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ASSESSMENT FOR TAEASS401B

	Student name
	     

	Date of assessment submission
	Click here to enter a date.


	Trainer/Assessor’s name
	     

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent
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Candidate Details
[bookmark: _Toc366146893]Assessment – TAEASS401B – Plan assessment activities and processes
Please complete the following activities and hand in to your trainer for marking.  This forms part of your assessment for TAEASS401B – Plan assessment activities and processes.
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:		20/01/15____________________________________________________________
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: _Toc366146894]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 assessment approach
2. Prepare the assessment plan
3. Develop Assessment Instruments
You will also need to show:
Cognitive interpretation 
Technology
Research and evaluation 
Literacy 
Communication and;
Interpersonnel skills

[bookmark: _Toc366146895]Activities
[bookmark: _Toc322513516][bookmark: _Toc366146896]Activity 1.1.1
	Estimated Time
	40 Minutes

	Objective
	To give learners an opportunity to develop their own observation checklist.

	Activity
	Individually or in small groups, complete the following:
You have been approached by a landscaping company who wish to have Bill, their experienced landscaper, assessed for recognition of his prior learning (RPL) and obtain a Certificate III in Landscape Construction.
Additionally, they wish to sign up an apprenticeship for a new employee and have Bill to supervise him after he gets qualified.
Answer the following questions:
A. What are some of the assessment methods they can use for assessing their 2 different learners?
	You could assess them through various simulation tasks and question them on different scenarios related to the job. This would allow the experienced worker Bill to use that wealth of knowledge and take the lead in the simulation and scenarios. On the other hand you also took in consideration of the new employee because he isn’t so experienced he wouldn’t be able to reach the same calibre of knowledge of what to do in each instance but because he has a bit of working experience he would assist and learn as he goes.





B. Why is it important to create and use benchmarking in the assessment process?
	
Creating a benchmark is very important; it will help make clear what is required of the learner and how we as trainers can achieve that in accordance with ASQA. This will influence the way you teach and the assessment methods, tools you use.






C. Why is it important to recognize Bill’s current existing competence?
	

If you didn’t recognize it, it would undermine his ability and not use his knowledge and understanding of landscaping to the full. It wouldn’t be fair, and as a trainer we have to follow the principles of assessment. By recognizing the experience he had you can use him to demonstrate all the knowledge he has gained in landscaping through specific assessment methods. If he knows and applies it then he is competent of receiving his Certificate 3 in Landscaping.







D. What would be one of the initial observations when analysing the 2 different students’ study needs which may have a major affect to the way that assessments will be carried out?
	

You could see when you discuss different things in regards to landscaping that the experienced Bill would know much more than the soon to be new apprentice. You would have to take in both in consideration when assessing. You might need to alter the assessment process.






E. What other crucial legal requirements may apply to Bill being able to supervise certain landscape work or even perform it himself after obtaining the qualification?
	Business management and people skills.







F. How could you identify opportunities for integrated competency assessment when planning how to assess Bill? 
	Put them in real work scenario’s that will demonstrate his understanding of the industry, and at the same time you will be able to assess the young apprentice on his working ability and comprehension in several occasions/scenario’s.







G. Give an example of 2 units you will consider as holistic (integrated) assessment from the Certificate III in Landscape Construction:
	 
AHCOHS31A – CONTRIBUTE TO OHS PROCESSES
AHCPGD301A - IMPLEMENT A PLANT ESTABLISHEMENT PROGRAM 








H. How could you contextualise the competency standards and activities into the operating assessment environment in both the cases of RPL and the workplace learning (apprenticeship)?

	

Because you can’t get the apprentice to reach the same standard as the experienced worker you would need to find an assessment on-site that would allow you to observe them both in action, applying the things they know.














