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[bookmark: _Toc366106582][bookmark: _Toc377019765]Assessment – TAEDEL402A – Plan, organise and facilitate learning in the workplace
Please complete the following activities and hand in to your trainer for marking.  This forms part of your assessment for TAEDEL402A – Plan, organise and facilitate learning in the workplace.
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:		26/01/15____________________________________________________________
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. Establish effective work environment for learning 
2. Develop a work based learning pathway
3. Establish the learning-facilitation relationship
4. Implement work-based learning pathway
5. Maintain and develop the learning/facilitation relationship 
6. Close and evaluate the learning/facilitation relationship 
7. Monitor and review the effectiveness of the work-based learning pathway 


You will also need to show your:
Oral communication and language skills 
Interpersonal skills 
Observation skills 
Literacy skills 
Organisational skills and;
Communication skills


[bookmark: _Toc377019767]Activities
[bookmark: _Toc366106586]Activity 1.1.1
	Estimated Time
	20 Minutes

	Objective
	To provide an opportunity to revise SMARTA objectives.

	Activity
	Individually or in small groups;
Develop a SMARTA objective for training you may be required to deliver in the future.  Discuss in a small group whether the objective is SMARTA and how you as a learner would feel if you were given this learning objective.
Recognise hazards in the workplace; write a report on your findings and chose the suitable controls to set in place. __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
You have been asked to organise training for a group of Financial Planners.  Think of the following questions;
List one or two types of training would be mandatory for Financial Planners?
Tax, superannuation, insurances__________________________________________________________
__________________________________________________________
__________________________________________________________
What is a training program you can come up with that would benefit the Financial Planners?
Diploma in Financial planning __________________________________________________________
__________________________________________________________
__________________________________________________________
What training program could benefit the company overall?
Because there is no prior knowledge of their qualifications at the moment. I would reason that not all are financial planners, so I’d be looking at Certificate IV in Financial Services. Those qualified in financial services could now expand their knowledge and skills. The company would benefit from having upskilled personnel and surely would be more efficient in their work. __________________________________________________________
__________________________________________________________
__________________________________________________________
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Activity 1.2.1
	Estimated Time
	15 Minutes

	Objective
	Revision

	Activity
	Individually or in small groups, you will be asked to answer the following;
Develop an initiative you can implement in your workplace based on the work practices that you are familiar with.
 Bring into the workplace a standard of treating other work mates, like part of a code of conduct. __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
What restrictions on the learning objectives need to be taken into consideration when developing this initiative?
That there might be some procedures in place already in regard to the company’s own policies and procedures. __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
Who could you ask for support with the initiative?
Ask managers, and other trainers to support you with it so that everyone can get on board. __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
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Activity 1.3.1
	Estimated Time
	15 Minutes

	Objective
	OHS considerations

	Activity
	Individually or in small groups, discuss the following;
Who is usually responsible for approving training in your organisation?
Training manager __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
Who would be required to approve training that has OHS implications?
Training manager __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
How would you as a trainer ensure that all OHS considerations have been taken into account prior to a training program being rolled out in the workplace?
Look into all safety procedures that are outlined in their company, workplace or your own RTO. Have a look at their safe work method statements in regards to different tasks you are going to partake in to train the trainees. __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
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Activity 2.1.1
	Estimated Time
	20 Minutes

	Objective
	To consider responsibility of maintaining work-based knowledge of legal requirements

	Activity

Case Study
	Individually or in small groups, consider the following case study;
A newly hired Personal Trainer has been told by the gym manager that he needs to have up to date and current first aid qualifications, professional indemnity insurance, public liability insurance, and to maintain their professional development by obtaining 15 CPD points per year.  The trainer decides they will investigate all of this the following week.  
He completed his first aid training 2 years ago so his qualification is current for another year.  He isn’t sure what CPD points are and plans on getting insurance quotes for the relevant insurance.
The gym is quite busy and the trainer immediately obtains clients.  After training one of his clients for 6 sessions, the client complains that he has had an injury based on some exercises the Personal Trainer gave him.  He will have to be off work for 3 weeks.
The gym manager has discovered that the trainer did not get the proper insurance and that both the Trainer and the gym are liable for medical costs and workers compensation while the client is off work.  He is also aware that first aid qualifications now have to be renewed yearly and assumed the Trainer knew this.
Are the issues solely due to the negligence of the Personal Trainer?
Not really because he should have known about it and been told of all requirements in regards to legality he had to follow. __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
What are some strategies the gym manager should have employed in this situation?
To look into the qualifications of the worker before he came into this situation. Look at these things earlier and accurately look into the requirements of the job before getting someone in without qualifications. __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
How can the gym manager ensure he is keeping accurate records of his staff and the qualifications and insurance they hold?
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
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Activity 2.2.1
	Estimated Time
	30 Minutes

