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Introduction
This set of assessment tools is for the unit of competency CHCEDS033 Meet legal and ethical obligations in an education support environment. 

The guide is divided into four sections:

Section 1:
Unit of competency

Section 2:
Training requirements

Section 3:
Assessment resources

Glossary (VET sector terminology)

As the trainer/assessor, you are in the best position to judge the full training and assessment requirements of a unit of competency. The judgments that you make in this regard should form part of your broader training and assessment strategy.

Learners may or may not be employed in the workplace. Where a learner is currently employed, you should endeavour to use relevant workplace documents and resources. Where learners are not currently employed, you must provide example documentation and a simulated environment wherever possible. Encourage classroom learners to take every opportunity to observe a real working environment and discuss what they have seen. Note that observation and assessment in the workplace is mandatory for some units of competency. Refer to section 1.2 of this guide, or to the assessment requirements of the relevant unit of competency, for details of assessment conditions.
Section 1 - Unit of competency

The CHC Community Services Training Package was developed by the Community Services and Health Industry Skills Council in consultation with industry stakeholders including employers, unions, peak bodies, professional associations, regulatory bodies, registered training organisations (RTOs) and other relevant parties. The training package specifies the skills and knowledge required to perform effectively in the workplace.

Individual units of competency are nationally agreed statements that describe work outcomes and can stand alone when applied in the workplace.

This section outlines the requirements of the unit of competency CHCEDS033Meet legal and ethical obligations in an education support environment and other information relevant to it.

It contains the following information:

1.1 
Elements of competency and performance criteria

1.2
Assessment requirements 
1.3 
Dimensions of competency

1.4
Foundation skills
1.5
Skill sets

1.6
Recognition of prior learning (RPL)
1.7 
Glossary of terms
1.1
Elements of competency and performance criteria

The elements of competency define the skills required to perform a work activity. They describe the required outcomes that need to be assessed. 

The performance criteria define the level of skill necessary to achieve the requirements of the element.

The following table maps the content in the on-line course CHCEDS033 Meet legal and ethical obligations in an education support environment to the unit of competency.

	CHCEDS033
Meet legal and ethical obligations in an education support environment
	Where covered in on-line course

	Element 1: Identify legislative and policy requirements
	

	1.1
Access current workplace information that covers the range of legislation and guidelines relevant to the job role
	Section 2

	1.2
Clarify and confirm understanding of legislation with supervising teacher, to ensure consistency of interpretation and application
	Section 2

	1.3
Obtain advice from supervising teacher when conflicting legislative directives are found
	Section 2

	Element 2: Comply with legislative and policy requirements
	

	2.1
Undertake work in accordance with requirements of legislation and organisational policies
	Section 2

	2.2
Promptly report incidents of non-compliance resulting from breaches of legislation
	Section 4

	2.3
Inform authorised persons or bodies of inadequacies in workplace procedures which may contribute to non-compliance 
	Section 3, Section 4

	2.4
Review own conduct and seek feedback from others to confirm continuing compliance with legislation, policy and procedures
	Section 3, Section 4

	Element 3: Identify and comply with industrial instruments relating to the job role
	

	3.1
Identify the industrial award relevant to the job role and identify key responsibilities
	Section 5

	3.2
Source and read any relevant certified agreements
	Section 5

	3.3 Clarify award conditions with appropriate personnel as required
	Section 5


1.2
Assessment requirements 

CHCEDS033 Meet legal and ethical obligations in an education support environment covers the outcomes, skills and knowledge required to apply strategies to guide responsible behaviour of children and young people in a safe and supportive environment. 

The assessment requirements consist of three criteria:

· Performance evidence: details the skills to be demonstrated, the consistency of performance (for example, on how many occasions, in what range of situations, using what range of equipment) and any licensing, regulatory or registration requirements
· Knowledge evidence: the scope and depth of knowledge required
· Assessment conditions: specify where assessment can take place, what resources are required and what interactions with other people are required
Performance evidence
The performance evidence for the unit CHCEDS033 Meet legal and ethical obligations in an education support environment consists of at least one event where the candidate:
· Followed school/centre policies and procedures 
· Undertaken basic research of relevant legislation, awards, certified agreements, workplace policies and work procedures

· Reported concerns in a constructive and supportive manner to relevant personnel.

Knowledge evidence
The knowledge evidence within the unit CHCEDS033 Meet legal and ethical obligations in an education support environment consists of:

· Own work role and responsibilities

· Legislation relating to the education sector, the education support worker’s role and key requirements of each

· Organisational policies and procedures for responding to legislative issues, and how these are applied

· Duty of care responsibilities as applies to non-teaching staff

· Safe working practices

· Potential hazards and risks for students resulting from breaches of relevant legislation or policy

· Key requirements of industrial awards

· Relevant code/s of ethics

· Equal employment opportunity and equity and diversity principles.

Assessment conditions
Skills must be demonstrated in a regulated education environment.

In addition, simulations and scenarios must be used where the full range of contexts and situations cannot be provided in the workplace or may occur only rarely. These are situations relating to emergency or unplanned procedures where assessment in these circumstances would be unsafe or is impractical.

Simulated assessment environments must simulate the real-life working environment where these skills and knowledge would be performed, with all the relevant equipment and resources of that working environment.
Assessment must ensure use of relevant legislation, policies and procedures and industrial awards.

Assessors must satisfy the NVR/AQTF mandatory competency requirements for assessors.
1.3
Dimensions of competency

The dimensions of competency relate to all aspects of work performance. The following table explores the four dimensions of competency in more detail.

	Dimensions of competency
	What it means

	Task skills
	The candidate must perform the individual skills required to complete a work activity to the required standard.

