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ASSESSMENT FOR TAEDES402A

	Student name
	     

	Date of assessment submission
	Click here to enter a date.


	Trainer/Assessor’s name
	     

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















































[bookmark: _Toc377019763]Candidate Details
[bookmark: _Toc377019764]Assessment – TAEDES402A – Use Training Packages and Accredited Courses to determine client needs
Please complete the following activities and hand in to your trainer for marking.  This forms part of your assessment for TAEDES402A – Use Training Packages and Accredited Courses to determine client needs.
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:		28/01/15____________________________________________________________
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: _Toc377019765]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:		________________________________________________________
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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. Select appropriate training package or accredited course 
2. Analyse and interpret the Qualifications Framework
3. Analyse and interpret units of competency and accredited modules
4. Contextualise units and modules for client applications
5. Analyse and interpret assessment guidance 
You will also need to show your;
Communication and interpersonal skills 
Planning skills 
Cognitive skills 
Research skills 
[bookmark: _Toc377019767]
Activities
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	Estimated Time
	2 Hours

	Objective
	To encourage learners to understand the concept of putting together a short Induction Program for an organisation in the VET environment based on client requirements and needs.

	Activity

Project
	You will be preparing an induction for a new staff member who has just joined your RTO.  
Develop the following items;
· An induction checklist which includes procedures for new staff to go through
· A PowerPoint presentation or information sheet that demonstrates the following;
· Management structure
· What support is available for students with special needs
· Inclusivity and how the RTO enforces and practices these principles
· EEO Policy
· Staff development policy
· Legal responsibilities relating to working for an RTO
· How the diversity of students is dealt with
· Expectations relating to ethical and inclusive behaviours 
Information sheet
Management structure
It is structured into 4 groups, Training manager, HR manager, Admin manager, and resource development manager. Any questions relating to these specific departments just consult with one of them.
Diverse students with special needs
We treat all students as individuals and recognise that not all have the same learning styles, LLN skills, workplace or needs. So we contextualise to their needs/workplace. When training, making the assessments and even the process and course itself we contextualise it to them.
Applying these principles
All staff need to apply these principles and follow the procedures that we have documented down in our RTO handbook.
EEO policy and ethical behaviour
We have an EEO policy in place that you can find in the RTO handbook. In summary it gives the guidelines we set in place to ensure that no harassment, discrimination of any kind happens in the workplace. We treat everybody, our fellow staff and the trainees we get with equality and fairness.
Staff development policy
The staff development policy is found in the RTO handbook. It summarises that we acknowledge and adhere to the key staff development principles of feedback, growth and accountability. We encourage the staff to grow in the career they have chosen and are open to upskilling on the knowledge they already have.

Legal responsibilities 
We have the legal responsibility to follow NVR standards, ISC and ASQA when it comes to training packages, assessments/process. We also abide by the,
Work Health and Safety Act 2011
Anti-discrimination act QLD 1991
Disability discrimination act 1992
Equal employment opportunity act 1987
Racial discrimination act 1975
Sex discrimination act 1984



Induction checklist for new staff
Date/s: 25/01/15
Employee Name: George Francesco
Employee Position: HR staff

	
Item
	
Description

	Human Resources

	Company overview
	· Introduction to staff
· Current duties directory
· Phone directory
· RTO History
· Organisational chart 
	

	
	
	

	
	
	

	
	
	

	
	
	

	Conditions of employment
	· Employment contract and letter of appointment
· Position description
· Hours of work
· Contact details 
· Leave and absence
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	Computer and systems set up
	· Email
· U Drive 
· S drive
· Website
	

	
	· 
	

	
	· 
	

	
	· 
	

	Vocational competence
	· Vocational competence checklist
· Professional development checklist
	

	
	· 
	

	Legislation 
	· Anti-discrimination act QLD 1991
· Disability discrimination act 1992
· Equal employment opportunity act 1987
· Racial discrimination act 1975
· Sex discrimination act 1984
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	














The new staff member is an office administrator. His role will includes computer tasks, organising the office manager daily schedules, welcoming guests coming into the office, maintain the housekeeping of the office and answering the phone. He does not hold any qualification or has limited small office experience, while this company is pretty big. He is currently interesting in professional development and would like to study Certificate II in Business.
1. Based on this job role, what do you think will be the client needs in terms of training?