	Objective
	An opportunity for you to write your own development objectives 

	Activity

Project
	Using the template below, write 3 development objectives that you would incorporate into a Performance Management Plan.  Try to ensure that the development objectives are written in a SMARTA format and include a due date and opportunities for measurement of these activities.
When you have finished, share one of your objectives with the group.


 
Development Objective Template
	Development Objective: To demonstrate the ability to order the required materials and work out the cost.


	Measurement: They will individually have to measure the area, write down the required materials and work out the cost. This can be completed at any time and can use any workplace to perform this task.




	Date Due:20/02/15

	Development Objective: Plan a project and set out safety procedures for the job


	Measurement: the learners will have to brainstorm their plan for the project and set the safety procedures that will be enforced. Conduct a toolbox talk at the end so that they may present their thoughts.




	Date Due:20/02/15

	Development Objective: Communicate with team mates and effectively work as a team to complete the project



	Measurement: Team project will display competency in this objective. Will have to make sure that all can be present to be part of team building exercises.




	Date Due:20/02/15
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	Estimated Time
	15 Minutes

	Objective
	To get you thinking about integrated learning 

	Activity
	Think about an external training course that your organisation sends staff on, or one you may have attended.  
How did it incorporate integrated learning?
N/A __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
Did it relate directly back to your needs?
N/A __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
How could it have been improved?
N/A __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
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Activity 2.3.1
	Estimated Time
	30 Minutes

	Objective
	To create your own template for approval of a work-based learning pathway 

	Activity

Group/Pair Activity
	In pairs/groups;
Design a template that you would use to work with when asking for approval of a work-based learning pathway.
Make sure you include information such as;
· The name of the learner
· Date of the proposed training
· Where the training will take place
· Cost of training
· Benefits to the organisation in the learner attending
· Benefits to the learner
· Approvals


[bookmark: _Toc280108570][bookmark: _Toc281461516][bookmark: _Toc282762482]Work- based learning pathway plan
	Needs for learning and objectives of the learning:

	       The learning outcome of the program is designed to develop the skill and knowledge to: Contribute to effective workplace relationship and team effectiveness Provide workplace information and resource planning to the team to support organisational goals.


	Work practices and routines, the work environment and work activities suitable to meet learning objectives:

	
· Weekly sessions will be held in the workplace and in the onsite training room to present, discuss and reflect on theory components contained with the units of competency.
· Application of the knowledge to contextualized practical activities and tasks throughout the week to develop skills and support the development of underpinning knowledge.

 

	OHS/WHS implications of using work as the basis of learning, such as workplace health and safety policies and procedures; and ensuring work practices do not pose a risk to learners and others:

	
As the majority of the training will take place in the workplace, it will be necessary to abide by the OHS safety Guidelines and Company Procedures.

It will be necessary for training staff from to undertake a Safety Induction program which will be organised HR Department.


	Contractual requirements and responsibilities for learning at work, such as training plans under apprenticeships or traineeships, or requirements under government-funded Workplace English Language and Literacy (WELL) programs:

	Many of the qualifications within the Building Sector focus on use of Australian Apprenticeships as a means to combine training and employment to lead to a nationally recognized qualification and trade. 
Australian Apprenticeships are available to anyone of working age and do not require any entry qualifications.


	External learning activities which can be integrated into the work-based learning pathway, if appropriate; and how they can be monitored:

	
Trainer will monitor progress between weekly knowledge sessions. 
Ever week trainee will reflect on his progress with the trainer before each training session and we will discuss progress, obstacles and challenges.