	Task management skills
	The candidate must manage a number of different tasks to complete a whole work activity, such as working to meet deadlines.

	Contingency management skills
	The candidate must use their problem-solving skills to resolve issues that arise when performing a work activity.

	Job/role environment skills
	The candidate must perform effectively in the workplace when undertaking a work activity by working well with all stakeholders and following workplace policies and procedures.


Assessors and/or their training organisations need to ensure that the range of assessment instruments developed for this unit adequately explore the dimensions of competency.
1.4
Foundation skills

Underpinning all job roles is a set of skills that are essential if learners are to participate successfully in work and be valuable and productive employees. Employers and industry have identified these skills as: 

· learning
· reading

· writing

· oral communication

· numeracy

· working in a team

· planning and organising

· making decisions

· identifying and solving problems

· creating and innovating

· working in a digital world.

These skills are embedded in this unit of competency, although you will need to take time to analyse the unit to identify where particular foundation skills are evident. 

Do not assume that learners already have these skills; for example, even if you believe they have good writing skills, they may never have written a specific type of report before.

Remember that the learner may not necessarily need all of these skills for a specific task, nor be required to develop them to a high level. This will depend on the nature of the task and the context in which they are working.

Your role is to:

· when planning your assessment program, identify where foundation skills are embedded in the unit of competency and how learners can demonstrate they have acquired the skills 

· encourage learners to record in the template that follows the Final Assessment the activities they have performed that demonstrate specific foundation skills; they can do this after completing each chapter in the learner guide.

1.5
Skill sets

Skill sets are single units of competency or combinations of units of competency that link to a licence, regulatory requirement or defined industry need. 

Skill sets do not replace qualifications as the foundation for undertaking work in the community sector. Skill sets build on a relevant qualification and enable a qualified worker to move laterally into work areas addressed by the skill set or to broaden their skill base in relation to the services they provide.

CHCEDS033Meet legal and ethical obligations in an education support environment is not part of a Community Services Training Package skill set as identified by the national Industry Skills Council.
1.6
Recognition of prior learning (RPL)

Recognition of prior learning (RPL) is an assessment process that assesses an individual’ s non-formal and informal learning to determine the extent to which that individual has achieved the required learning outcomes, competency outcomes, or standards for entry to, and/or partial or total completion of, a qualification.

To have skills and knowledge formally acknowledged, a learner must supply a range of evidence to verify competency. The trainer then needs to assess this evidence against the criteria for the qualification.

Evidence of competency may include work samples, journals and third-party testimonials. Learners may also need to be observed undertaking set tasks and/or answer set questions.

The full RPL Kit for this qualification is available. The kit consists of four parts:
· Assessor’s Guide

· Candidate’s Guide

· Forms

· Workplace Guide

1.7
Glossary of terms
Previously, units of competency included a ‘Range Statement’ that provided a way of understanding the scope of terms essential to performance criteria. Range Statements are no longer part of the endorsed components of Training Packages, but this section provides some general understanding to many of the concepts used in the Early Childhood Education and Care qualifications.

Where possible and appropriate, knowledge should be contextualised to the learner’s workplace. For example, when dealing with organisational policies and procedures, look at the actual policies and procedures of the workplace.
Act (of Parliament): A law made by Parliament; a bill which has passed all three readings in each house and has received the royal assent.
Bill:  A proposal for a new law which has been presented to Parliament.
Cabinet: The group of senior ministers in a government.
Collaboration: Working together cooperatively towards common goals. Collaboration is achieved through information sharing, joint planning and the development of common understandings and objectives.

Common Law: Law based on custom or court decisions, as distinct from statute law which is formed by Parliament.

Community participation: Taking an active role in contributing to communities.

Communities: The social or cultural groups or networks that share a common purpose, heritage, rights and responsibilities and/or other bonds. ‘Communities’  is used variously to refer, for example, to the community within a specific interest area such as football, or within an organisation such as a school, or the local geographic community and broader Australian society.

Democracy: 
1. A way of governing a country in which the people elect representatives to form a government on their behalf.

2. A country with such a government.

3. The idea that everyone in a country has equal rights.
Enterprise Agreement: An enterprise agreement is a collective agreement made at the enterprise (i.e. a business) level between employer(s) and their employees. It provides the terms and conditions of employment for those employees to whom it applies.
House of Representatives: One of the two houses of the federal Parliament of Australia, whose Members are elected on a population basis.
Industrial award: In Australian modern industrial awards are industry or occupation based minimum employment standards which apply in addition to the National Employment Standards (NES). Most industries have a modern award, which covers all employers and employees in that sector. The award covers the remuneration (amount of money), hours to be worked, conditions, leave and other such arrangements.
Judicial Power: The power to interpret or apply the law in particular cases; one of the three powers under the Constitution, the others being the legislative power and the executive power.
Legislative Power: The power to make and change laws; one of three powers under the Constitution, the others being the judicial power and the executive power.
Parliament: In Australia, an assembly of elected representatives, usually having an upper and a lower house which, with the head of state (the Queen, represented by the Governor-General or Governor), makes the laws for the country or state.
Reading (a Bill): A formal stage in the passage of a bill through a house of Parliament; the first reading occurs when a bill is introduced, the second when it has been agreed to in principle and the third when it has been fully considered and any amendments agreed to; it is usual practice for the second reading of a bill to be moved immediately after the bill has been read a first time.
Regulation:  A law made under the authority of an Act of Parliament.
Second Reading (of a Bill): The second stage of the passage of a bill through a house at which time discussion on the principle or purpose of the bill takes place.
Senate: One of the two houses of the federal Parliament of Australia, which has 76 Senators, 12 from each of the six states and two each from the Northern Territory and the Australian Capital Territory, elected from each state and territory voting as one electorate..

