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Please complete the following activities and hand in to your trainer for marking.  This forms part of your assessment for TAEASS502B – Design and Develop Assessment Tools.
Name: 		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____________________________________________________________
Date:		24/01/15____________________________________________________________
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: _Toc367271518]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as;
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



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

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

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


[bookmark: _Toc367271519]Activities
[bookmark: _Toc367271520]Activity 1.1.1 and 1.2.1
	Estimated Time
	20 Minutes

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

	Activity
	Individually or in pairs, discuss the following questions;
A. Which type of assessment method do you feel would be most suitable for a training program you are likely to deliver in the future?  Formative?  Summative or Holistic?  Why would this method be best used?
	

Formative I believe would be best suited because in the construction industry for training I believe it will be easier on the trainees and help me as a trainer determine how they are progressing.














B. Consider any of your current learners or learners in your workplace that may have special needs.  What sort of needs do they have and how could you as a trainer cater to these needs if you were to assess them?
	
Some have difficulty spelling and documenting. I’m looking to dedicate more time for them if they are willing. If they have the right attitude and accept the help we can look for a time after class, during lunch where I can assist them even more so that can be competent. Even though some may have these difficulties, they may have the good comprehension when you explain the matter to them. If they are able to explain to you different points, you are able to see they understood it. Getting feedback off would greatly assist in assessing them. Scenarios will get them to demonstrate their basic understanding of the subject and will help me as trainer to observe them.















C. Is there likely to be any issues arising out of you carrying out assessment in your workplace?
	

Some trainees could be away when the assessment takes place which makes it difficult to assess them all at once, instead you would need to assess the ones when they come back individually.
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Activity 1.3.1
	Estimated Time
	30 Minutes

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

	Activity

Research
	Individually or in pairs, discuss the following;
A. Does your RTO have a legal framework under which they operate?  If so, what are the legal and ethical requirements for assessment?
	
Yes, they have their own policies and procedures. To fall in line with legal and ethical requirements they follow the standards set through NVR for assessments. They follow the rules of principle and state that they will suit to the needs of the learner, their workplace and employer. Even the trainees can see all the procedures in place, all through a student handbook.























B. Are the trainers and assessors given an opportunity to modify the assessments and contextualise for learners with special needs?
	
Yes for example, if someone can’t write, they can get someone to write in their behalf. This is called an Oral examination Declaration form that they fill out. So the learner then will be able to give verbal responses to the questions. This actually goes really well in following the principles of assessment.






C. Do the trainers and assessors modify the assessments for learners to suit their workplace?  
	
Yes they do modify assessments to make sure that it’s applicable to the learner’s workplace.






D. If so, what are the benefits of doing this?  
	
They get the learners to straight away apply what they learn to their workplace, they looked after their needs and through such preparation they will be able to have a good chance to reach the benchmark.







E. If not, what are the implications of not doing it?
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Activity 1.4.1
	Estimated Time
	30 Minutes

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

	Activity

Research
	Individually or in pairs, research the following;
A. Does your RTO have a policy for documentation and version control?
	Yes




B. If so, investigate what you need to do to stay within the required framework.  If not, consider developing a policy or system that staff can follow for documentation and version control.
	
As an RTO they make sure it’s all in the framework. As they store them securely in their database they also make sure that it is visible and that it’s up to date with any changes.  Whenever the trainers believe a question or practical task would need to be modified they fill out a change request form and hand it in. Then it goes through so that they can moderate it and validate it in accordance with the guidelines set by NVR and the CPSISC – Construction and Property Services Industry Skills Council that they strongly follow and do abide by.











C. How will you ensure that the latest versions are always visible to the required staff members?
	Track assessment. Have a student management system and put the latest version on the footer of the document.









[bookmark: _Toc367271523]Activity 2.1.1, 2.2.1, 2.3.1 and 2.4.1
	Estimated Time
	60 Minutes

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

	Activity

Project
	Individually or in pairs, complete the following;
A. Prepare an Assessment Information Pack for your Learners
Prepare an information pack to give to your learners to advise them of the requirements for them to complete an assessment task.
It is recommended you base this on a job task you are familiar with to ensure you get the right information.
The information pack can be in any format you choose but it must contain the following information;
· What the assessment will consist of
· When the assessment will be held
· How the learner will be assessed
· The duration of the assessment
· Assessment requirements

Assessment Information Pack
Unit code and Name: CPCCCM2001A – Read and interpret plans and specifications
What is involved in the assessment?
It will consist of a discussion and lecture throughout the first day and we’ll get you to do a few exercises/tasks to get you familiar with the plans and specs. The second day we’ll have another task to complete which is to be followed by an open book written exam that involves you using knowledge learnt to read the real plans in front of you. 
When and how long will it take?
The duration of your entire assessment will take two days held on the 27/01/15 and 28/01/15. 
How will you be assessed?
As a trainer we will observe your knowledge and understanding of reading plans and specs for the general construction industry over the two days. From the written exam you complete and observation we make, we will assess if you are competent in the unit. 
Assessment requirements
As trainers we will notify you more on the day what is required from you to meet the performance criteria. The one requirement for this assessment is that you have to be able to demonstrate that you can successfully read and interpret the plans and specs. You will need no resources, they will be all provided. 