	Organisation and allocation of work in a way that reflects learning needs and provides effective learning opportunities through work processes (attach separate table):

	
Workplace learning needs:
· observing practice in the workplace 
· school-based enterprise activity 
· classroom simulations, virtual learning and role plays 
· project based learning 
· mentoring 
· work shadowing 
· participating in a mini-trade practical skill development in the workplace under supervision 








	[bookmark: _GoBack]Learner’s name: C. Trainee
Contact details: 0425152228
Facilitator’s name: Ben-James

	Previous learning experiences
e.g. existing formal, informal learning experiences including accredited training, in-house training, personal interests.
	Job tasks and activities for sequencing
e.g. operate POS, take orders, operate press, dig trench.
	Learning alignment opportunities
e.g. align organisational aims, employee aims, workplace activities.
	Facilitation options
e.g. direct guidance, modelling, practise options, coaching, mentoring, tutoring.
	Personnel and additional support
e.g. supervisor, trainer, co-worker, LLN specialist.
	Learning goals
e.g. qualifications, role descriptions, productivity benchmarks.
	Review processes
e.g. evaluations and ongoing reviews.

	
Community-based learning involving activities that are conducted by community service organisations such as sports groups, environmental or social organisations, volunteer or charitable organisations.

	
Working in the parks, landscapes and pathways.

	
Trainee at work site (supervised by a trainer).
Participation in activities, and listening to an industry representative speaking. 
	
Work experience for trainees with additional needs 

	
Support people working with students (e.g. Youth Learning Officers, Social Workers, Guidance Officers, Pathway Planning Officers, case managers etc.) 
	
Certificate in General Construction
	
Observation checklists, ongoing documented assessments
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Activity 3.1.1
	Estimated Time
	15 Minutes

	Objective
	To get you to think about your own preferred learning styles 

	Activity
	Individually or in groups,  discuss the following;
Based on the above, which learning style do you think you most identify with?  Visual, auditory or kinaesthetic?
Kinaesthetic __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________

Do you feel you are a Pragmatist, Activist, Reflector or Theorist?
Probably a reflector __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________

How are you going to try to cater to each learning style during your next training session?
It involves getting to know the trainees so that I know what their learning styles are. I will try to incorporate, visual aids such as power points, illustrations, videos and for the more auditory learners I will focus on bringing out good group discussions that will engage the learners. Even probably utilizing scenario’s in class that involves using them to demonstrating group meetings, e.g. toolbox talk in the construction industry. For the more kinaesthetic learners being hands on they will appreciate getting out of the class and I would be able to make some realistic role-plays that will get them to experience what it feels like to be in a real workplace. _________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
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Activity 3.2.1
	Estimated Time
	25 Minutes

	Objective
	To give you an opportunity to determine what techniques you can use in a training program.

	Activity

Group/Pair Activity
	In pairs or in small groups, discuss the following;
How would you ensure you can accommodate for the following learners in your training program?
Kinaesthetic
Get them to more hands on activities that will get them involved in the training. __________________________________________________________
__________________________________________________________
__________________________________________________________
Activist
They love brainstorming so keep their mind active and keep them moving with activities. __________________________________________________________
__________________________________________________________
__________________________________________________________
Visual
Make vivid illustrations, draw pictures related to their work on the board, watch videos related to the industry. __________________________________________________________
__________________________________________________________
__________________________________________________________
Why would it be important to accommodate the various learning styles of the group?
Because if you were to only incorporate one learning style in your sessions, not everybody in class would be able to relate and get the point of the session.__________________________________________________________
__________________________________________________________
__________________________________________________________
How is a learner likely to feel in a training environment if their learning style is not catered to?
They will feel left out and that’s not something we want. It will bring down the overall atmosphere of the class. Those students that feel that way will not be motivated to follow along with the training sessions or feel like they are getting anything out of it. __________________________________________________________
__________________________________________________________
__________________________________________________________
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Activity 3.3.1
	Estimated Time
	20 Minutes

	Objective
	To give learners an opportunity to create a learning plan template to suit the needs of their organisation.

	Activity

Project
	Individually or in small groups, create a template for a learning plan you will use as part of your job function either working for an RTO or for a private training company.

	Learner Details: Theo Oreo


	Company Details: N/A

	Mentor Details: BJ Katay


	Registered Training Organisation Details:
CSTC

	Delivery Methods: In class
Training Commencement Date: 20/01/15
Duration: 4 weeks
	Expected Completion Date: 17/02/15
Training Program Name: Certificate I in Construction
Training Program Code: CPC10111

	Core Unit Code:
	Core Unit Name:
	Start Date:
	Completed Date:

	CPCCOHS1001A
	Work safely in the construction industry
	20/01/15
	20/01/15

	CPCCOHS2001A
	Apply OHS requirements, policies and procedures in the construction industry
	21/01/15
	22/01/15

