finalising it with an observation checklist.









[bookmark: _Toc366155520]
Activity 2.2.1
	Estimated Time
	15 Minutes

	Objective
	Understand principles of assessment and rules of evidence in gathering quality evidence.

	Activity
	Individually or in small groups, answer the following questions; 
1) What are the Rules of Evidence in assessment?
	To make sure that it is always
Valid
Sufficient 
Current
Authentic





2) What are the Principles of Assessment?
	To be 
Valid
Reliable 
Flexible
Fair




3) What are the 5 Dimensions of Competence?
	
Task skills
Transfer skills 
Task management skills
Contingency management skills
Job/role environment skills






[bookmark: _Toc366155521]Activity 2.3.1/2.4.1
	Estimated Time
	15 Minutes

	Objective
	Revision on this section so far.

	Activity
	Individually or in small groups, answer the following questions; 
A. Detail some of the ways in which you plan on gathering evidence during your training programs?
	I find that Role-play is a relevant source of gathering evidence when training in construction. You can assess the trainees in real life scenario’s which could happen at a construction site. This would get them to think and use what they learnt. Another common one is a written exam for the class. Based on the unit they are learning we would of trained them in it, and then they can show the knowledge and understanding they got through a series of different questions. This will test there comprehension of the unit and how it applies to the industry.








B. What does your RTO do to document changes to assessment instruments?  If you do not work for an RTO, investigate what your company does, or research a company to see what they do.
	
They validate it, and make sure it complies with all standards .







C. Provide an example of a training program or unit of a training package within your training organisation or one you research on training.gov.au that provides the opportunity for integrated assessment activities, provide details of the possible assessment activity.
	CPCCCM2005B - Use construction tools and equipment
This unit of competency specifies the outcomes required to safely select and use construction tools and equipment. It includes hand tools, power tools, pneumatic tools, and plant and equipment. This would incorporate both experienced and inexperienced learners.










[bookmark: _Toc322520047][bookmark: _Toc366155522]
Activity 3.1.1
	Estimated Time
	15 Minutes

	Objective
	Identify ways to gather to assist learners to gather evidence for RPL

	Activity
	Individually or in small groups, answer the following questions; 
A. What are the six elements that any evidence provided by a learner in application for RPL must stand for?
	
1. Valid
2. Appropriate
3. Relevant
4. Genuine 
5. Verified
6. Authentic















B. What methods types of evidence would you encourage your learners  to provide that may be applicable to for a training program you plan  to teach in the future
	
Third party reports, any workplace meetings that have been documented in regards to OHS procedures.
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Activity 3.2.1
	Estimated Time
	15 Minutes

	Objective
	To discuss communication techniques.

	Activity
	Individually or in small groups, discuss the following; 
Think of a time when you communicated with someone, or someone communicated with you, whether in a training situation or other situation, and the message did not get across.  
What was the situation?  
	             
I couldn’t think of a specific one but I do remember when I was working as tiler, when I first started more experienced workers would ask me to get things for them. I just started, I was still used to the terms, the way the glue/grout was mixed, tile cutting or grinding any cuts. But what they did was just say can you go do it without giving any further information.






What was the result of the communication breakdown? 
	             
Well it wasn’t too bad of a breakdown, because I asked them to show me before I tried it, especially when it came to doing cuts on a grinder. But If I attempted it just like they said, it wouldn’t have brought out good results through any of the tasks needed done.  






How could the situation have been better handled?
	             
Being inexperienced I wished in some instances more explanation. That would bring the message out clearer so that I would know what to do, and how to do it.
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Activity 3.5.1 
	Estimated Time
	60 Minutes

	Objective
	Case study incorporating 3.3, 3.4 and 3.5

	Activity

Case Study
	Individually or in small groups, complete the following case study; 
Sarah from TLC has identified a learner in the warehouse, Bob, has poor written communication skills.  He dropped out of school in Year 9 and cannot write very well, and takes a long time to spell words out.  Bob is clearly embarrassed as he has not mentioned this to Sarah, but often needs to ask someone next to him how to spell simple words, and Sarah has observed he has poor hand writing skills.
Sarah has been asked to put together a training session on Performance Management Plans for the warehouse staff.  This involves the staff writing objectives in a SMARTA format (Specific, Measurable, Achievable, Realistic, Timely and Aligned).  Sarah is concerned he will be unable to keep up with the exercises to write up objectives.
The staff need to write both Performance Objectives using their job descriptions as a base, and Development Objectives based on further training they intend to complete during the year.
1) Identify what characteristics may be present that need to be addressed, not only for Bob, but for the other learners as well.
	