He lacks experience, to be able to excel even further, going through that business course could to do him good. Looking at the units of competency, it is truly relevant to what he is doing and would enhance his ability to do the job thoroughly.















2. What can be a good entry course level for this employee?
Certificate I in business












[bookmark: _Toc374912214][bookmark: _Toc377019769]Activity 1.2.1
	Estimated Time
	30 Minutes

	Objective
	To encourage learners to brainstorm ideas relating to accessing resources for a training program they intend to put together.

	Activity
	Individually or in pairs, think of a training program for the following scenario. Then, answer the following questions;
Scenario:
You work for a Registered Training Organisation and have been approached by the HR manager of the ‘The Good Life Hotel’. The HR manager is looking for an entry level qualification for their front desk staff. 
From a training needs analysis it has been identified that the following areas of training are required:
· Answering telephone and face to face enquiries
· Greeting guests as they arrive
· Handling guest departures
· Catering to the requests of guests
· Basic office duties such as filing, photocopying, sending and receiving faxes and distributing monthly newsletters.

The human resource manager wants to improve the level of customer service. The hotel has developed specific policies and procedures that detail customer service requirements. The human resource manager wants the training and assessments to reflect organisational standards and conduct one on one or small groups to minimise disruption to day to day business.
What Training Package is likely to be appropriate for this scenario?
SIT12- Tourism, Travel and Hospitality Training Package
	






Research TGA website and find which the most suitable qualification for the client needs is? Why?
	SIT30713 - Certificate III in Hospitality 
If you compare the needs of the job description mentioned by the manager and with the certificate III in hospitality goes hand in hand. They’ve worked on the front desk for while it seems and this course gives them that extra edge and finishing touches that the manager wants. This course if you look at the units involved in the packaging rules both core and elective would suit them 100%. The description of different units and the outcome they look for is just what the manager needs.







Who are the targeted learners?
	Front desk staff/receptionists







List the qualification packaging rules
	Packaging Rules
15 units must be completed:
· 7 core units
· 8 elective units, consisting of:
· 1 unit from Group A
· 5 units from Group B
· 2 units from Group B, Group C, elsewhere in SIT12 Training Package, or any other current Training Package or accredited course.
Core 
BSBWOR203B Work effectively with others
SITHIND201 Source and use information on the hospitality industry
SITHIND301 Work effectively in hospitality service
SITXCCS303 Provide service to customers
SITXCOM201 Show social and cultural sensitivity
SITXHRM301 Coach others in job skills
SITXWHS101 Participate in safe work practices

Elective

Front desk receptionist in a hotel 
BSBCMM201A Communicate in the workplace
BSBITU306A Design and produce business documents
SITHACS303 Provide accommodation reception services
SITHIND101 Use hygienic practices for hospitality service
SITTTSL305 Process reservations
SITTTSL308 Use a computerised reservations or operations system
SITXCCS201 Provide visitor information
SITXFIN201 Process financial transactions








What units of competency would you select for your learners from the scenario? Complete the table below, indicating if the unit is a core/elective/ imported and explain why you choose it.
	Unit Code
	Unit name
	Explanation

	SITXCCS201
	Provide visitor information
	It’s an elective but it truly falls in line what the manager wants them to do help in any guest requests.

	SITXCCS303 
	Provide service to customers
	This is an core, and this will be best suited in regards to providing customer service on and off the phone

	SITXWHS101 

	Participate in safe work practices
	Core- this unit will assist in safe work practices in their working environment which is essential

	BSBITU306A 

	Design and produce business documents
	Imported elective– Unit will help is making documents that are needed and how to fill them out/store documents.

	SITXCOM201 

	Show social and cultural sensitivity
	
Core- skills they need to be effective in when handling and talking to different people.

	SITTTSL308
	Use a computerised reservations or operations system

	Elective – Being able to use the computer to store documents and especially making reservations they need to know and be properly trained.