	CPCCVE1011A
	Undertake a basic construction project
	23/01/15
	17/02/15

	CPCCCM2005B
	Use construction tools and equipment
	27/01/15
	16/02/15

	CPCCCM2001A
	Read and interpret plans and specifications
	28/01/15
	29/01/15

	CPCCCM1014A
	Conduct workplace communication
	30/01/15
	30/01/15

	CPCCCM1013A
	Plan and Organise work
	02/01/15
	03/01/15

	CPCCCM1012A
	Work effectively and sustainably in the construction industry
	04/01/15
	05/01/15

	Visits Planned (Dates): N/A

	Assessment Required: Written exams/Practical tasks/ role-play/ work project



	Trainer / Assessor Details: BJ Katay


	Support / Resources Required: Projector, Power tools, Whiteboard, workbooks/ observation checklist

	General Comments:


	Sign off: BJK
	Date of Sign off: 20/01/15
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	Estimated Time
	15 Minutes

	Objective
	To give learners an opportunity to create an OHS Checklist they can use prior to commencing a training program.

	Activity

Group/ Pair Activity

	In pairs or in small groups, create a template for an OHS Checklist you will most likely use as part of a training program.


	Checklist
	Compliance
	Comments

	 
	 
	 

	Site Establishment Checklist
	
	 

	Is site secure
	
	 

	Adequate amenities provided for workers
	
	 

	First Aid & emergency systems in place
	
	 

	Existing grounds & buildings checked
	
	 

	Adequate safety signs & notices posted
	
	 

	Correct registers & forms on site
	
	 

	Site induction program & records
	
	 

	Safe Work Method Statements in place
	
	 

	 
	
	 

	Hazardous Substances Checklist
	
	 

	Are hazardous substances used on site
	
	 

	Are Material Safety Data Sheets on site
	
	 

	Training & information provided
	
	 

	Risk Assessment conducted
	
	 

	 
	
	 

	Dangerous Goods Checklist
	
	 

	Are dangerous goods used
	        
	 

	Are flammable & combustible liquids stored
	
	 

	Is LPG used
	
	 

	Are welding sets used
	
	 

	Are explosive power tools used
	
	 

	 
	
	 

	Public Safety Checklist
	
	 

	Complied with local gov. requirements
	
	 

	Site secure
	
	 

	Traffic properly managed
	
	 

	Public protected from dust & debris
	
	 

	Work in public space properly managed
	
	 

	 
	
	 

	Personal Protection Checklist
	
	 

	Worker PPE needs identified
	
	 

	PPE signs posted where necessary
	
	 

	Adequate PPE provided
	
	 

	Workers understand need for PPE
	
	 

	Workers trained to use of PPE
	
	 

	PPE being adequately monitored
	
	 

	PPE inspected & replaced as necessary
	
	 

	PPE needs reviewed
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Activity 3.5.1
	Estimated Time
	20 Minutes

	Objective
	To you an opportunity to think about the importance of creating a supportive learning environment.

	Activity

Case Study
	Individually or in small groups, discuss the following case study;
Sarah from TLC has been asked to deliver training to a group of factory workers.  They will be trained on site in “Team Effectiveness” for two half day sessions.
There is a small room which doubles as a tea room next to the factory floor that Sarah has been told will be where the training is to be held.
When Sarah arrives to deliver the training, she finds that the warehouse next door is undergoing refurbishment and there is considerable noise and in the area.  The room is also cold and damp, even with the door shut.
One of the participants, Sam, calls in sick on the second day stating he has a terrible headache from the noise and is not feeling well as he was very cold due to having to sit still throughout the session.
What could Sarah do to improve the training conditions?
Discuss with the managers of possibly being able to shift to a different room as it impairs the group from learning. __________________________________________________________
__________________________________________________________
__________________________________________________________
Discuss some of the learning environments you have been exposed to in the past and any that may have had potential risks associated with them.
We had once an environment that was difficult to learn in, it was a room with no air conditioning in the middle of summer. It wasn’t pleasant and a few of us ended up getting dizzy and nausea so that we couldn’t participate. It’s very drastic but it showed me how important it is to think about these things when training. __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________



[bookmark: _Toc366106599]
Activity 4.1.1/4.2.1
	Estimated Time
	20 Minutes

	Objective
	To give you an opportunity to understand how to manage resistance or concern from adult learners.