Well when it comes to Bob, his writing skills aren’t that good and if he was to go at the same pace as the others he would definitely fall behind if it was just purely writing. Once again you also need to take in consideration the other staff members who have different learning abilities and would constantly need guidance as well.






2) Determine what specialist support systems may need to be put into place to help Bob and some of the other learners.
	Well in regards to the trainer she can offer to stay back and help Bob if he struggles to keep up in class. He may be encouraged to get some help outside the course from a specialized mentor or from work related mates or family members who could help him with spelling and help him take the time to write.







3) Investigate and determine what, if any, OHS issues may be present during the training.
	Well if any workplace related practical task that would need to take place in the warehouse. There is a lot going on at the warehouse, since they are still running throughout the day and surely there would be hazards and accidents waiting to happen. They would have to establish as a class any safety issues that may come up and drop them down on a JSA. If they have any safety documents like a SWMS at the workplace they should review them and sign it so that everyone is aware of the safety precautions that need to be put in place.







4) Write up an Assessment Plan using the template provided in the Learner Workbook for the Performance Management Plan training addressing all the criteria that is relevant.
	


“NEXT PAGE”









Sample Assessment Plan
	Assessment Plan

	Unit of Competency: Performance Management Plans
	Trainer / Assessor: Sarah TLC

	Date of Assessment: 01/01/15
	Location of Assessment: Warehouse

	Objective of assessment:  Be able to understand and successfully record a performance objective and development objective all in SMARTA format



	Target learner group: Warehouse staff

	Assessment Methods
	Assessment tools
	Evidence required

	Direct observation
	Activity – Write out specific objectives
	Completely documented Performance objective and development objective in SMARTA format

	
	
	

	
	
	

	Resources needed:

	Special requirements such as OHS, staff coverage, specialist support, changes to assessment for special needs, documentation, reporting etc: 
Make sure OHS procedures are followed and that OHS issues are taken care of. Issues could include, temperature, obstructions from materials, noise, and dust. Make sure it’s a safe working environment. Before assessments ask if Bob can come in and spend some one on one time to assist him with the tasks. Bob will need this assistance, to help with his literacy.




	Timeline for assessment: One day 01/01/15

	Final recording arrangements for assessment: Designated room in the warehouse to complete assessment

	Assessment arrangements confirmed: 01/01/15

	General comments:


[bookmark: _Toc366155525]Activity 4.1.1
	Estimated Time
	20 Minutes

	Objective
	Completion of the following case study 

	Activity

Case Study
	Individually or in small groups, complete the following case study; 
Sarah from TLC has been asked to deliver a training program in Frontline Management to the warehouse staff management team.  She has been approached by one of the managers, Scott, who has advised he completed a Management Certificate 15 years ago at the local technical college.
He completed 6 subjects from an old qualification but his argument is that as he has been working as a manager in the warehouse for the past 6 years, he should be entitled to recognition of prior learning and not attend the training.  He also feels he has too much to do and won’t be able to invest much time in studying or attending training so prefers not to do the training anyway.
He has also provided a letter from his manager indicating he works well and confirming he has been in the role for 6 years.
Sarah has been advised by one of the workers that Scott is not a very good manager to his staff, and not very popular as he tends to be very negative and not give them credit to be able to get things done.
1) Identify what Sarah should do in this situation?
	
Encourage Scott to be assessed to see if whether he is competent or not on what he already knows and on the experience he had.





2) Identify how Sarah should handle Scott and 
3) Determine the best course of action for Sarah to take in relation to Scott attending the training.
	
In a calm and respectful manner not undermining his time spent as a manager, explain that he would need to be assessed on his currency. If he can prove that he is current in managing then there shouldn’t be anything stopping him from getting an RPL.






4) Should Scott be given RPL considering he completed a Management Certificate 15 years ago?
	Not solely on a certificate given 15yrs ago, if he hasn’t been keeping current then he wouldn’t know the new guidelines that are set in place. But based on the experience he had,  if was to be assessed and qualifies then would be able to get a RPL. 