I. List at least 2 different requirements you as a trainer will have to follow when determining assessment approach for the following aspects:
I.  Legal
	
To follow the general scope and performance criteria that needs to be met with ASQA. And also that and assessment made will reach the standard framework of AQF, so that what they are learning will be in alliance with the qualification they get.
Follow WHS requirements.








II. Organisational 
	


To follow the policies and procedures set by the RTO.
Any training process they may have come up with I will need to follow and discuss with them if there is a need to contextualise for a trainee.







III. Ethical 
	
Environmental standards, industrial awards, Duty of care, maintaining privacy and confidentiality 













[bookmark: _Toc322513517][bookmark: _Toc366146897]
Activity 1.2.1
Project (40 Minutes)
Select a unit of competency of choice from the Certificate III in Landscape and develop an observation checklist using the template provided in this table to cover the required practical elements of this unit.
The performance criteria you are going to observe should be written in the highlighted column.
You must include a benchmark to reflect the expected satisfactory performances from the student so that any trainer using your checklist will be able to make the same level of decision when assessing this unit.
An example for the tasks and relevant benchmark is given in the table
	PRACTICAL SKILLS ASSESSMENT

	
UNIT CODE
	AHCLSC306A 
	Student
	Jimmy Timmy

	UN IT TITLE
	Implement a paving project

	Date completed
	13/01/15

	Observation:  
Student must be able to know and apply the process of installing and constructing a paved surface, including :
· Determine what the hazards are on the job site, assess the risks involved and choose and implement the controls
· Safely using and maintaining equipment
· Preparing the sub-base before constructing a paved surface
Provide completed JSA, do a pre-start check with the equipment at disposal, calculate any sub-grade needed and successfully compact it.   
Note: the grade given will be ‘S’ for Satisfactory or ‘NS’ for Not Satisfactory performance of the required skill. A final grade of ‘C’ for competent of ‘NC’ for Not Competent is made only at the completion of the unit of competency.

	TASK 1
	CRITERIA- did the student:
	S/ NS
	Feedback

	3. Coordinate paving project installation
	1
	3.1. Paving project is constructed according to plan 
Read and interpret the plans required for the job and use the skills learnt to set the pattern and construct the paved area.
	S
	

	
	2
	3.2. Appropriate drainage is installed according to plan. 
Read and interpret the plans, then recognize and install the appropriate drainage
	S
	

	
	3
	3.3. Tools, equipment and machinery are used safely according to enterprise operating procedures and OHS requirements.
Establish the tools and equipment needed and perform a pre-start check before use. Read and sign a Safe work method statement in accordance with the job at hand.
	S
	

	
	4
	
	
	

	
	5
	
	
	

	
	6
	
	
	

	
	7
	
	
	

	
	8
	
	
	

	
	9
	
	
	

	
	10
	
	
	

	
	11
	
	
	

	
	12
	
	
	

	
	13
	
	
	

	
	14
	
	
	

	Comments and areas for further skills development







[bookmark: _Toc366146898]Activity 2.1.1
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to develop your own evidence plan.

	Activity

Group/Pair Activity
	In pairs or in small groups, you will be asked to;
Develop an evidence plan for a unit of competency you are likely to be delivering in the future.  Use the template provided as a guide but make sure you include the actual Elements and Performance Criteria required.




	
	Evidence Plan
	
	
	
	

	1. Gather, convey and receive information.
	1
	2
	3
	4

	1.1. Verbal and written instructions are gathered, received and responded to with correct actions.
	X
	
	
	X

	1.2. Instructions are conveyed accurately.
	
	X
	X
	

	1.3. Work signage interpretation  and other safety  (OHS ) requirements are responded to with correct action.
	
	X
	
	X

	1.4. Information  is conveyed in English, and the information is interpreted  and message confirmed.
	X
	
	X
	



1 = Observation checklist
2 = Demonstration
3 = Questions / Multiple Choice / Essays
4 = Third Party / Supervisor report provided
[bookmark: _Toc366146899]
Activity 2.2.1/2.3.1
	Estimated Time
	20 Minutes

	Objective
	To give you an opportunity to determine assessment methods and assessment modifications.