Third Reading (of a Bill): The final stage in the passage of a bill through a house of Parliament.
Section 2 - Assessment tools
Assessment is all about collecting evidence and making decisions as to whether or not a learner has achieved competency. Assessment confirms that the learner can perform to the expected workplace standard, as outlined in the units of competency.

This section contains the summative assessment tool that are to be used in assessing this unit of competency.  The assessment tools have also been mapped against the requirements of unit assessment; these may be reviewed in the TEIA document CHC230213 Mapping Guide.     Assessors can use this mapping information to complete required assessment records.

It is an important responsibility of assessors to complete the assessment records themselves. This ensures all additional assessment activities deemed appropriate or required by the assessor, in addition to those within this document, are included in these records.

Section three contains the following information:

3.1   
Summative assessment

3.2
Solutions – general guidance

3.3 
Solutions – summative assessment

3.4
Evidence of competency

3.5
Assessment records

3.1
Summative assessment

Separate each assessment tool as required in the assessment process.
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	Assessment – CHCECE006


Assessment of Competency:  CHCEDS033 
Comply with legislative, policy and industrial 
requirements in the education environment
	Candidate’s Name:
	


Purpose of Assessment:

This assessment activity is designed to assess your skills and knowledge across the whole unit CHCEDS033 
Meet legal and ethical obligations in an education support environment. Wherever possible the unit will be assessed as part of your normal work function and activity. It may be integrated with other units of assessments. 
Competency in this unit needs to be assessed over a period of time (e.g. weeks), in a range of contexts (e.g. in differing functions with your workplace or potential workplace, and on multiple occasions (i.e. at least three occasions) involving a combination of direct, indirect and supplementary forms of evidence (as negotiated with your assessor and listed in the assessment strategy for this course).

The following activity forms part of your assessment of competence. You may also be required to demonstrate your skills and/or provide various workplace documents or third-party reports. Your trainer will give you guidance in this area.

The following table maps this final assessment activity against the elements and performance criteria of CHCEDS033 Meet legal and ethical obligations in an education support environment.
Conditions of Assessment:

You must have negotiated your assessment with you with your assigned assessor.

Review and consider the assessment tasks in detail. The tasks are holistic in nature and you will need to ensure all elements of the unit are covered and you have addressed all requirements.

To demonstrate competence in this unit, you must be able to provide evidence that demonstrates your competency in each of the performance criteria, the underpinning knowledge and skills and employability skills.

To complete this assessment activity, you need:

· Access to a word processor and printer.

· Internet access;

· Access to a suitable workplace where you may demonstrate your competency within a real world situation, i.e. access to a children’s services environment

· To complete the tasks outlined in Part A and B and submit responses as directed by your trainer/assessor/training organisation

· To ensure you maintain confidentiality as required.

Instructions:

Your trainer or assessor will provide you with instructions as to how to present your responses. They may adjust the assessment activity depending on the circumstances of your training program.
You must keep a copy of all work, documents or media you submit to the assessor.

If you do not agree with the assessment decision, you do have the right of appeal as outlined in the RTO’s policies: www.teia.edu.au 

If you wish to appeal your assessment, please contact the Training Administrator on 07-47871419 or email admin@teia.edu.au.

Details of this assessment are treated according to Privacy arrangements of this organisation. .In general, the only persons who will have access to the assessment materials will be assessors who are considering your work to make assessment decisions.

If you require assistance in any aspect of this assessment, or you seek clarification about the activity, the process or the general policies of the RTO contact your assigned assessor, trainer or the RTO (www.teia.edu.au) or additional support and advice.
Part A

You have been asked to prepare an induction document for a new teacher-aide on your school staff or a tutor entering distance education. The title of the document is to "Complying with Legislation – Important Points to Remember".

In your report you are to address the following:

· Identify one piece of legislation and explain its relevance and impact on the expected role and work practices of the new teacher-aide.

· Explain how the requirements of this legislation are managed in your workplace. Give specific examples to illustrate this.

· Describe the process within your workplace that allows staff to raise issues and resolve concerns regarding the impact of the selected legislation.

· Ensure you clearly explain the expected process for a tutor or teacher-aide to seek clarification of legislation, site policies and procedures.

Length: Maximum length two A4 pages – single spacing.

Part B

Identify eight activities and/or records you must complete that relate to legislation, policy or industrial requirements under which you work. Compile these activities/records into a table with their enabling legislation or underpinning policy. An example is provided below:
	Activity or Record
	Underpinning legislation, policy or industrial requirement
	Reporting non-compliance

	Be honest and have someone with you when counting the Book Club money collected from a number of classes
	Legislation:

Criminal Code Act 1899
Financial Administration and Audit Act 1977 

Financial Transactions Reports Act 1988 Section 20A 

Trade Practices Act 1974

(Note the above statements are samples and are not the relevant acts)
	Report discrepancies to the principal or Business Service Manage


 (Note the above statements are samples and are not the relevant acts)
Part C
Teacher-aides are employed under a current Certified Agreement between their union and their employer. Investigate under what award or agreement teacher-aides / education support workers are employed, their conditions of service and their entitlements.

Your explanation is to be approximately one A4 paper, single spacing.