B. Prepare an Assessment Plan
This requires you to complete an Assessment Plan for use as part of the assessment process.
Select one unit of competency from a training program you are familiar with and write a plan that contains the following information;
· The units being assessed
· The reason why the assessment is taking place
· Target group of learners
· Any special needs identified
· Resources needed
· Who will be involved in the process
· What assessment methods will be used
· Where the assessment will be held
· Provisions for RPL or RCC
	RTO: CSTC

	Titles of unit/s of competency/ benchmarks:
	Read and interpret plans and specifications
	Unit code/s:
	CPCCCM2001A

	Units are Contextualised:
	Yes, for the general construction industry and inexperienced students
	
	

	Purpose/s of assessment:
To determine competence after completion of training. The trainees will have to demonstrate their ability and knowledge in reading competently plans and specifications.
Target group profile (to be assessed):
Inexperienced students under 18yrs of age. 
Assessor/s:
BJ. Katay Trainer/assessor
Location/s of assessment:
At their school.
Assessment arrangements confirmed with appropriate personnel:
Contacted relevant personnel in the school, including the director for extra curriculum activities. Discussed and will implement the school’s regulations for health and safety.

	Method of 
assessment:
	· observation
· questioning
· written exam
	Assessment tools selected/
modified:
	· instructions for candidates and assessors
· checklists for observations
· questions, with answers for assessors
· worksheets

	Materials/resources needed for assessment including equipment, supplies, documentation, supports, resources for candidates with special needs:
Workbooks
Worksheets
Whiteboard
Plans in the general construction industry to distribute to the learners
Checklist
Evidence required (evidence list):
· Checklists used for the observations.
· Results of the written exam
· Completed worksheets
Special arrangements/contexts for assessment e.g. work health and safety assessment tasks and control strategies, access and equity organisational procedures and documentation):
The candidates must have a thorough understanding of reading plans and spec in the construction industry
Timeline for assessment:
Assessment will occur over a period of two days and at various times during the training, to fit in with the school schedule.
Reporting arrangements for assessment in place:
The RTO has a format for reporting assessment in line with the relevant regulator standard.








[bookmark: _Toc367271524]Activity 3.1.1 and 3.2.1
	Estimated Time
	30 Minutes

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

	Activity

Project
	Individually or in pairs, complete the following;
Develop an Assessment Instrument
You will be required to develop your own assessment instrument for use with future learners of your training programs. Answer the following questions;
Competency Unit Chosen:
		CPCCCM1014A- Conduct workplace communication
	Conduct workplace communication 






Target Group:
	Inexperienced people who want to go into the construction industry



Purpose of Assessment:
	To teach them how to communicate with others in the construction industry 



Performance Criteria:
	1.2. Instructions are conveyed accurately.



Knowledge Required:
	job safety analysis (JSA) and safe work method statements




Skills Required:
	enable clear and direct communication, using questioning to identify and confirm requirements, share information, listen and understand



Now develop a set of instructions for both the assessor and the learner.  Ensure the instructions are clear and succinct.
Swap instructions with other groups to get feedback and ensure they meet the required criteria. 





[bookmark: _Toc367271525]Activity 4.1.1 - 4.5.1
	Estimated Time
	60 Minutes

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

	Activity

Project
	Individually or in pairs, complete the following;
Develop an Assessment Instrument template
An assessment instrument is a document that holds the instructions for coth learner and assessor in how to gather evidence of competency. It should contain clear instructions on how to achieve competency, demonstrate any observations that will take place and instruct the assessor in how to record the assessment outcomes.

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

· How you plan on gathering the evidence
· profiles of acceptable performance measures
· checklists for the evaluation of work samples
· An observation checklist template so that you can later add specific questions or activities relevant to the specific units you will be assessing.
· Checklists for evaluation of any work submitted
· A short policy on storage and retrieval
· Describe how you would adjust the assessment if required
· How you plan on making it easy to use and understand
· How you will ensure it is realistic
· How you plan on making sure it has the appropriate language, literacy and numeracy factors included
· How you will maintain version control
[bookmark: _Toc238450781][bookmark: _Toc267370165]
Written questions
Written test— CPCCCM1014A – Conduct workplace communication


Candidate name: Johnny Boy_____________________________	date: 25/01/15________________

Instructions and requirements
[bookmark: _GoBack]Successfully complete the following written test based on your knowledge of workplace communication. Then the trainer will assess you on your comprehension and industry knowledge to see you are competent in this field.