	Activity
	Individually or in small groups, you will be asked to;
Determine the assessment methods you plan on using with your learners for a training program you are likely to deliver in the future.

Probably I’m looking at using a few different ones, role-play/simulation/scenarios, questions, exams.



Answer the following questions;
What are some modifications you may need to make to your assessments based on learner needs?

There are ones who could difficulty reading or writing so I would have to document it through other assessment methods that would still reach the benchmark. So instead of a written test I would need to go through it as an oral exam. Additionally through role-play and different work scenarios, I would be able to distinguish if they understand the unit and information learnt. 




How can you as the trainer or assessor ensure the learners understand what is expected from them in the assessment?

Detailed explanations of the unit being learnt will aid them to understand the material. When there is a task, go through the performance criteria with them to explain what the task involves and what they will be assessed on. This will motivate them to strive for that achievement. Also once these are explained it actually assist you as you assess them because they would of all acknowledged that they understood.






[bookmark: _Toc366146900] Activity 3.1.1
	Estimated Time
	20 Minutes

	Objective
	To provide an opportunity to revise this unit so far.

	Activity
	Individually or in small groups, answer the following;
A. List two types of assessment tools and their most appropriate application:
	Observation checklist- you would this tool when you are directly observing a learner/trainee.

Scenario- Which would fall under Role-play which gets them to simulate a situation




B. What is the best way to determine if an assessment is valid?
	
Get a qualified assessor to validate it for you to see if it coincides and is practical to the industry being trained.




C. What is the name of this process of checking that assessment is valid?
	
Validation



D. What principles must the rules of evidence cover?
	That it is Valid, Sufficient, Current, Authentic






E. What do you think could happen if the assessment process is not explained properly to the learners?
	
They will not understand and will be confused what is required of them. It would also hinder their ability to do the assessments and reach the benchmark needed. 








[bookmark: _Toc366146901]
Activity 3.1.2
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to develop your own assessment instrument.

	Activity

Project
	Individually or in small groups, ask the learners to:
1. Develop two assessment instruments based on the definitions provided in this unit.
2. Map assessment instruments against unit or course requirements
3. Write  clear instructions for candidate about the use of the instruments
[bookmark: _Ref190803225][bookmark: _Toc196669121][bookmark: _Toc238450780][bookmark: _Toc267370164]Observation checklist
Instructions and requirements
●	This checklist is to be completed by the assessor
●	For a satisfactory result, all steps of the procedure must be performed to the standard described below.

	Details of observation

	RTO
	CSTC

	Candidate name
	JOHNNY BOY

	Assessor name
	BJ Katay

	Assessment date
	25/01/15

	Task/procedure observed
	Demonstrate a toolbox talk

	Unit code/name
	CPCCCM1014A – Conduct workplace communication

	Observation checklist

	Did the candidate:	
	Yes
	No

	1
	Use the correct process for on-site meetings and followed predetermined or agreed procedures.

	X
	

	2
	Seek out responses from others in the group.

	X
	

	3
	Allow for constructive contributions to be made.

	X
	

	4
	Record the goals or outcomes that are identified 

	X
	

	Results

	Overall performance
	  Satisfactory             Not Yet Satisfactory          

	Feedback to candidate
	



	Assessor signature
	        BJK                                                                   Date:25/01/15

	Candidate signature
	             JB                                                                Date:25/01/15


Written questions
Written test— CPCCCM1014A – Conduct workplace communication


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

Instructions and requirements
Complete the following written test  based on your knowledge of workplace communication


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)     


	Evidence Plan
	
	

	Participate in simple on-site meeting processes.
	1
	2

	Use the correct process for on-site meetings and followed predetermined or agreed procedures.
	X
	

	Seek out responses from others in the group.
	
	X

	Allow for constructive contributions to be made.
	