2.2
Solutions - General guidance
Assessors should review the solutions provided and adapt and/or contextualise them (and assessment activities themselves where necessary) to suit the training and assessment context as part of their moderation activities. This will ensure consistency of assessment.
The solutions to assessment activities serve as a reliable guide to the type of information that should be included in the assessment candidate’s response. Refer to the assessment activities when assessing learner responses or evaluating assessment evidence. The answers provided by the assessment candidate will vary due to a number of factors, including the:

· candidate’ s own experiences

· candidate’ s workplace experiences

· training situations and strategies presented by the trainer

· interpretation of the assessment activity by the assessment candidate/assessor

· type of organisation, work practices, processes and systems encountered by the candidate.

The nature and variety of the tasks presented means that in some cases there will be numerous correct responses, and the solutions provided cannot cater for all contexts and eventualities.

In general terms:

· For questions with a single answer, this guide provides the correct answer.

· For questions that do not have a single answer, it is understood that answers will vary within certain parameters.

· For questions where the candidate has to list a certain number of items, Aspire has provided a more comprehensive listing from which candidate responses may be drawn. However, this list may not in all cases be definitive, and assessors should account for other possible correct responses.

· For activities that involve responding to a case study, Aspire has provided an example of how the candidate may respond. Depending on the question, the terminology used will indicate either what the candidate should have included in their response or may have included. However, assessors should consider different phrasing used by the candidate, or different responses that may be equally correct.

· For activities that take place in the workplace or involve workplace documentation, Aspire can only provide an example response. Assessors should consider whether the candidate has achieved the intent of the activity, considering the candidate’s workplace context.

· For activities that involve writing reports or completing documentation provided, Aspire can only provide an example response. Assessors should again consider whether the candidate’s response is appropriate to the task within the context of the candidate’s training and/or workplace.

2.3
Solutions – Summative assessment
Part A
Answers will vary. Example responses are provided.

You have been asked to prepare an induction document for a new teacher-aide on your school staff or a tutor entering distance education. The title of the document is to "Complying with Legislation – Important Points to Remember".

In your report you are to address the following:

1. Identify one piece of legislation and explain its relevance and impact on the expected role and work practices of the new teacher-aide.

2. Explain how the requirements of this legislation are managed in your workplace. Give specific examples to illustrate this.

3. Describe the process within your workplace that allows staff to raise issues and resolve concerns regarding the impact of the selected legislation.

4. Ensure you clearly explain the expected process for a tutor or teacher-aide to seek clarification of legislation, site policies and procedures.

Length: Maximum length two A4 pages – single spacing.

Each report should address the following:

	Category
	Information to include

	Legislation
	· A piece of current, relevant legislation from either state or federal areas must be correctly titled. Examples of legislation types include:

· Workplace Health and Safety

· Education

· Vocational Education and Training

· Privacy

· Public Service Acts

	Relevance and impact
	· How this legislation sets the operational framework of the work environment

· How this supports the activities of the candidate, e.g. tasks they are allowed, not allowed to do, etc.

	Specific examples of their workplace
	·  Student protection

· Handling students

· Attendance of students

· First aid and student injuries

· Audits/reviews of work place

· Ethical considerations and staff codes of conduct

	Methods of workplace consultation
	· The structures of the candidate’s workplace that are used to collect staff views and concerns

· These must list the Local Consultative Committee in public schools or similar industrial consultative body within other education contexts

· All responses must mention local WHS groups/committees

· Generally the element – Staff meetings – will be listed but this need clarification as to how the issues are raised through staff meetings as these groups may often be unstructured for staff participation

	Clarification process
	· There should be two processes identified and outlined:

· Consultation with direct supervisor

· Consultation/clarification process at whole school/organisational level

· The process outlines should clearly identify persons or positions that the candidate goes to for immediate clarification

· The response should also include the processes for the candidate to seek information themselves, e.g. web search, work specific portals, etc. 


Part B

Answers will vary. Example responses are provided.

Eight activities and/or records must be provided that relate to legislation, policy or industrial requirements under which the candidate works. Work must be presented in tabular form.  An example is provided below:

	Activity or Record
	Underpinning legislation, policy or industrial requirement
	Reporting non-compliance

	Be honest and have someone with you when counting the Book Club money collected from a number of classes
	Legislation:

Criminal Code Act 1899
Financial Administration and Audit Act 1977 

Financial Transactions Reports Act 1988 Section 20A 

Trade Practices Act 1974

(Note the above statements are samples and are not the relevant acts)
	Report discrepancies to the principal or Business Service Manage


Part C

Answers will vary. 

In the candidate’s response the following must be evident:

· The name of the employing authority or organisation

· The name of the industrial organisation representing the worker at that location

· The name of the award or industrial agreement that currently covers the candidate at that location

· A brief list of conditions of service that must include information on break/meal entitlements, wage entitlements, time of in lieu and at least one other employment condition

· Leave entitlements (i.e. medical, special, holiday, emergent)

· Superannuation entitlement or arrangements, i.e. is it in place and the superannuation company responsible

· Basic condition of employment, e.g. working with children check

2.4
Evidence of competency

Evidence is information gathered that provides proof of competency. While evidence must be sufficient, trainers and assessors must focus on the quality of evidence rather than the quantity of evidence.

Rules of evidence

There are four rules of evidence that guide the collection of evidence. Evidence must be:

· valid – it must cover the performance evidence and knowledge evidence
· sufficient – it must be enough to satisfy the competency

· current – skills and knowledge must be up to date

· authentic – it must be the learner’s own work and supporting documents must be genuine.

Principles of assessment

High quality assessments must be:

· fair – assessments are not discriminatory and do not disadvantage the candidate

· flexible – assessments meet the candidate’ s needs and include an appropriate range of assessment methods

· valid – assessments assess the unit/s of competency performance evidence and knowledge evidence
· reliable – there is a common interpretation of the assessments.