[bookmark: _Toc366155526]Activity 4.2.1/4.3.1
	Estimated Time
	30 Minutes

	Objective
	To provide an opportunity for you to discuss gathering evidence, making a decision on assessment and using judgement. 

	Activity
	Individually or in small groups, complete the following questions;
A. What types of evidence will you be likely to gather for learners in your future training programs?
	
Written exams, work-related documentation, observation checklist.






B. What does evidence gathering mean to you?
	
It means that I will get all that is necessary to prove if a trainee is competent of the undertaking unit being trained.






C. How can you exercise judgement in your assessment for your future learners?
	
Take in consideration who is my trainee and the learning styles they have. Look deeply if they will reach the benchmark, and see in ways that I explain what is required of each of them.  Through good preparation of my assessment process this will help me to assess any trainee/learner in the future with good judgement.






Consider the following case study:

Sean has compiled a portfolio of evidence to support his claim for RPL in Diploma of Management.  He has provide a copy of a Certificate IV in Small Business Management course he completed 7 years ago, and evidence that he is currently working as a Finance Supervisor for an Accountancy Firm.

He has been sent back a letter in the mail advising him that his RPL claim was not sufficient to support the evidence required.
Sean now feels he does not want to complete the Diploma with the RTO as he feels he was not given a chance to support his claim.

D. Discuss what the RTO has done incorrectly
	Hasn’t given him a chance to support his claim with further evidence if needed. And they disregarded any qualification he received in the past. Especially if he is current he should be able to go through and show why he would be competent.









E. What other information should Sean have been given?
	
If there is any extra evidence needed to explain it in detail what is required. 








F. How should Sean have been advised of the outcome?
	 
Best is face to face, something like that needs to be discussed not just shrugged off. 








G. What should the RTO have done to manage the situation correctly?
	
They really should have corresponded more with the person and looked for opportunities of where they can assist them. Organized a time to sit down and discuss any evidence that was brought to the RTO. 











[bookmark: _Toc366155527]
Activity 4.4.1
	Estimated Time
	20 Minutes

	Objective
	To provide an opportunity to discuss feedback and grievance and appeals procedures. 

	Activity
	Individually or in small groups, complete the following questions;
A. Why is feedback important for unsuccessful learners?
	
So that they may learn from it and be able to in the future apply themselves even more so. It could be a wakeup call for them to change things around and improve so that they can be a successful learner.







B. Why is feedback important for successful learners?
	This gives them a good indication of how well they are doing and could encourage them to continue applying themselves even more in the course. Also by giving even successful learners something to work on they will be able to take that on board and try to reach a higher goal/benchmark.








C. Develop a template action plan to ensure future learners of a training program you are likely to deliver receive adequate feedback.
	
“See at the bottom of the assessment workbook”







D. Investigate the grievance and appeals procedure at the RTO where you work or on one from the internet. What is the procedure?  Would it work well for learners?  What could go wrong in the procedure?
	The grievance procedure encourages ones to discuss with trainers/assessors/staff members of any issues. If it can’t be solved then they should write the grievance and give it to the RTO manager. Then the manager will look after the situation. When making any appeals they would need to discuss these with the assessor because they have been deemed NYC. So then they will have a chance to re-do the assessment, and if comes back NYC and they are still not satisfied they will need to discuss it again and get another assessor to check over it. Then if the same process doesn’t work then the RTO manager and the two assessors will come together to review the assessment. The verdict will be written by the RTO manager and sent through to the student.

These procedures are good because they do give the student an opportunity to express themselves and have the chance to appeal for any assessments handed in deemed NYC. It’s very fair. 

Well if the assessors aren’t quick to act when the second one comes into play, then it will be left in the balance and the student will feel that no action is taken. Also at the end when they notify him that he hasn’t passed. I believe they shouldn’t do a written letter of their verdict. Instead they should get them in and talk to them face to face. The student will take that better when the evidence is all in front of him. Then the RTO manager and assessors will be able to encourage the student to strive to better and not stop here. 
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Activity 5.1.1/5.2.1/5.3.1
	Estimated Time
	30 Minutes

	Objective
	To provide an opportunity to revise what has been discussed in this section. 