	X

	Record the goals or outcomes that are identified 
	X
	



1 = Observation checklist
2 = Questions / Written test 
[bookmark: _GoBack]The observation checklist will be guideline for us as trainers to see if you can competently demonstrate conducting a toolbox talk. This will assess how you convey the safety issues and instructions to the other students and also how you record the outcomes of the meeting. Then you will partake in a written test that will test your knowledge in communication in the workplace in seeking out responses from others and allow for contribution to be made in different instances. 





















[bookmark: _Toc322513537][bookmark: _Toc366146902]Activity 3.2.1a
	Estimated Time
	30 Minutes

	Objective
	To give learners an opportunity to review the assessment instruments of others.

	Activity

Project cont.
	Individually or in small groups, trial the assessment instruments 
by swapping the assessments instruments developed in the previous assignment with the person or small group next to you, review and analyse their sustainability for use against all the 4 rules of evidence and modify as required to the appropriate target group.
Write a clear feedback about your findings and hand it to your trainer. If you do not have a partner to review their assessment instrument than your trainer will hand you an assessment instrument for review.
In your report clearly identify the assessment name and author and what modifications or improvements you can find and if any parts of the package where not properly covered.

N/A because I’m the only one in this course.
















[bookmark: _Toc322513538][bookmark: _Toc366146903]Activity 3.2.1b
	Estimated Time
	15 Minutes

	Objective
	To give learners an opportunity to review and act on feedback for continuous improvement

	Activity

Project Cont.
	Individually;
evaluate the feedback you received on your 2 assessments from the previous activity and determine and implement improvement processes.




N/A because I’m the only one in this course.

































[bookmark: _Toc322513539][bookmark: _Toc366146904]Activity 3.2.1c
	Estimated Time
	 15 Minutes

	Objective
	To give learners an opportunity to refresh their knowledge on the four principles of assessment and how they guide the assessment process

	Activity
	A. What are the four principles of assessment?
	It has to be:
Valid
Reliable
Flexible
Fair






B. How the 4 principle of assessment they guide the planning and evaluation of assessment and their process?
	When you think about the principles involved it will shape your assessment. Planning:
When planning the assessment we would make sure that it follows all standards, and that what they are being assessed on is truthfully will be precisely that, valid. It will be reliable; it won’t say one thing and expect a different result. It will all be consistent and the end result will always be the same no matter which way we gather the evidence. Taking in consideration of each trainees need shows that we are flexible so this would be thought of before during the planning process. That way we can contextualise it. Fairness will be in play from the very start, you can’t expect them do something they don’t know. Neither you can show partiality in the way the assessment being made; each learner is different and has to be thought out if they can reach the benchmark. Evaluation will make it easier for the trainer if planned well. When you gather the evidence from the student, it distinguishes if he met the benchmark and you can evaluate the information, e.g. like through a written exam, if it’s valid. You could see if it is consistent with what the objective of the assessment and what the performance criteria asks of them. We can flexible when we gather the evidence through the assessment and also where it takes place. By considering the learners needs we’ll find the best time to do it. Some have difficulty documenting things down but that wouldn’t make us disregard that person. That wouldn’t be proper. But by being fair we make sure that no student is disadvantaged or ignored in their assessment.
















[bookmark: _Toc366146905]Activity 3.4.1
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to understand how easy it is for even clear instructions to not make sense when there is no feedback.

	Activity

Group/Pair Activity
	Your trainer will take you through a practical activity with two volunteers.
  Once complete, answer the following questions;
1) Did the first pattern match the second one?
	
N/A because I’m the only one in this course.




2) Was it easy to follow the very clear and specific instructions?
	
N/A because I’m the only one in this course.




3) What could have made the instructions easier to understand or follow?
	

N/A because I’m the only one in this course.




4) If a trainer only gives instructions but does not get feedback from the learners to make sure they understand, what can go wrong?
	
N/A because I’m the only one in this course.