Types of evidence

Types of evidence that can be collected, sighted or validated include:

· work records such as position descriptions, performance reviews, products developed and processes followed and/or implemented

· third-party reports from customers, managers and/or supervisors

· training records and other recognised qualifications

· skills and knowledge assessments

· volunteer work.

Gathering evidence

Evidence can be gathered through:

· real work/real-time activities through observation and third-party reports

· structured activities.

Evidence can also be gathered through:

· formative assessments: where assessment is progressive throughout the learning process and validated along the way by the trainer – also known as assessment for learning

· summative assessment: where assessment is an exercise or simulation at the end of the learning process – also known as assessment of learning.

Evaluating evidence

The following steps may help you evaluate evidence.

	Step 1: Evidence is gathered.
	
	
	
	


	Step 2: Rules of evidence are applied – evidence is valid, sufficient, current and authentic.
	
	
	


	Step 3: Evidence meets the full requirements of the unit/s of competency.
	
	


	Step 4: The assessment process is valid, reliable, fair and flexible.
	


	Step 5: The trainer or assessor makes a straightforward and informed judgment about the candidate and completes assessment records.


2.5
Assessment records

Learners must provide evidence of how they have complied with the performance and knowledge evidence requirements outlined in the unit of competency. These requirements should be assessed in the workplace or in a simulated workplace; assessment conditions are specified in each unit of competency.

You can use the following assessment forms to record the learner’s evidence of competency: 
· The assessment instructions checklist helps the trainer/assessor provide clear instructions to the candidate as to which assessment activities to complete.

· The pre-assessment checklist helps the trainer determine if the learner is ready for assessment.

· The self-assessment record allows the learner to assess their own abilities against the requirements of the unit of competency.

· The recognition of prior learning interview questions help the trainer match the learner’ s previous training, work or life experience to the requirements of the unit/s of competency.

· The performance evidence checklist facilitates the observation process; it allows trainers to identify skill gaps and provide useful feedback to learners.

· The knowledge evidence checklist can be used to record the learner’s understanding of the knowledge evidence; it allows trainers to identify knowledge gaps and to provide useful feedback to learners.

· The portfolio of evidence checklist helps the trainer annotate or detail aspects of the learner’s portfolio of evidence.

· The workplace assessment checklist can be used by the learner’s supervisor to show workplace-based evidence of competence.

Assessment instructions – CHCEDS033
	Candidate’ s name:       
Unit of competency: CHCEDS033Meet legal and ethical obligations in an education support environment
Trainer/assessor:       
Date:       

	The candidate must complete the following assessment activities, provided by the trainer/assessor:

	
	Y/N
	Whole activity/ specific questions

	Candidate Self-assessment
	
	     

	Final assessment Part A
	
	     

	Final assessment Part B
	
	     

	Final assessment Part C
	
	     

	Portfolio
	
	     

	Workplace Assessment 
	
	     

	Workplace Assessment (video)
	
	     

	Competency Conversation (using RPL)
	
	     

	Workplace Observation
	
	     

	Third Party Report
	
	     

	Other assessment activities as detailed below:
	
	

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	

	Candidate signature: 
	     
	Date:
	     

	Assessor/trainer signature: 
	     
	Date:
	     


Pre-assessment checklist – CHCEDS033
	Candidate’ s name:            
Unit of competency: CHCEDS033 Meet legal and ethical obligations in an education support environment
Trainer/assessor:           

Date:           

	Checklist

	Talked to the candidate about the purpose of the assessment
	 Yes 
 No     

	Explained the unit of competency
	 Yes 
 No     

	Discussed the various methods of assessment
	 Yes 
 No     

	In consultation with trainer/assessor, the following assessment methods will be used:

	   Question/answer
	   Observation/Demonstration
	   Log, Journal, Diary

	   Case study
	   Portfolio, work samples
	   Third Party Reports

	   Reports
	
	

	Assessment environment and process

When will assessment occur?       
Where will assessment occur?       
Special needs (if any)       
How many workplace visits are required (if appropriate)?       
What resources are required?      

	Information has been provided on the following:

	   Confidentiality procedures
	   Re-assessment policy
	   Appeals process

	   Regulatory information
	   Authenticity of candidate’ s work

	Discussed self-assessment process
	 Yes 
 No     

	Summarised information and allowed candidate to ask questions
	 Yes 
 No     

	Candidate signature: 
	     
	Date:
	     

	Assessor/trainer signature: 
	     
	Date:
	     


Self-assessment record – CHCEDS033
	Candidate’ s name:       
	Part D

	Unit of competency: CHCEDS033 Meet legal and ethical obligations in an education support environment
Trainer/assessor:      
Date:      

	Tasks
	I do the workplace task…
	Candidate’s comments

	
	…very well
I’m sure I can do the task
	…quite well
I think I can do the task
	…no, or not well
I don’t (or can’t) do the task
	

	I can access current workplace information, including legislation and employer policies/procedures to support my role.
	
	
	
	     

	I ask for assistance or confirmation in the understanding and interpreting of legislation and employer polices/procedures.
	
	
	
	     

	I confirm my proposed actions with supervisor or peers when I am not certain of routine or expected standards.
	
	
	
	     

	I work within the proscribed duty statement and standard operating procedures of my role.
	
	
	
	     

	I can use judgment to determine when to involve other staff in providing advice.
	
	
	
	     

	I report concerns in a civil and tactful manner to relevant personnel.
	
	
	
	     

	I understand and follow the duty of care requirements inherent in my role.
	
	
	
	     

	I understand the industrial awards and agreements under which I work.
	
	
	
	     

	I understand and apply safe working practices in my interactions with young people.
	
	
	
	     

	I understand organisational standards, policies and procedures.
	