 


[bookmark: _Toc374912215][bookmark: _Toc377019770]Activity 1.2.2
	Estimated Time
	20 Minutes

	Objective
	To get the learners to think about accessing information for development of a training program.

	Activity
	Individually or in pairs, answer the following questions;
Why would it be important to access information from an employee’s work history to help develop a training program?
	Because from the information you do get you will be able to determine what level of qualification would be best suited for his knowledge and understanding of the industry he is in. 








What should you do if they are unable to get access to this information?
	Get them to do a self-evaluating questionnaire that will ask him those specific questions. You will get the answer and then be able to prepare a training program for him.








If you are able to get access to a learner’s job description, how would this help?
	You are able to identify their knowledge and application of that knowledge to their job. By looking into their job description you will see what they might not know and use that part of your training.
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	Estimated Time
	30 Minutes

	Objective
	To get the learners to think about considerations relating to selecting supporting materials for the training program.

	Activity
	Individually or in pairs, ask the learners to answer the following questions;
What considerations should be taken when developing activities, role plays, case studies and simulated activities relating to the following;
Environment:
	The work environment you are training in could influence the way you do these tasks and contextualise it to the learner’s most suited environment. You would need to take in the organisational policies and procedures making sure that you are following it.







Client Budget Constraints:
	Of course when looking for work experience outside of the training centre for the learners, you have to take in consideration their budget constraints. Some may not have a car or can afford to travel far distances for the work experience, so you will have to consult with the employer, guardians or family members and even relevant job seeking agencies to seek best solution.










Resistance from Learners:
	If the learner doesn’t want to do something, you will have to look for ways that you can tailor to them, that is to a certain point, so that there remains peace and the benchmark is still met through the tasks.








What are some of the ways in which a trainer can maintain their knowledge and skills and be up to date with the industry at all times?
	Look into training.gov to see if there are changes in training packages or courses. Look into industry policies and procedures that get updated and move along with them. Keep up to date with OHS changes. Look into ASQA and relevant ISC. Then once they have the updated knowledge, apply to their training.
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	Estimated Time
	60 Minutes

	Objective
	To allow learners to demonstrate knowledge in unpacking a Training Package and to ensure they understand the concept of packaging rules.

	Activity

Research
	Individually or in pairs, ask the learners to;
Scenario: Dean works for ‘Green Grass’ which is a Landscape company, but does not hold any qualification. His employer would like to up-skill him so that all of the company employees will be educated in the landscape field. What he looks for is a middle level course as dean already gained experience in the field. Dean is keen to study, however, doesn’t have the amount of money to pay the course.
Search TGA and find a suitable training program qualification for Dean:
What is the qualification you found for him?
	
AHC21610 - Certificate II in Landscaping










Under which training package does this qualification belong?
	AHC10 Agriculture, Horticulture and Conservation and Land Management 







What are the packaging rules / qualification rules relating to the Training Program they have chosen?
	Packaging Rules 
Completion of fifteen (15) units made up of eight (8) core units and seven (7) elective units.











What are the core units of competency for the qualification Training Package?
	CORE UNITS 
Occupational Health and Safety 
AHCOHS201A Participate in OHS processes
Landscape 
AHCLSC201A Assist with landscape construction work
AHCLSC202A Construct low-profile timber or modular retaining walls
AHCLSC203A Install aggregate paths
AHCLSC204A Lay paving
Machinery operation and maintenance 
AHCMOM203A Operate basic machinery and equipment
Parks and gardens 
AHCPGD201A Plant trees and shrubs
Plants 
AHCPCM201A Recognise plants










How can the packages be contextualised for the client and learner needs? Choose 4 different Performance Criteria from this qualification and indicate what contextualisation you can do for the client training program it in the table below:
	Performance Criteria
	Contextualisation

	Laying Pavers - 4.3. Bedding material is levelled to the designated level and falls and in accordance with minimum industry standards.
	If you can’t get funds to get bedding material you will have to use something that you can access in their workplace or someone practical where you still can teach them and see if they are competent in this criteria. 

	Workplace communication - 4.1. A range of forms relating to conditions of employment is completed accurately and legibly.