[bookmark: _Toc366146906]
Activity 3.4.2
	Estimated Time
	10 Minutes

	Objective
	To you an opportunity to understand how important it can be to follow instructions.

	Activity
	Individually, complete the following quick exam;
1. Read the following quick trivia quiz before you complete any of the items.
2. Write your name on the top right hand corner of this page.
3. Complete the following questions as quickly as you can;
4. Divide 70 by 5 = _______
5. Multiply 14 x 6 = ______
6. What is the capital of China?  _________________
7. How many people were on the spaceship that landed on the moon in 1969?  __________________________________
8. Who is Goldie Hawn’s daughter?  _______________
9. What movie did Mel Gibson star in where he could hear women’s thoughts?   _________________________________
10. Who is the current President of the United States?
__________________________________________
11. How many states are in Australia?  ______________
12. Who was Prime Minister of England in 1994? 
__________________________________________
Now that you have read the quiz, only complete question 2.



[bookmark: _Toc366146907]
Activity 3.4.3
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to understand the importance of giving clear instructions.

	Activity

Group/Pair Activity
	In pairs or in small groups, discuss how effective the following instruction would be;
Instruction 1
You will be required to explain two ways to communicate effectively with your learners.
Instruction 2
You will be required to explain two ways that people communicate effectively – in point form please provide 3 points and explain the benefits of using each method in a classroom situation.  You have 10 minutes to complete this assessment which relates directly back to what you have just learned.
A. Which of these 2 set of instruction is clearer? Why?
	Definitely instruction 2, simply because it’s explains with detail what is required of me. Rather than the first one that only explains you need to explain two ways to communicate with your learners. It’s vague, and it will not help the trainer get the desired benchmark because it’s left for their own interpretation. The detailed instructions tells you what is needed and when followed the trainer will be able to assess them easier in accordance to the benchmark.






B. In a small group or in pairs, think of how you would write specific instructions for the assessment of a learner to drive a car, bake a cake, develop a filing system or deliver a presentation (or something of your choice).  Write a checklist that you will use as part of the assessment process.
	Step 1 – Prepare the coffee machine and turn it on to warm up
Step 2 – Grind the coffee
Step 3 – Compress the coffee 
Step 4 – Put the grinded coffee into the machine
Step 5 – Press button for an expresso shot 
Step 6 - Have the cup ready underneath when the coffee comes out
Step 7 – Froth the milk
Step 8 – Pour the milk into the coffee to it’s filled.

	Performance Criteria
	Learner Meets the Criteria
	Comments

	Diligently prepared the coffee machine for use
	C
	

	Grinded the coffee finely 
	C
	

	Compressed the coffee to standards set
	C
	

	Demonstrated the ability to make a coffee
	C
	

	Frothed the milk to desired temperature
	C
	

	Could pour the milk into the coffee successfully
	C
	

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






 









[bookmark: _Toc366146908]
Activity 3.5.1
	Estimated Time
	30 Minutes

	Objective
	To give learners an opportunity to provide input into a case study.

	Activity

Case Study
	Individually or in small groups, discuss the following case study;
Sarah from TLC has been asked to intervene with a trainer that has conducted an assessment of some factory workers.  The factory staff were assessed but one staff member in particular, who is quite loud and opinionated, has failed the assessment.
When Sarah made some enquiries into the situation, she has discovered the following;
· The trainer did not seem to get along with the staff member as he often interrupted her. 
· The staff member often made crude comments about the trainer in front of the rest of the group and often commented on her dress and appearance.
· The staff member was told they have not passed the assessment.
· The staff member has been working in the factory for 4 years and feels he understands the job well enough to have passed.  He feels the trainer has it in for him and wants to lodge a formal complaint against her.
· The trainer is devastated as she feels she handled the situation to the best of her ability.
What has gone wrong in the above example?
	She should have talked to somebody about it like her manager. Then the manager would have been able to help her deal with the situation.