	Activity

Research
	Individually or in small groups, complete the following questions by researching an RTO of your choice;
1) What are the guidelines for recording assessment of the RTO that is being investigated?
	
This RTO has an Assessment record system that they use when the student has finished. They record down the results of each trainee for each unit. This way at the end they have a spreadsheet that is accessible and accurately records the assessments of the trainee and their competency.





2) What does the RTO do in terms of providing an assessment report to the learners?  If you cannot find one, draft a sample template.
	
Verbal confirmation of unit competency, statement of attainment.







3) What are the confidentiality guidelines of the RTO?
	
They follow the Privacy Act 1988. They only gather information in regards to the trainee’s actual training and make sure that it stays confidential, protecting the information from getting misused. The RTO states the people who have the authority to access these documents.







4) Have you ever been involved in a grievance procedure with a training company?  What was the procedure?  What was the outcome?
	
No actually I haven’t











[bookmark: _Toc322520072][bookmark: _Toc366155529][bookmark: _Toc298835413][bookmark: _Toc298835536][bookmark: _Toc315334862]Activity 6.1.1
	Estimated Time
	40 Minutes

	Objective
	To provide an opportunity for the learners to revise what has been discussed in this section. 

	Activity

Project – Checklist
	Individually or in small groups, complete the following project;
You will be required to conduct a formal assessment of another learner.  Using a 10 minute presentation you have previously designed as the basis for the assessment, put together an assessment plan and checklist for the assessment.
1. You will be required to design an observation checklist to use when assessing the learner.
Your checklist should assist you to complete the following:
· Explain the assessment to the learner.
· Make reasonable adjustments if necessary
· Support the learner
· Develop a professional relationship with the learner
· Explain the grievance and appeals procedure to the learner
· Apply the principles of assessment and the rules of assessment
· Indicate how you will have collected sufficient evidence
· Indicate how you will get specialist support if required
· Indicate how you will give clear, positive and fair feedback on the assessment to the learner
· Indicate how you will record and document the results of the assessment
· Explain how you will review the assessment and notify the relevant people of the results
	

N/A because I’m the only one in this online course
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Activity 6.2.1
	Estimated Time
	40 Minutes

	Objective
	To provide an opportunity for the learners to revise what has been discussed in this section. 

	Activity

Project - 
Report
	Individually or in small groups, complete the following project;
You will be required to conduct a formal assessment of another learner.  Using a 10 minute presentation you have previously designed as the basis for the assessment, put together an assessment plan and checklist for the assessment.
Develop a report outlining the following; Your answer should include 1-2 sentences of each element mentioned below:
How you plan to;
· Explain the assessment to the learner.
· Make reasonable adjustments if necessary
· Support the learner
· Develop a professional relationship with the learner
· Explain the grievance and appeals procedure to the learner
· Apply the principles of assessment and the rules of assessment
· Indicate how you will have collected sufficient evidence
· Indicate how you will get specialist support if required
· Indicate how you will give clear, positive and fair feedback on the assessment to the learner
· Indicate how you will record and document the results of the assessment
· Explain how you will review the assessment and notify the relevant people of the results
	




N/A because I’m the only one in this online course
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Skills and Knowledge Activity
	Estimated Time
	30 Minutes

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

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

The answers to the following questions will enable you to demonstrate your knowledge of the following skills:
· Communication and interpersonal 
· Observation
· Research and evaluation 
· Cognitive
· Decision-making 
· Literacy
· Analysis and interpretation 
Answer each question in as much detail as possible, considering your organisational requirements for each one.

1. How can the skills listed above be used to aid you in assessing competence and within your job role? List answers for each.

Communication and interpersonal
Personally we can consult with the learner to understand any experience they had in the past that would be relevant for the unit of competency trained. It also helps you contextualise the assessment to their specific needs.

Observation
Observing the learner will help you as trainer to see them apply their knowledge to different tasks that will demonstrate if they are competent.

Research and evaluation
Researching what they do in the company they came from and getting the supervisors opinion will really help in contextualising the assessment and understanding the knowledge they have right now in their workplace. By getting the learner also to fill out a self-evaluation form will help you to understand where they are at with their skills.

Cognitive
Thinking about the assessment and people who are attending in detail is essential for you to set a successful assessment plan and session plan. It will be contextualised to the learner’s needs and will guide you in the assessments.