	Ones with LLN difficulties will not be able to complete maybe some of the writing or tasks in accordance with the documents. So they could possibly be able to be assisted by someone to write down what they learner wants to the document. They can be verbally assessed on these things.

	OHS Processes - 1.2. Assessment of risk associated with identified hazards is made according to enterprise procedures.

	Make sure it’s related to their workplace and look into the procedures of the company so that they can understand it. Because it will be generalised, you can contextualise it to their company it still follows the criteria.

	Installing micro- irrigation systems - 3.2. Components are assembled and connected according to plan, with joints completed and tested

	If the learner has sustained an industry and can’t physically join in a class activity but he join in the process. Even though if he physically isn’t putting in together, because of his circumstances he can direct what pieces go together and what has to been done in order to install it completely.

	

	



Are there any licensing or prerequisites in this qualification?
	
	

NO







What funding program can you offer to Dean to meet his needs, assisting him with the course payments?

	
In QLD I couldn’t find any funding program other than higher level skill that gives them an opportunity if eligible to get a once off, higher qualification in their trade. He might to pay a bit of a fee for the course which would be better than paying the entire course.
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	Estimated Time
	30 Minutes

	Objective
	To give learners an opportunity to think about the licensing requirements they may need to be aware of for a training program they may need to develop.

	Activity

Research
	Individually or in pairs, ask the learners to;
Research a Training Package of their choice.
What are the licensing requirements they may need to consider in the development of a training program based on the Training package they have chosen?

No licensing requirements
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	Estimated Time
	20 Minutes

	Objective
	To give learners an opportunity to think about suitable electives for a training program they may need to develop for a target learner group.

	Activity

Research
	Let’s go back to the previous scenario about Dean, the landscaper. In the Green Grass company his main role is to do all the planting of Turf and other plants.
Research the elective units available for this qualification. What are the most appropriate electives to include in the development of the training program that are most applicable to the client?
	

AHCWRK204A Work effectively in the industry
AHCARB201A Apply a range of treatments to trees
AHCIRG204A Lay irrigation and/or drainage pipes
AHCLSC205A Install tree protection devices
AHCPGD203A Prune shrubs and small tree
AHCPMG201A Treat weeds
AHCPMG202A Treat plant pests, diseases and disorders











What AQF level are the units you have chosen for Dean’s training program?
	Level 2/Cert2
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	Estimated Time
	20 Minutes

	Objective
	Case study for learners to determine how they may choose suitable units for delivery of a training program.

	Activity

Group/Pair Activity
	Individually or in pairs, the learners are going to be required to put together a brief on a training session they may need to deliver.
Name of Session: 
	
Apply OHS procedures in the workplace




Duration of Session: 
	
2 days




Target group of learners: 
	

Under 18yrs









Where will the session be delivered?  (e.g. on site, off site, distance etc) 
	
At their school












Write down two learning objectives of the session: 
	Identify hazards that could arise in the workplace and set controls to minimise the risk.
Apply OHS procedures in the workplace and complete appropriate safety documents.





















How are you going to determine the best units to include in the session? 
	
Discuss with the learner what skills and jobs they have performed. Talk to the manager/supervisor to see if there any gaps of the worker. Determine units based on that knowledge.
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	Estimated Time
	45 Minutes

	Objective
	For learners to understand the concepts behind linking a program to the client needs.

	Activity
	Individually or in pairs, ask the learners to answer the following questions;
How can you ensure you have determined that the training program will be applied appropriately to the client and their needs? 
	
Set up a learning plan for the course. Then put in some session plans into action so that each day/session the program will have set guidelines that will be applied for the learner.











When using a Training Package as the basis for which to develop your program, what should you consider? 
	

If it suits the needs of the learner and if the training package is current. So that all standards are met.









What are some of the ways in which a trainer can maintain their knowledge and skills and be up to date with the industry at all times? 
	

Keep up to date with industry, you can consult with industry experts and be part of validation meetings.








Training Package terminology and language:
Search the TGA website to be able to answer the following questions:
1. From a unit of your choice, write below one Element. Indicate the unit code and title you took it from.
	CPCCCM2004A - Handle construction materials
Element 2. Manually handle, sort, stack and store construction materials.