What can be done to rectify the situation?
	Speak to the staff member and express that in order for him to get the best out of this session he will have to stop those comments. Because it doesn’t help him or the class benefit. If he doesn’t stop get help. In regards to the assessment get another qualified assessor to look over it, to see if it meets the benchmark.





What should the trainer do if this situation happens again?
	If possible get another trainer to take the session. Ask for help with the situation and don’t leave it to get out of hand.







[bookmark: _Toc360624853][bookmark: _Toc366146909][bookmark: _Toc298835413][bookmark: _Toc298835536][bookmark: _Toc315334862][bookmark: _Toc264874763][bookmark: _Toc264874913]


Skills and Knowledge Activity
	Estimated Time
	30 Minutes

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

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

The answers to the following questions will enable you to demonstrate your knowledge of:
1. Technology
2. Research and evaluation
3. Interpersonnel skills
4. Ethical and legal requirements
5. Purposes of assessment
6. Types of evidence
7. Assessment methods
Answer each question in as much detail as possible, considering your organisational requirements for each one.

8. What technology and equipment do you need to use to communicate with others? Phone, e-mail, newsletter, projector, video conference

9. In what ways will you be using research and evaluation skills when planning assessment activities and processes?
Research organisational policies and procedures, NVR standards and ASQA updates and standards. Also will look into workplace of learner or the desired field they want to go in then consult with a qualified assessor.

10. Why is it important to demonstrate sensitivity to access and equity considerations and candidate diversity?
Because we want to tailor the assessments and program to the needs of the learner and also be mindful/considerate of equity. There is no partiality when it comes to assessing someone that means that everyone gets a fair chance. 
11. Why should you promote and implement equity, fairness, validity, reliability and flexibility in planning and assessment processes?
This will give you the best result and higher chance of competency for the learner. You will be able to gather evidence a lot more efficiently. That means you have considered all relative information and taken into account any needs they do have. It will also help you keep in lines of NVR standards and organisational requirements. 

12. What are the ethical and legal requirements of an assessor?
To follow organisational procedures and NVR standards set when assessing and making an assessment process. To apply the rules of evidence and the principles of assessment.

13. What are the different purposes of assessment?
To gain a specific qualification or licence
To recognise prior learning
To establish the learner’s current knowledge and progress 
To measure work performance


14. What types of evidence are there and how can they be used?
Direct evidence – the trainer or assessor observes the learner successfully doing the activity/task and fills out an observation checklist
Indirect evidence – getting third party reports from managers, supervisors, previous employers who could give you indication into the learners competency in that field
Current and historical evidence – current qualifications the learner may have or previous qualifications.
Volunteer experience reports – Reports from supervisors on any volunteer work or work experience they done.
Supplementary evidence - such as portfolios, references, reports, completed projects, work-based assignments that they have completed through the course or sessions.


15. What assessment methods and instruments can be used?

[bookmark: _Toc366146883]Methods:
Questions 
Structured activities such as simulations 
Direct observation by the trainer or assessor
Instruments:
Learner Self Assessment Tool
[bookmark: _Toc366146884]Workplace Project
[bookmark: _Toc366146886]Observation Checklist