Decision-making
Making the decision if they are competent or not is something that needs forethought and evidence that is given through the assessment. You have to be able to match it in accordance with the standards set so that your decision in assessing the learner doesn’t deviate from it.

Literacy
It will help us complete tasks such as for OHS, you have JSA’s, SMWS, Incident report forms, Hazard report forms. By being able to complete documents and written tests, it will give insight into the persons understanding and knowledge. 

Analysis and interpretation
By analysing the standards that are to be met and then comparing that with the learners assessments it will make sure you are harmonising it both. When you know the background of the learner you will be more in a position to know where they are coming from when they answer questions from the unit discussed. When you have all the evidence from the learner you will be able to use these skills to analyse it and interpret it to ensure that they meet the benchmark.
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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.
MAJOR ACTIVITY IS AT THE BOTTOM OF THIS WORKBOOK
You must individually, answer the following questions in full to show your competency of each element;
1. What are your organisational, legal and ethical requirements for conducting assessment?
2. How can you access benchmarks for assessment and what are the nominated assessment tools?
3. What material and physical resource requirements are there?
4. What specialist support can be used? 
5. Why would you explain, discuss and agree details of the assessment plan with a candidate?
6. What assessment methods and instruments to gather, organise and document evidence would you use? 
7. What are the principles of assessment and rules of evidence in gathering quality evidence?
8. What possible opportunities for evidence gathering in actual or simulated activities could there be? 
9. How would you determine opportunities for integrated assessment activities?
10. Why is it important to guide candidates in gathering their own evidence? 
11. Why is it important to use appropriate communication and interpersonal skills with the candidate?
12. What reasonable adjustments can be made to assessment?
13. How would you access required specialist support?
14. What are the potential OHS risks to people or equipment?
15. Why is it important to examine collected evidence and evaluate it?
16. How can you use judgement to infer whether competence has been demonstrated?
17. What are the agreed assessment procedures for your organisation?
18. Why is it important to provide clear and constructive feedback to the candidate regarding the assessment decision and to develop any follow up action plan required?
19. How will you record assessment outcomes promptly and accurately? 
20. How would you complete and process an assessment report?
21. Why should you inform other relevant parties of the assessment decision?
22. Why should you document and record the review?
23. Why is it important to review the assessment process in consultation with relevant people?
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Appendices
Congratulations!  You have now finished TAEASS402B – Assess Competence.  
Appendices of the templates included in this unit have been included for your own reference on the following pages.
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Assessment Register

	Training Program:
Date / s of Delivery:
Date of Assessment:

	Learner
	Unit 1
	Unit 2
	Unit 3
	Unit 4
	Unit 5
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Sample Assessment Plan
	Assessment Plan

	Unit of Competency:
	Trainer / Assessor:

	Date of Assessment:
	Location of Assessment:

	Objective of assessment:



	Target learner group: 

	Assessment Methods
	Assessment tools
	Evidence required

	
	
	

	
	
	

	
	
	

	Resources needed:

	Special requirements such as OHS, staff coverage, specialist support, changes to assessment for special needs, documentation, reporting etc:





	Timeline for assessment:

	Final recording arrangements for assessment:

	Assessment arrangements confirmed:

	General comments:
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RTO record of assessment results
	Candidate details
	Assessor details

	
Name: 	
	
Name: 	


	Position: 	
	Qualification: 	


	RTO record of assessment results (please tick appropriate boxes)

	Unit/s:
	COM
	NYC

	



	
	

	

	
	

	


	
	

	

	
	

	


	
	

	


	
	

	


	
	

	Results discussed and agreed to:
	Comments and future action discussed:

	 YES		 NO
	 YES		 NO

	

Assessor signature: 		Date:	

Candidate’s signature: 		Date:	




Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne. p. 195.
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Assessment Record
	ASSESSMENT RECORD
Unit/s: 	

Descriptor: 	
	
	


	Candidate name: 	


	Elements
	Summary of evidence provided

	
	

	
	

	
	

	
	

	Assessor comments

	
 Competency achieved
 Competency not yet achieved


	


Assessor signature: 		Date:	

Candidate’s signature: 		Date:	




Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne, p. 197.
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Review Checklist

	Process

	Checked
	Comments
	Improvements

	Was the assessment plan followed correctly?
	