2. From a unit of your choice, write down 2 ‘Critical aspects of assessments’. Indicate the unit code and title you took it from.
	

CPCCCM2004A - Handle construction materials
· . locate, interpret and apply relevant information, standards and specifications
· . comply with site safety plan and OHS legislation, regulations and codes of practice applicable to workplace operations








3. Write down the Communication Skills learners are required to gain as part of the Employability skills for the unit BSBINN301A.
	· If you look under the unit it doesn’t come up with any all it says this unit has employability skills. But if you look under the qualification Certificate III in business it comes up with the communication skills needed to gain as part of the Employability skills.
· .communicating verbally with others in negotiation, training and questioning
· .writing a range of simple documentation and communications
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	Estimated Time
	45 Minutes

	Objective
	For learners to understand the concepts behind documentation of a unit.

	Activity

Project
	Individually or in pairs, ask the learners to complete the following project;
You work for an RTO that has decided that the documentation procedure is not adequate for audit purposes.
Your manager has approached you and asked if you can put together a new policy and procedure for all staff to follow in relation to documenting training material.
Write a one – two page policy outlining how this will be done in your workplace. 
	Documenting policy 

1. Purpose of this Policy
1.1. To inform the staff of documenting procedures according to the standards.

2. Commencement of policy
2.1. The commencement date is the 27/01/15. From then on any previous policies will be out of date and this will one go into effect.

3. Application of the policy
3.1. This policy applies to all employees and contractors 

4. Documents
4.1. Any assessments/tasks/ checklists
4.2. The students details, e.g. address, phone number, emergency contact, email
4.3. Work experience
4.4. Employer/supervisor details
4.5. Enrolment form

5. Documenting process
5.1. Any assessment process or training/learning program needs to be documented for further reference to future courses.
5.2. The enrolment form of a student will be taken, scanned and stored in our computer data base
5.3. When they partake in classes they will have to fill out an attendance sheet that will go along with their course report and assessment/tasks.
5.4. Any assessments/tasks that students partake of they will need to be scanned and stored in our computer database
5.5. All original copies should be archived 
5.6. Reports and checklists from the assessor should go with the students individual filed database
5.7. All contact details of the students, their employer and emergency contact should be at disposal.
5.8. Have these documents accessible and filed for auditors
5.9. All together by law we have to hold these documents for 30 years

6. Legalities
By following these procedures we’ll be harmonizing with NVR and ASQA standards


[bookmark: _GoBack]














Determine why you think it is important to document the analysis of a unit in a clear and concise manner. 
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	Estimated Time
	20 Minutes

	Objective
	To ensure the learners can define and understand Contextualisation in a training environment.  

	Activity
	Individually or in pairs, ask the learners to answer the following questions;

Define Contextualisation in your own words
	
It’s tailoring/customising the training, either program, assessment, task to the needs of the learner. The learner should be able to relate to it, and see how they could apply the course to real life work situations they are used too. It will still be in line with the standard of competency while being still tailored to the learner.










Who should you consult with when you need to contextualise your training materials? 
	
Qualified assessors, managers, the learners. If not sure call ISC








Why is it important to get feedback on how you plan on customising a training program? 
	
Feedback will give you a good idea if you are on the right track or need to make some adjustments. You don’t know them or their workplace but if you ask the learner they will tell you about what their needs are and about their industry. Be guided by their needs and then you will be able to contextualise the program while still abiding by the standards.
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Activity 4.2.1
	Estimated Time
	20 Minutes

	Objective
	For learners to investigate the ISC (Industry Skills Council) that is responsible for the Training Package they will be using.

	Activity

Research
	Individually or in pairs, ask the learners to investigate the contact details for the ISC that is responsible for the Training Package they may be using in a training environment.

Contact details of ISC: 
	
Construction & Property services Industry Skills Council
http://www.cpsisc.com.au/

Canberra - Head Office
P: 02 6253 0002
Address:
PO Box 151
Belconnen  ACT 2616 




Why should competency standards be contextualised? 
	