[bookmark: _Toc366146910]Major Activity 
	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This can be completed as a major project in class or as a work-based project to be undertaken during the learner’s own time.
MAJOR ACTIVITY IS AT THE BOTTOM OF THIS WORKBOOK
It should be completed individually but can be completed as part of a group assignment if the trainer feels it is appropriate to the learners.
For the role play, you will need to work in groups in the classroom or have someone film the role play for submission as part of your assessment.
ROLEPLAY
You must plan and organise the delivery of training and assessment of agreed upon performance criteria (on a minimum of Three (3) occasions (one session must be an RPL one session must be a whole unit of competence) and
· You must gather the following evidence which should be provided by the trainer or designed as a group.  
· This evidence must be placed into a portfolio with your Observation and Third Party Sheets.  
· These sessions should take place during class time in small groups and one must cover a whole unit of competence.
· You must provide three (3) sets of evidence.
· Complete template Provide Work Skill Instruction for each session.
Evidence to be collect must include:
Documented assessment plan
Having covered a range of assessment events
Catering for a number of candidates
Different competency standards at or accredited curricular and rpl assessment
Contextualisation of competency standards and the selected assessment tools, where required
Incorporation of reasonable adjustment strategies
Development of simple assessment instruments for use in the process
Organisational arrangements 
Please write a short report about your Assessment/RPL’s you performed.  In the report you should answer the following questions, which are:
1. How the assessment plan was interpreted and what benchmarks and assessment tools did you use (Were these appropriate?  Why? Why not?)
2. List the documents and research that you would need to do to determine resources?
3. What information did you need to provide the candidate with for each assessment? Do you feel that you were clear when you explained the process?
4. What evidence did you gather when you performed the assessment?
5. Do you feel that you gave appropriate support in your RPL/Assessment processes through two way feedback process?  Explain your answer by giving clear examples.
6. Do you feel that your assessor demonstrate appropriate communication and interpersonal skills to develop the relationship with you.  (Give examples).
7. What judgement did you make about the learner (C or NYC)?  Did you feel that this was appropriate?  Why? Why not?
8. If there were any risks in the learning environment, list them and explain what steps you took to minimise them?
9. What records did you need to complete?
10. Why is it important to review your experience?  What would you do with this experience?
11. Do you believe that you made appropriate adjustments during these role-plays?  Give examples.
Please conduct the role play on the following page.
In groups of 2 – 3, roles play two scenarios where you conduct a validation session on an assessment instrument.  This could be an existing instrument or one that is created by the group or provided by the trainer.  The role plays need only take 5 – 10 minutes each.
In the meetings, it should be apparent that the following has been addressed;
1. The critical aspects of validation using different validation approaches and activities are addressed
2. The purpose of validation and the legal and ethical responsibilities are addressed
3. It should be noted and discussed now documentation will be kept 
4. The relevant people that should be included in the validation process should be identified
5. The group should communicate appropriately and provide feedback where necessary
6. How are the findings going to be recorded


[bookmark: _Toc366146911]
 Appendices
Congratulations!  You have now finished TAEASS401B – Plan assessment activities and processes.  
Appendices of the templates included in this unit have been included for your own reference on the following pages.
[bookmark: _Toc366146912]
Sample Observation Checklist
	Performance Criteria
	Learner Meets the Criteria
	Comments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Follow up required:
_______________________________________________________________________________
_______________________________________________________________________________
Learner is:                     Competent                     Not Yet Competent  (Circle One)
Assessor / Trainer Name:               ____________________________________________________
Assessor Signature:                         ____________________________________________________
Date:                                                  ____________________________________________________



 



	Evidence Plan
	
	

	Participate in simple on-site meeting processes.
	1
	2

	Use the correct process for on-site meetings and followed predetermined or agreed procedures.
	X
	

	Seek out responses from others in the group.
	
	X

	Allow for constructive contributions to be made.
	
	X

	Record the goals or outcomes that are identified 
	X
	



1 = Observation checklist
2 = Questions / Written test 
[bookmark: _Toc257359704][bookmark: _Toc366146914]
Trainer / Assessor Marking Guide
	Learner:
	

	Trainer / Assessor:
	

	Training Program:
	

	Date of Assessment:
	

	Assessment outcome:
	Competency 

	
	C
	NYC

	Did the learner submit the assessment in the required timeframe?
	
	

	Units covered
Element 1 – specify details 
Element 2 – specify details
Element 3 – specify details

	
	

	Comments for learner:

	Overall outcome:
	 Competent     Not yet competent

	Trainer / Assessor name:
	

	Trainer / Assessor signature:
	

	Date:
	










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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