	
	

	Did the plan cover all required aspects?
	
	
	

	Were legal and ethical considerations address?
	
	
	

	Was there adequate support and guidance provided to the learner?
	
	
	

	Did the learner understand what was expected from them?
	
	
	

	Were the rules of evidence applied?
	
	
	

	Were the principles of assessment applied?
	
	
	

	Was there a need to make reasonable adjustments?
	
	
	

	Was clear and constructive feedback given to the learners?
	
	
	

	Was the trainer’s decision reviewed for consistency?
	
	
	






















Goal: To establish and learn OHS laws and regulations and then apply it to the construction industry.

Results/Accomplishments: Successfully follow their ‘Duty of Care’ and fill out OHS documents

	Action Steps
What Will Be Done?

	Responsibilities
Who Will Do It?


	Timeline
By When? (Day/Month)


	Resources
A. Resources Available
B. Resources Needed (financial, human, political & other)
	Potential Barriers
A. What individuals or organizations might resist?
B. How?
	Communications Plan
Who is involved?  
What methods?
How often?

	Step 1:
Hazard identifying and reporting

	The trainees
	The same day
	A. Working environment to inspect

B. JSA (JOB SAFETY ANALYSIS)

	A. Learners with literacy difficulties or workplace environment

B. By explaining that we can’t use the workplace to look for hazards and the learners could refuse to do it.
	The trainees, managers, guardians.

Face to face, e-mails and phone calls/texts

Mostly to the trainee’s everyday if necessary, e-mails to managers at the start or to up-date. Guardians if any to up-date them on how their child is going. 








MAJOR ACTIVITY
CPCCCM 1015 Carry Out Measurements
Use of Mathematics to work out volume of a Trench

Task focus:

This task will demonstrate how to calculate volume and apply the formula to calculate the volume of a trench.

1. Task includes knowledge of the following numeracy skills:

· To be able to use a calculator to multiply
· To be able to read a mathematical formula and substitute numerical values into a formula
· To be able to convert between millimetres and metres
· Understand the order of operations used in Mathematics


1. How this maths skill can be reinforced on the job:

Practical applications could include:


· In General Construction, when determining the amount of concrete or fill needed in a space, when excavating, when relocating salvage or rubble from or in a site, when ordering materials for a job. 

· In Offsite Construction, when determining the amount of concrete or fill needed in a space, when excavating in stonemasonry, and when ordering quantities of materials for a job. 



1. Materials needed for this task:

· Calculator for each participant
· Whiteboard
· Worksheet 


1. Steps to follow:

	Step
	Trainer / Learner  Activity


	1
	Introduction or explanation of volume


	2
	Formula for Volume


	3
	Formula for Volume of a trench


	4
	Worksheet  –Trainees complete with trainer’s assistance




 


· DISCUSSION WITH Trainees:

			 

· Volume of an object is a number of cubes that will fit into the object.
· Formula to calculate the volume and the answer will be in cubes of the unit used.  

The volume formula for a rectangular space is: 

Volume = length x width x depth
or
V = L x W x D

If the dimensions are in metres the volume will be in cubic metres or.

Find volume and multiply the three dimensions together:  V = L x W x D

			



                                                                                  3 m

                              2 m

                                                           4 m
Example: 

					 	
     = 4 x 2 x 3

= 24 
The volume formula of a trench is: 

Volume = Area of cross section x length of trench

         And because the cross section of a trench is a rectangle, 

                            Volume = Area of rectangle x length of trench



Put simply, to find the volume of a trench you multiply the three dimensions together.                                                                                           

 With a trench it is good to name the dimensions: length, width and depth and write the formula as

   V = L x W x D




Volume of a Trench Worksheet 

· Circle the best answer in questions 1 to 4.



Use the formula  or    to calculate the volume of these trenches.      
				
1. A rectangular trench is 5 m long, 3 m wide and 2 m deep.

					
0. 
					
0. 

0. 

0. 


1. A rectangular trench is 8000 mm long, 1800 mm wide and 1500 mm deep.
				
0. 

0. 

0. 

0. 


1. A trench as shown.
					22.5 m

2. 
1.6 m

2. 

2. 
2.4 m

2. 









Completed satisfactory				 Yes	 No


Trainee Signature: ____________________________


Trainee Signature: ____________________________

Date: __________________
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