	
	
	     

	Candidate signature:
	     
	Date:
	     


Performance evidence checklist – CHCEDS033
	Candidate’ s name:            

Unit of competency: CHCEDS033 Meet legal and ethical obligations in an education support environment
Trainer/assessor:           

Date:           

	Did the candidate demonstrate the following performance evidence at least once:
	Yes
	No
	N/A

	· Follows school, centre or organisational policies and procedures
	
	
	

	· Undertaken basic research of relevant legislation, industrial awards and agreements, and workplace policies and procedures
	
	
	

	· Reported concerns in a  constructive and supportive manner to relevant personnel
	
	
	

	In the assessment/s of the candidate’s performance evidence, did they demonstrate the four dimensions of competency?

	Task skills
	
	
	

	Task management skills
	
	
	

	Contingency management skills
	
	
	

	Job/role environment skills
	
	
	

	The candidate’ s performance was:
	   Not satisfactory
	   Satisfactory

	Feedback to candidate:

     

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


Knowledge evidence checklist – CHCEDS033
	Candidate’ s name:            

Unit of competency: CHCEDS033 Meet legal and ethical obligations in an education support environment
Trainer/assessor:           

Date:           

	Did the candidate show their knowledge of the following:
	Yes
	No
	N/A

	· The details of their own work role, duties and responsibilities
	
	
	

	· Legislation relating to the education sector, the education support worker’s role and key requirements of each
	
	
	

	· School/organisational policies and procedures for responding to legislative issues, and how these are applied
	
	
	

	· Duty of care responsibilities as applies to non-teaching staff
	
	
	

	· Safe working practices
	
	
	

	· Potential hazards and risks for students resulting from breaches of relevant legislation or policy
	
	
	

	· Key requirements of industrial awards
	
	
	

	· Relevant code/s of ethics
	
	
	

	· Equal employment opportunity and equity and diversity principles
	
	
	

	In the assessment/s of the candidate’s knowledge evidence, did they demonstrate the four dimensions of competency?

	Task skills
	
	
	

	Task management skills
	
	
	

	Contingency management skills
	
	
	

	Job/role environment skills
	
	
	

	The candidate’ s performance was:
	   Not satisfactory
	   Satisfactory

	Feedback to candidate:

     

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


Portfolio of evidence checklist – CHCEDS033
	Candidate’ s name:       
	Part E

	Unit of competency: CHCEDS033 Meet legal and ethical obligations in an education support environment
Trainer/assessor:                

Date:                

	Description of evidence to 
include in portfolio
	Assessor’ s comments
	Tick* 

	
	
	V
	S
	C
	A

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


* V = Valid;  S = Sufficient:  C = Current;  A = Authentic
Workplace assessment checklist – CHCEDS033
	Candidate’ s name:       
	Part F

	Unit of competency: CHCEDS033 Meet legal and ethical obligations in an education support environment
Trainer/assessor:                

Date:                

	Name of organisation:        
Address:       
Telephone:       
Email:        
Workplace supervisor:       

	Performance evidence 

Candidate demonstrates the ability to:
	Evidence provided/observation comments

	
	follow school/centre policies and procedures
	     

	
	undertaken basic research of relevant legislation, awards, certified agreements, workplace policies and work procedures
	     

	
	report concerns in a constructive and supportive manner to relevant personnel
	     

	Knowledge evidence
Candidate knows and understands:
	

	
	understands own work role and responsibilities
	     

	
	aware of and has operational understanding of legislation relating to the education sector, the education support worker’s role and key requirements of each
	     

	
	organisational policies and procedures for responding to legislative issues, and how these are applied
	     

	
	duty of care responsibilities as applies to non-teaching staff
	     

	
	applies safe working practices
	     

	
	potential hazards and risks for students resulting from breaches of relevant legislation or policy
	     

	
	key requirements of industrial awards
	     

	
	relevant code/s of ethics
	     

	
	equal employment opportunity and equity and diversity principles
	     

	Workplace supervisor’ s signature:
	     
	Date:
	     


	TEIA Ltd

	Observation Checklist/Third Party Report

	This is a confidential report. It is for the perusal of the supervisor, the candidate and the assessor. (Part G)

	Name of candidate:
	     

	Units of competency:
	CHCEDS033
Meet legal and ethical obligations in an education support environment


As part of the assessment for the units of competency above we are seeking evidence to support a judgement about the above candidate’s competence. This report may be completed as either an Assessor Observation Checklist or a Third-Party Report where the candidate has access to a suitable work environment. Multiple reports may be completed where a single person is unable to verify all elements.

Note that assessors may also use this document to record and confirm competency in routine tasks associated with a learning program over an extended period of time, i.e. accumulated evidence.


	This report is being completed as:
	   Assessor Observation

    Third Party Report

	Name of Supervisor:
	     

	Position of Supervisor:
	     

	Workplace:
	     

	Address:
	     

	Telephone:
	     

	Email:
	     

	Has the purpose of the candidate's assessment been explained to you?
	  Yes         No

	Are you aware that the candidate will see a copy of this form?
	  Yes         No

	Are you willing to be contacted should further verification of this statement be required?
	  Yes         No

	What is your relationship to the candidate?
	     

	How long have you worked with the person being assessed?
	     

	How closely do you work with the candidate in the area being assessed?
	     


	What is your experience and/or qualification(s) in the area being assessed? (Include teaching qualifications if relevant.)
	     