	Activity

Case Study
	Individually or in small groups, discuss the following case study;
Sarah from TLC has been asked to organise a Certificate IV in Warehouse and Logistics course for the warehouse manager, Colin.  Colin has worked for 23 years for the same company in the warehouse and not undertaken any formal qualifications before.
He is worried about the following;
· Sitting in a classroom situation for any length of time
· Whether or not he may be able to keep up with the other learners
· What is actually expected of him during the training
· Being asked to speak up in class and say the wrong thing
· Studying after such a long time
· Increasing his workload by adding more stress to his life by having to complete assessments 
Discuss how to best manage Colin and his concerns.
With time hopefully he would start attending classes but he seems like he would need to be eased into it and encouraged. Maybe at first try to tailor the program for him by getting himself to be worked with/trained in his own workplace or an comfortable environment for him. Give him all the details of the course, the assessments and what is required of him. Reassure him that he will do well with the course and ask him how he feels with doing different activities in relation to the job. Having some experience in this he will be able to answer to the trainer more comfortably, than when in front of others. This should boost his confidence in speaking up. __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
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Activity 4.3.1
	Estimated Time
	20 Minutes

	Objective
	To you an opportunity to understand self-directed learning and how it will apply to the participants of your future training sessions.

	Activity
	Individually or in small groups, discuss the following;
Have you ever been asked to be self-directed in your learning?
Yes __________________________________________________________
__________________________________________________________
__________________________________________________________
If so, how did it make you feel?
Uneasy when I noticed it was on me but was eventually able to do it. __________________________________________________________
__________________________________________________________
__________________________________________________________
If not, what was the outcome of the training?
__________________________________________________________
__________________________________________________________
__________________________________________________________
How will a company benefit from asking its learners to take responsibility for their own learning?
It takes the responsibility off their hands for then, but the learners would still need to be trained practically in the industry either way. __________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
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Activity 4.4.1
	Estimated Time
	15 Minutes

	Objective
	To give you an opportunity to understand the techniques mentioned above.

	Activity
	Individually or in small groups, discuss the following;
Using the table provided on the next page, think of an example you can incorporate into a training program you may need to deliver for each item.
1. Questioning techniques
Written exam at the end of each unit. Before the exam though get the class involved with the training and learning by using questions to draw out their thoughts on the matter discussed. __________________________________________________________
__________________________________________________________
__________________________________________________________
2. Simulated environments
Get the trainees outside in a controlled environment, teaching them how to measure up materials for a concrete job and get them to actually do all the measurements and costs. Simulate a tool-box talk for the construction industry. __________________________________________________________
__________________________________________________________
__________________________________________________________
3. Case studies and real-life scenarios
It gets them to see how they would feel and do in that real life situation or case study. It gets them thinking on a different level and evaluate how they could apply that to their workplace. __________________________________________________________
__________________________________________________________
__________________________________________________________
4. Follow up after the training is complete
 Keep in contact with them seeing how they progressed after the course. Or meet visit them at the workplace and encourage them to continue doing what they are doing could really encourage them. __________________________________________________________
__________________________________________________________


5. Mentor or Coach
Mentors are good for them, they can see after a few months or even a year how they are going with their job and progress.  They are there as a support and to also see if they are applying what they are learning to the industry they are in. __________________________________________________________
__________________________________________________________
__________________________________________________________



Table 
	
Using questioning techniques that draw on real life experiences of learners

	
Using simulated environments where the learners can put the learning into direct practice

	
Utilising case studies and real-life scenarios that relate directly back to the learner and their job function

	
Conducting follow up some time after the training has been delivered to make sure the learning has been retained 

	
Asking for a mentor or coach to follow through after the formal learning to make sure the concepts are put into practice
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Activity 5.1.1
	Estimated Time
	15 Minutes

	Objective
	To give you an opportunity to develop your own checklist for preparation of a training session.

	Activity

Group/Pair Activity
	In pairs or in small groups, use the space below to develop a checklist you can use to ensure you are prepared for the next training session you plan on delivering.

	Performance Criteria
	Learner Meets the Criteria
	Comments

	Demonstrated knowledge and application of Duty of Care
	C
	

	Successfully completed necessary safety documents/ JSA, SMWS etc
	C
	

	Conducted a toolbox talk
	C
	

	Can identify hazards in the workplace and recognize controls to put in place
	C
	

	Used discernment and application in determining the assessment risk process
	C
	

	Knows and follows the obligations set for workers and employers according to WHS act 2011 and WHS regulation 2011
	C
	

	Follow up required:
_______________________________________________________________________________
_______________________________________________________________________________
Learner is:                     Competent                     Not Yet Competent  (Circle One)
Assessor / Trainer Name:               BJ Katay ____________________________________________________
Assessor Signature:                       BJK  ____________________________________________________
Date:                                                15/01/15  ____________________________________________________
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Activity 5.2.1
	Estimated Time
	15 Minutes

	Objective
	To give you an opportunity to think about what activities you can use in your next training session to support your learners and their needs.