Part A:  True/False
Instructions:  Circle the true or false beside each statement
	1.
	When there is a safety issue you should contact your supervisor
	true
	false

	2.
	You are not allowed to contact a supervisor via a two way radio
	true
	false



Part B:  Multiple Choice
Instructions:
Circle letters A, B, C or D below each statement to indicate the correct response 
	3.
	What is one way you can bring up safety issues, is it through a:
A	Family discussion
B	Complaint
C	Lunch break
D	Toolbox talk/ site meeting



Part C:  Short answer questions
Instructions:  Answer the following question
	4.
	How can you communicate with other workers and your supervisor?








TOTAL SCORE:  ______ out of _______ = _______%
OVERALL RESULT:	 Satisfactory (score of _____% or higher)
 Not Yet Satisfactory (score of _____% or lower)     
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	Estimated Time
	40 Minutes

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

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

The answers to the following questions will enable you to demonstrate your knowledge of:
1. Principles of assessment 
2. Different types and rules of evidence
3. Different assessment context and relationship to developing assessment tools
4. Components of competency and dimensions of competency
5. Contextualisation of competency standards and contextualisation guidelines
6. Assessment guidelines 
7. Different assessment methods
8. Evaluation methodologies 
9. Principles of reasonable adjustment
10. Relevant workplace information
Answer each question in as much detail as possible, considering your organisational requirements for each one.

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

Analysis and interpretation skills 
Analysing what assessment tools would suit the needs of the learner, their workplace and get you the needed evidence

Critical thinking skills
As a trainer you have to see to it that it meets the benchmarks that are required. You will also have to think about the process of the assessment and how that tool falls into it. What is the evidence gathered through it.
 
Research and evaluation skills

Researching their workplace what they have done, been a part of will give you an idea of what tools would benefit them and would understand. Getting them to evaluate the things they done would help you decide on the tools used on a specific method. 

12. What are the principles of assessment?
Valid
Reliable
Flexible
Fair

13. What are the different types and rules of evidence?
Portfolios, third party reports, observation checklists, scenario scripts, written tests. 
Valid
Sufficient
Current 
Authentic

14. What assessment contexts are there?
The purpose of assessment
Who carries out the assessment
Relationship between units of competency and the work activities in the candidate’s workplace

15. What are the components and dimensions of competency?
It looks at the skills and knowledge of a person and how they apply those skills to their workplace /industry.
Task skills
Task management skills
Contingency management skills
Job/role environment skills 

16. What is contextualisation?
To customise the assessment to the needs of the learner, their workplace while still adhering to NVR standards for the assessment of the unit.

17. Give a brief explanation as to general assessment guidelines. Assessment guidelines you can find part of your training package. They outline the process, and the standards needed to be met.

18. What different assessment methods are there and how can they be used?
Observation – observing them on their knowledge and skills through a practical task or on the job. Fill out an observation checklist 
Questioning – through discussions or worksheets
Role-play – scenario’s relating to the workplace.

19. What is an evaluation methodology?
 It is a tool to help ones make a quality evaluation.

20. What are principles of reasonable adjustment?
You have to adjust the assessment process to the needs of the learner so that nobody is disadvantaged when it comes to the assessment. There are some ones that have LLN difficulties so you would need to adjust it for them as long as it doesn’t change the framework of the competency standards.

21. What workplace information are you required to know?
The OHS procedures, their organisational policies and procedures.
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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, complete the following in full to show your competency of each element;
Develop an Assessment Tool (the actual assessment)
1. Develop one assessment tool for three units of competency packaged at different AQF levels (such as Certificate III, Certificate IV and Diploma level) that will support at least two different assessment methods 

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

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

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


Answer the following questions:
5. What is the purpose of the assessment tool?
	







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







7. Who was your target group?  
	







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








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








10. How can you support or show the candidates that you support their claim for recognition?
	




















[bookmark: _Toc367271528]Appendices
Congratulations!  You have now finished TAEASS502B – Design and Develop Assessment Tools.  
Appendices of the templates included in this unit have been included for your own reference on the following pages.
[bookmark: _Toc367271529]
 Sample Evidence Checklist
	Learner Name:
	Course:

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

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

	Does the instrument comply with organisational requirements?
	Yes / No

	Does it meet relevant legislative requirements?
	Yes / No

	Does it meet relevant OHS requirements?
	Yes / No

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

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

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

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

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

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

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

	Are the instruments able to be reasonably adjusted for special needs?
	Yes / No



[bookmark: _Toc367271531]
Assessment Review Checklist
	Date of Assessment:
	Purpose for the Assessment:

	Assessor:
	Trainer:

	Was the assessment instrument checked against the criteria?



	Does the instrument provide clear instructions?

	Does the instrument give the learners enough information?



	What are the strengths of the instrument?

	Are there any opportunities to improve the instrument?



	Further comments:

	Signed:
	Dated:





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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