	Does the candidate consistently perform the following workplace activities?
	Yes
	No

	· follows the school’s /organisation’s policies and procedures
	
	

	· undertaken basic research of relevant legislation, awards, certified agreements, workplace policies and work procedures
	
	

	· reports concern in a constructive and supportive manner to relevant site personnel
	
	

	· understands and remains within own work role and responsibilities
	
	

	· Has working understanding of legislation related to their work role and knows how to find further information if required
	
	

	· Understands and maintains their duty of care responsibilities to students
	
	

	· Follows safe work practices 
	
	

	· Identifies potential hazards ad risks for students
	
	

	· Understands the industrial agreement under which they are employed
	
	

	· Demonstrates ethical behaviour (e.g. honesty, fairness)
	
	

	· Follows inclusive practices with students and other staff members (e.g. non-discriminatory behaviour, support for engagement)
	
	

	Identifies legislative and policy requirements:

· Make use of workplace information to define their role and responsibilities
· Asks for clarification and confirmation of their role and responsibilities from their supervisors, site managers and other authorities
· Seeks and applies advice from supervising teacher as to requirements and activities 
	
	

	Comment (if relevant):
     

	Complies with legislative and policy requirements: 

· Conducts and completes their work as per the requirements of the school policies and procedures (i.e. Does the candidate follow their work routines and provide a quality contribution to the school? Are they rusted to do the jobs assigned to them with minimal supervision?)
· Demonstrates awareness of and compliance with the relevant legislative requirements of working within an education environment i.e. Do they work within the moral and legal boundaries expected in your school?)
· Promptly reports incidents that may be non-compliance or legislation breaches. Examples include student protection issues, WHS concerns, Code of Conduct breaches, etc.

· Reports issues where non-compliance or inadequacies in work practices are identified. Examples include WHS issues, failures in student supervision procedures, inefficient routine practices, etc.

· Reflects on own practices using supervisor feedback, peer comment and own research and consideration (e.g. Can the candidate accept feedback as a means of improving their work levels and quality of work?)
	
	

	Comment (if relevant):
     

	Identify and comply with industrial instruments relating to the job role:
· Can identify and access the industrial agreement under which they work (Are they aware of the industrial agreement and conditions under which they are employed?)
· Is aware of the broad arrangements of work conditions under which they routinely work
· Seeks clarification as to work conditions as required 
	
	

	Comment (if relevant):
     

	Does the candidate:
	Yes
	No

	· perform job tasks to industry standards?
	
	

	· manage job tasks effectively?
	
	

	· implement safe working practices?
	
	

	· solve problems on-the-job?
	
	

	· work well with others?
	
	

	· adapt to new tasks?
	
	

	· cope with unusual or non-routine situations?
	
	

	·      
	
	

	Overall, do you believe the candidate performs to the standard required by the units of competency on a consistent basis?
	    No  Yes        

	Identify any further training in this area that the candidate may require:

	     

	Comments:

	     

	Supervisor’s Signature: 
	Date:      


	Record of Assessment 

CHCEDS033
Meet legal and ethical obligations in an education support environment


	Name of candidate
	     

	Name of assessor
	     

	Use the checklist below as a basis for judging whether the candidate’s document and supporting evidence meets the required competency standard.

	
	Yes       No

	Identify legislative and policy requirements
	       

	1.1 
Identify and access current workplace information that covers the range of legislation and guidelines relevant to the job role.

1.2. 
Clarify and confirm understanding of information with supervising teacher to ensure consistency of interpretation and application.

1.3. 
Obtain advice from supervising teacher when conflicting instructions are encountered.
	

	
	

	Comply with legislative and policy requirements
	       

	2.1. 
Adhere to legal and ethical requirements in work practice according to organisational policies and procedures and scope of role.

2.2. 
Identify and promptly report incidents of non-compliance.

2.3. 
Recognise potential ethical issues and dilemmas and discuss with supervising teacher.
	

	
	

	
	

	Contribute to workplace improvements
	      

	3.1. 
Identify situations where work practices could be improved to meet legal and ethical responsibilities.

3.2. 
Pro-actively share feedback with colleagues and supervisors.

3.3. 
Review own conduct and seek feedback from others to confirm continuing compliance with legislation, policy and procedures.
	

	How candidate meets unit of competency requirements.

	
	Yes
	No

	· Critical evidence requirements met
	       

	· Underpinning knowledge and understanding demonstrated
	       

	· Key competencies / Employability skills demonstrated at appropriate level
	       

	· Sufficiency of evidence
	       

	


	Evidence provided for this unit of competency is…
	Valid
	Authentic
	Current

	
	
	
	


	Candidate is:

	Competent  
	
	Not competent currently       
	

	Withdrawn after participation
	
	Withdrawn without participation  
	

	Not seeking assessment  
	
	
	

	Signed by the assessor:                                                                          Date:       


	Feedback to candidate

       


Request for Qualification Issue

As the assessor this course working with this learner, my records indicate the following Statements of Attainment/Qualification should be issued as detailed below:
	Student’s Name:
	 

	Organisation:
	 


Qualification/Statements of Attainment Details

	Statement/s of Attainment
Units of Competency to be issued  

	  
Tick if SOA required
	Full Qualification

CHC30221 Certificate III in School Based Education Support

	
Tick if Qualification required

	
	CHCDIV001 Work with diverse people*
	
	CHCDIV001 Work with diverse people*

	
	CHCEDS033 Meet legal and ethical obligations in an education support environment*
	
	CHCEDS033 Meet legal and ethical obligations in an education support environment*