	Activity
	Individually or in small groups, answer the following questions;
What are some activities you plan on incorporating into your next session to ensure the learner needs are met, that learning is reinforced and that identifies areas for further development?
Work related scenarios, self-evaluation questionnaire of the learners at the start and at the end so that they can see their progress. These will get they involved and help me as a trainer determine what their needs are.__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
Why do you think it is important that your learners have an opportunity to complete these activities?
So they will understand how this applies to their work and encourage them to apply it. It will definitely boost their confidence in themselves and in the material learnt. Especially though you want them to grow in knowledge of the unit/job and improve themselves in the industry.__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
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Activity 5.3.1
	Estimated Time
	40 Minutes

	Objective
	To give you an opportunity to understand how to see and identify cues from others in a training environment.

	Activity

Project
	You will be asked to come up with a 10 minute talk you can give to a small group of 2 – 3 other learners.
Each learner watching the talk should demonstrate subtle signs of not understanding a concept that the trainer is delivering.
When you are acting as the trainer, you should try to identify what signs are being shown and demonstrate an ability to change tactic to ensure the learners understand what is being taught.

N/A
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	Estimated Time
	15 Minutes

	Objective
	To give you an opportunity to reflect on your own behaviour and how it is ethical in a training environment.

	Activity
	Individually or in small groups, answer the following;
Reflect on your behaviour and discuss how it is ethical and relates to the ethical behaviour that a trainer should display.
I try to be considerate of the learners getting to know the trainees needs so that I can help them get through the course and through each unit. Each person has doubts in some areas and I like to help diminish that doubt and encourage them in the course. I like to organise things, and stick to a schedule. I try my best to hold to a strong moral standard of training.__________________________________________________________
__________________________________________________________
__________________________________________________________
Explain the expectations of ethical behaviour of trainers and why the ethical behaviour is important.
They have to approachable, impartial and mindful of not degrading or putting down the trainees because that could lead to harassment. They would need to be efficient in what they do and follow the procedures in place by their RTO.__________________________________________________________
__________________________________________________________
__________________________________________________________
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Activity 5.5.1
	Estimated Time
	30 Minutes

	Objective
	To you an opportunity to discuss meetings and how best to manage them with a learner.

	Activity

Project
	Individually or in small groups, fill in the template on the following page and answer the following;
Identify the need to have a meeting with one of their learners.
Decide whether the meeting will be formal or informal.
Determine the best way to advise the learner that the meeting is taking place.
Determine who will be present at the meeting and the agenda items.
Determine the tasks that need to be completed and who will be completing the tasks.
Decide what information will be documented as a result of the meeting.
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Meeting Planner Template
	Meeting Planner 

	Purpose of Meeting:
To discuss work experience
	Date of Meeting: 20/01/15
“Informal setting”
	Attendees: Employer, Trainee, Trainer

	Agenda Items:
. The length of time needing to spend for work experience
. Daily job description in the trainees personal logbook
. Signatures of supervisor/employer
. What jobs or skills will the trainee get to experience
. Starting time for workers
. Any requirements the trainee needs to follow
. Inspection of the trainer and documented visit, requiring the signature of all three parties
‘Notify trainee of the meeting to take place via phone call/text message’

	Tasks Due:
	Date Due:
	Allocated to:
	Completed:

	Logbook 
	20/02/15
	Trainee
	

	Work experience 
	20/02/15
	Trainee
	

	Documented visit and inspection 
	20/02/15
	Trainer
	

	
	
	
	

	
	
	
	

	
	
	
	

	Comments:
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	Estimated Time
	30 Minutes

	Objective
	To you an opportunity to finalise the learning delivered and incorporate the performance criteria discussed for section 6.