So that it’s tailored to the learner, and the job they do. Once you contextualised it clearly explain so that they understand what benchmark they need to reach in regards to the competency standards.










Who should be consulted to ensure contextualisation is accurate to the needs of the learners, their workplace or their job role? 
	
Relevant stakeholders for e.g. like their manager, or whoever is aware of the training program.
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Activity 5.1.1
	Estimated Time
	20 Minutes

	Objective
	For learners to investigate Assessment Guidelines within a Training Package they will be using.

	Activity

Group/Pair Activity
	Individually or in pairs, ask the learners to investigate the Assessment Guidelines for a Training Package they may be using in the future. Ask them to present their findings to the group. 
	

It’s very detailed but few point that popped out me were the licensing requirements that clearly states that in to work in the construction you need to complete the CPCOHS1001A “work safely in the construction industry” would meet the requirement for the National Code of Practice for Induction for Construction Work. Even though this is my industry background and I did know that it showed me the great detail that is put into it. Not only has that but even when needing to assess for people with disabilities, they give clear direction and guidelines. So that we may give everyone a fair chance. That’s how it’s supposed to be. You can’t put everything in here but in short they cover all bases for assessment and guidelines that are in harmony with NVR standards.














What is the difference between an Assessment Guideline and an Evidence Guide? 
	Assessment guideline is the overall training package whereas the evidence guide is specific to the unit.
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Activity 5.2.1
	Estimated Time
	30 Minutes

	Objective
	Revision for the learners on what they have learned so far.

	Activity
	Individually or in pairs, ask the learners to answer the following questions;

What special requirements or client needs might you come across? Give real examples where possible.
	
We had ones who have LLN difficulties or have been unable to come on time to start the course each day because of their job of other obligations.















Why is it important to ensure you implement reasonable adjustment to suit client needs?
	
We had to tailor some of our tasks for them. With the some of the class having LLN difficulties we were patient and got a trainer’s assistant to come in and help out with the sessions. So that we could assist those ones. For the ones with obligations and they couldn’t come until later on. We had to move some activities we had planned for the morning to the afternoon. So that nobody would miss out and we could assess everyone together.
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	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:
1. Communication and interpersonal skills 
2. Planning skills 
3. Cognitive skills 
4. Research skills 
Answer each question in as much detail as possible, considering your organisational requirements for each one.

5. How can the following skills be used to aid in using Training Packages and Accredited Courses to meet client needs? Give examples for each.
6. Communication and interpersonal skills 
Communicating with the learner will give invaluable knowledge to their skill level right now in the industry that they are in. it will ultimately help you decide which training package is best suited for them.
7. Planning skills 
Like with anything good planning is key once you have a training package  to use for the trainee you are able to plan the assessment process so that it it’s tailored to them.
8. Cognitive skills 
By using good reasoning on the clients/learners needs you will be able to discern the training packages, look at the competency standards, the evidence guide, and employability skills to see if this suits the needs of the learner.
9. Research skills
Researching into different training packages through training.gov and being able to consult with the learner’s managers/ supervisors will assist you in understanding their current level of qualification. Then once you see what needs they have to fill you can choose the right training package/course.  
10. Where can you locate Australian qualifications framework (AQF) guidelines, including characteristics of AQF qualification levels?
www.aqf.edu.au 
11. What are the functions and responsibilities of training package developers and course accreditation agencies, and their roles as vocational education and training (VET) organisations?
That it meets the national standard according to NVR, and that the criteria is met also in accordance with ASQA. Whenever ISC develop these training packages they have to take it all into account, so that it follows the policies and standards all across the board nationally.
12. What is meant by ‘dimensions of competency’?
Task skills
Task management skills 
Contingency management skills
Job role/environment skills
13. How are accredited courses usually formatted and/or structured?
In table and text format that outline the structure of the entire course, and point out core skills and electives, criteria, and evidence is required.

14. How are competency standards usually formatted and/or structured?
They are developed and validated with industry experts and others who will give a good indication that the standards are reachable and still be guided by the national standards. The criteria is given in each unit.

15. What are the functions of training packages and accredited curriculums as benchmarks in a competency-based VET training and assessment system?
Under each training package there are relevant courses that have set of criteria especially for that field but in a global scope it should still meet the benchmarks set in the training package.

16. What methodology relating to analysing and using competency standards or a range of applications and purposes to meet the needs of a diverse range of VET clients are you aware of?

17. What language and terminology is used in training packages and accredited courses?
Terminology according with VET and LLN skills. Industry terms and sayings.
18. What parts of training packages can be contextualised and what parts cannot?
You can contextualise the assessments, the process and gathering of evidence but you can’t change the national standards or benchmark set. You can contextualise the criteria for the industry that you are in but it has to still meet the regulations set.

19. What is the structure of training packages and the role and purpose of each endorsed component?
Qualifications
Units of competency
Assessment guidelines

20. What sources of training package information can you access?

You can access all current and see if there are any superseded training packages on training.gov
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	Estimated Time
	1 Hour

	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.
You must individually, answer the following questions in full to show your competency of each element;
1. How would you confirm the training and/or assessment needs of a client?
Talking to them personally, talking to their supervisors or relevant stakeholders.

2. Where can you source training packages and/or accredited courses which could satisfy client needs?
You can get it all from training.gov and then search an RTO that does it.

3. How can you ensure you use training products in line with the training and assessment organisation’s quality assurance policies and procedures?
Get the RTO’s policies and procedures and then have a meeting with HR staff, Managers, other trainers to see how they line up and if there any gaps, fix them.

4. What are qualification rules?
They make sure it follows the workplace industry and they carefully group competencies in the training package. They will also give guidelines or restrictions to the way you package competencies for training packages.

5. What is meant by ‘licensing requirements’ and ‘prerequisites’?
If any license is required like before you get onto a job site a licensing requirement is that have a white card, you can get on through the unit CPCCOHS1001A Work effectively in the construction industry. Prerequisites is any units that you would have to complete before doing the intended.

6. What methods can you use to determine suitable electives that meet client needs and job roles?
Look at the client’s needs for the job they are undertaking. Talk to the supervisor in their company and see where they would 

7. What will you consider when selecting an individual unit or accredited module to meet a client’s needs?
How does it harmonize with the rest of the training package and if this will help the learner meet the requirements and tailor to their needs.

8. How can reading, analysing and interpreting all parts of the unit or accredited module help with the application to the client’s needs?
You can see what it asks of the learner what the criteria is, the evidence needed to gather so that it will guide your assessment process.

9. Why is it important to analyse the links between a unit and/or accredited module?
So that the client’s needs are met, you can analyse what program would best suit the person. Then you distinguish what units would suit the needs of them and their workplace. By taking in consideration the clients and their workplace you will be able to successfully choose units or an accredited course to suit the client.
10. Why is it important to document any analysis of a unit or accredited module in a clear and accessible manner? Because RTO’s may have an audit come through and by having them somewhere documented and accessible it can brought up. Each organisation has their own policies and procedures and any documents should be stored for 30yrs.


11. How can you use information from the client to contextualise the unit or accredited module to meet client needs? When you get to know their background, their learner style for example and the workplace they work in. Then you can contextualise the units/accredited modules to the needs of the person. 

12. How can advice on contextualisation produced by the training package developer or course developer be used to meet client needs? If you are not how to contextualise the material talk to other qualified assessors or those who made the material for the training of that unit. Those who developed it already know the standards that it has to meet and this would give you an idea on how to contextualise it to the learner while still adhering to the standards. They know the industry and the specific unit involved to help reach learners. Look into training.gov.au. or through the relevant industry skills council.


13. Why is it important to read, analyse and apply the assessment guidance of the relevant training package or accredited course? So that you meet the competency standards, so that you know what is required of the learner to meet the standards. So that any assessments are in union with the assessment guidelines found in the training package and are contextualised to the learner needs.

14. Why is it important to determine any special requirements for assessment or reasonable adjustment to suit client needs? Any program that is made will need reviewing by the trainer, to see if it’s on track with what the learner needs and if the desired program will meet the outcome, that the learner expects to get out of it. If they need more confirmation talk to an industry expert who will give you advice in accordance with the training program.
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