	Activity
	Individually or in small groups, you will be required to;
Determine what interpersonal and communication skills you can contribute to closing the training.
Get a group discussion of how they feel the material applied to them. Encourage them to express what they want to apply from what they learnt. Ask what their goals are for the future.__________________________________________________________
__________________________________________________________
__________________________________________________________
Determine how you plan on getting learner feedback on a training session you will most likely deliver in the future.
I will ask them to fill out a feedback form. Also throughout the course I will try to ask how they are enjoying the course and training. Ask their opinion on any improvements. __________________________________________________________
__________________________________________________________
__________________________________________________________
Put together a self-reflection form to identify how well you delivered a training session.
“Self-evaluation form is found near the end of this workbook” __________________________________________________________
__________________________________________________________
__________________________________________________________
Put together a professional development plan to ensure you will keep your knowledge accurate and up to date.
‘Professional development plan is near the end of this workbook’ __________________________________________________________
__________________________________________________________
__________________________________________________________
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Activity 7.1.1
	Estimated Time
	20 Minutes

	Objective
	Revision on this section

	Activity

Research
	Individually or in small groups, you will be asked to;
Investigate the records procedure for an RTO or training organisation.
Are the records kept according to regulation?
Yes because they regularly evaluate if it meets the standard set by ASQA.__________________________________________________________
__________________________________________________________
__________________________________________________________
How are records accessed if needed?
They are accessed by qualified personal by the computer data base or hard copy of the assessments stored in cabinets. __________________________________________________________
__________________________________________________________
__________________________________________________________
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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:
· Communication
· Interpersonal 
· Observation
· Literacy 
· Organisational 
· Oral communication and language 
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 plan, organise and facilitate learning in the workplace? Give answers for each skill.
a. Communicating to the relevant people, like supervisors, the learner themselves, this can help establish the time and when the learning can take place.
b. Personally getting to know the persons needs so that you can organise the learning in the workplace. That would ensure they are well looked after and know what is required of them.
c. Observing them before hand in their working environment can help you plan and organise ahead for the units they need to cover. When delivering the training you’ll have set opportunities that you will be able to observe him, and assess him based on the previous knowledge with the one he has now. 
d. You will be able to think of ideas that will be simple to write and understand when it comes to their written tests or worksheets. It will make it easier on the trainer and trainee on the day.
e. Think of a structure that you would like for your session that won’t overload the learner and will break up the tasks of assessment evenly than in just one big bulk. Your sessions will run smoother and the activities will flow.
f. Think about the language used if you use language that is complex no one will get it. But if you simplify the text and language used, then when conveyed to the learner through a lecture or discussion they will be able to understand it. If you think about it before the sessions and organise possible illustrations that the learner would get, then you will be able to touch the mind.

2. Explain each of the learning styles:
visual learners
They like to look at things and learn better that way. They like posters, illustrations, videos, DVD’s, power point presentations.
audio learners
They wouldn’t be readers; they like to take things in by listening. They would enjoy lectures, audio presentations, and group discussions.
kinaesthetic learners
They are hands on. They like to use their hands, be active. Case studies, work related activities, scenarios and demonstrations would suit them more.
theoretical learners
They are logical learners who like the facts, and enjoy getting the concept explained in a big picture. By using charts, diagrams and questions part of a written test that gets them to think of scenarios or case studies would help them to use their theoretical thinking.
3. What OHS issues do you have to consider?
When we go onto a work site what is there OHS procedures. If we are doing a work related activity, what risks are involved when using tools, the environment around us? The classroom is free from tripping hazards or any other hazards. 

4. Provide evidence of a minimum of two examples of:
identifying needs for learning
Talking to the learner and their supervisor
Researching the workplace/industry needs
analyse work practices, work environment and work activities
discuss these things with an industry expert
look into organisational policies and procedures
organising and allocating work in a way that reflects learning needs and provides effective learning opportunities to work processes
Incorporating it part of your assessment plan and session plan, and then look at conducting sessions that tailor to the specific work processes.

5. Provide a minimum of two examples of a learning facilitation relationship being conducted:
with different individuals
Team related project on the job, written exams to demonstrate individuals own knowledge.
demonstrating communication skills and flexibility
Open discussions and demonstrations of a toolbox meeting
demonstrating one more of the processes or techniques identified
lectures, observation, third party reports
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Major Activity								
	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.
1. The session plans should include the following;
a. Name of session
b. Date of session
c. Length of session
d. Learning objectives
e. Target Group
f. Trainer name
g. Assessor name
h. Location of training
i. Details on timing, content of training, resources
j. Special needs
k. How the sessions can be contextualised
l. Assessment methods that will be used
m. Resources needed for assessment
n. 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?


A sample Session Plan is provided below;


	Session Title:


	Target Learner Group:


	Date of Delivery:

	Trainer:

	Learning Outcomes:

· Outcome 1

· Outcome 2

· Outcome 3

	Assessment Requirements and Criteria:



	Timing
	Content 
	Resources
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Congratulations!  You have now finished TAEDEL402A – Plan, organise and facilitate learning in the workplace.  
Appendices of the templates included in this unit have been included for your own reference on the following pages.
[bookmark: _Toc366106613]
Job Role Analysis Template

	Learner Name:

	Job Title:



	Job Role or Function
	Skills Required 
	Skills Gap
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Development Objective Template

	Development Objective:



	Measurement:





	Date Due:

	Development Objective:



	Measurement:





	Date Due:

	Development Objective:



	Measurement:





	Date Due:
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Learning plan 
	Learner Details: Theo Oreo


	Company Details: N/A

	Mentor Details: BJ Katay


	Registered Training Organisation Details:
CSTC

	Delivery Methods: In class
Training Commencement Date: 20/01/15
Duration: 4 weeks
	Expected Completion Date: 17/02/15
Training Program Name: Certificate I in Construction
Training Program Code: CPC10111

	Core Unit Code:
	Core Unit Name:
	Start Date:
	Completed Date:

	CPCCOHS1001A
	Work safely in the construction industry
	20/01/15
	20/01/15

	CPCCOHS2001A
	Apply OHS requirements, policies and procedures in the construction industry
	21/01/15
	22/01/15

	CPCCVE1011A
	Undertake a basic construction project
	23/01/15
	17/02/15

	CPCCCM2005B
	Use construction tools and equipment
	27/01/15
	16/02/15

	CPCCCM2001A
	Read and interpret plans and specifications
	28/01/15
	29/01/15

	CPCCCM1014A
	Conduct workplace communication
	30/01/15
	30/01/15

	CPCCCM1013A
	Plan and Organise work
	02/01/15
	03/01/15

	CPCCCM1012A
	Work effectively and sustainably in the construction industry
	04/01/15
	05/01/15

	Visits Planned (Dates): N/A

	Assessment Required: Written exams/Practical tasks



	Trainer / Assessor Details: BJ Katay


	Support / Resources Required: Projector, Power tools, Whiteboard, workbooks

	General Comments:


	Sign off: BJK
	Date of Sign off: 20/01/15
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Meeting Planner Template
	Meeting Planner 

	Purpose of Meeting:

	Date of Meeting:
	Attendees:

	Agenda Items:







	Tasks Due:
	Date Due:
	Allocated to:
	Completed:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Comments:
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Sample Feedback Form

	Issue
	Yes
	No

	Was the trainer well prepared
	
	

	Did the trainer know the material well?
	
	

	Did the trainer build rapport with the learners?
	
	

	Was the venue suitable?
	
	

	Was the set up of the training room suitable?
	
	

	Was the equipment effective?
	
	

	Were the resources suitable?
	
	

	Did you have a chance to participate in the sessions?
	
	

	Did you understand the content?
	
	

	Were you given an opportunity to ask questions?
	
	

	Were the assessments fair and comprehensible?
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Evaluation Form
	Date of Training: 20/01/15

Name of Trainer: BJ Katay

Name of Learner (optional): John Wayne


	
	Agree
	Disagree
	Neutral

	I understood the course content
	X
	
	

	The training was relevant to my job
	X
	
	

	The training has helped me to do better in my job
	X
	
	

	I found the course interesting
	X
	
	

	I was encouraged to participate in the training
	X
	
	

	I was able to provide regular feedback
	
	
	X

	I was given regular feedback on my progress
	X
	
	

	I will recommend this training to others
	X
	
	

	Other comments:
I enjoyed the course but I wasn’t asked often to give feedback on the course. This made it a bit impersonal for me. Otherwise it was beneficial.












Professional development plan
	Name of candidate
	BJ Katay

	Professional development activity
	Training

	Type of activity 

	Conducting a training session

	Details 
	Have to conduct a session on communication in the workplace

	Expected date(s) of participation in the activity
	20/01/15 – 25/01/15

	Area of professional practice to be developed 
	Assessment tasks

	Expected impact on area to be developed
	The impact should improve the training session and learners team work and morale.

	Resources required 
	Other learners, 2 way radios, scenario and whiteboard

	Comment from others on activity and impact 
	







MAJOR ACTIVITY
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





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 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
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