	
	CHCEDS034 Contribute to the planning and implementation of educational programs*
	
	CHCEDS034 Contribute to the planning and implementation of educational programs*

	
	CHCEDS035 Contribute to student education in all developmental domains*
	
	CHCEDS035 Contribute to student education in all developmental domains*

	
	CHCEDS036 Support the development of literacy and oral language skills*
	
	CHCEDS036 Support the development of literacy and oral language skills*

	
	CHCEDS037 Support the development of numeracy skills*
	
	CHCEDS037 Support the development of numeracy skills*

	
	CHCEDS057 Support students with additional needs in the classroom*
	
	CHCEDS057 Support students with additional needs in the classroom*

	
	CHCEDS059 Contribute to the health, safety and wellbeing of students*
	
	CHCEDS059 Contribute to the health, safety and wellbeing of students*

	
	CHCEDS060 Work effectively with students and colleagues*
	
	CHCEDS060 Work effectively with students and colleagues*

	
	CHCEDS061 Support responsible student behaviour*
	
	CHCEDS061 Support responsible student behaviour*

	
	Electives
	
	Electives

	
	BSBTEC202 Use digital technologies to communicate in a work environment e
	
	BSBTEC202 Use digital technologies to communicate in a work environment e

	
	CHCEDS040 Search and access online information e
	
	CHCEDS040 Search and access online information e

	
	CHCPRT001 Identify and respond to children and young people at risk e
	
	CHCPRT001 Identify and respond to children and young people at risk e

	
	HLTAID012 Provide First Aid in an education and care setting e
	
	HLTAID012 Provide First Aid in an education and care setting e

	
	CHCECE054 Encourage understanding of Aboriginal and/or Torres Strait Islander peoples’ cultures e
	
	CHCECE054 Encourage understanding of Aboriginal and/or Torres Strait Islander peoples’ cultures e

	
	HLTWHS001 Participate in work health and safety e
	
	HLTWHS001 Participate in work health and safety e

	
	CHCEDS041 Set up and sustain learning areas e
	
	CHCEDS041 Set up and sustain learning areas e


(15 units of competency required – 10 core units* and 5 elective unitse)

Assessor’s Review 

	As the assessor I have…
	Yes
	No

	Checked that all units of competency listed have been judged Competent.

	
	

	Checked other Training Package requirements have been addressed (e.g. foundation skills, essential elements, etc.)

	
	

	Confirmed Literacy and Numeracy requirements as per qualification have been achieved.
	
	

	Comments:
     


	Assessor’s Name:
	

	Assessor’s Email:
	     
	Assessor’s Telephone:
	     

	Authorised by School/Institution Representative:
	

	Date:
	

	Processed at RTO by:
	     

	Date:
	     


Note:  The issuing of the qualification incurs a fee.  This may change so contact TEIA for the most current arrangement. An invoice will accompany the printed documents and be returned by post to either the candidate or the funding organisation.

Glossary

This glossary explains common terminology used in the VET sector and in this trainer’s and assessor’s guide.

Access and equity: Applying access and equity principles to training and assessment means meeting the individual needs of learners without discriminating in terms of age, gender, ethnicity, disability, sexuality, language, literacy and numeracy level, etc.

Assessment: Assessment means collecting evidence and making decisions as to whether or not a learner has achieved competency. Assessment confirms the learner can perform to the expected workplace standard, as outlined in the units of competency.

Assessment mapping: Assessment mapping ensures assessments meet the requirements of the unit/s of competency through a process of cross-referencing.

Assessment records: Assessment records are the documentation used to record the learner’s evidence of competency.

Assessment tools: Assessment tools are the instruments and procedures used to gather, interpret and evaluate evidence.

AQTF: The AQTF is the Australian Quality Training Framework. It was superseded by the VET Quality Framework and the Standards for NVR Registered Training Organisations in some jurisdictions in July 2011. 
AQTF standards: The AQTF standards are national standards designed to ensure high-quality training and assessment outcomes. They were superseded by the VET Quality Framework and the Standards for NVR Registered Training Organisations in some jurisdictions in July 2011.

ASQA: ASQA is the Australian Skills Quality Authority, the national regulator for Australia’s vocational education and training sector. ASQA regulates courses and training providers to ensure nationally approved quality standards are met.

Authentic/authenticity: Authenticity is one of the rules of evidence. It means the learner’s work and supporting documents must be genuinely their own.

Competency: Competency relates to the learner’s ability to meet the requirements of the unit/s of competency in terms of skills and knowledge.

Current/currency: Currency is one of the rules of evidence. It means ensuring the learner’s skills and knowledge are up to date.

Delivery plans: Delivery plans are lesson plans that guide the process of instruction for trainers.

Dimensions of competency: The dimensions of competency relate to all aspects of work performance. There are four dimensions of competency: task skills, task management skills, contingency management skills and job/role environment skills.

Fair/fairness: Fairness is one of the principles of assessment. It means assessments must not be discriminatory and must not disadvantage the candidate.

Flexible/flexibility: Flexibility is one of the principles of assessment. It means assessments must meet the candidate’s needs and include an appropriate range of assessment methods.

Knowledge evidence: Knowledge evidence is specified in the unit of competency. It identifies what a person needs to know to perform the work in an informed way.

Performance evidence: Performance evidence is specified in the unit of competency. It describes how the knowledge evidence is applied in the workplace.

Principles of assessment: Principles of assessment ensure quality outcomes. There are four principles of assessment – fair, flexible, valid and reliable.

Recognition: Recognition is an assessment process where learners match their previous training, work or life experience with the performance and knowledge evidence outlined in the units of competency relevant for a qualification.

Reliable/reliability: Reliability is one of the principles of assessment. It means that assessment must have a common interpretation.

Rules of evidence: Rules of evidence guide the collection of evidence. There are four rules of evidence – it must be valid, sufficient, current and authentic.

Skill sets: Skill sets are single units of competency or combinations of units of competency that link to a licence, regulatory requirement or defined industry need. They build on a relevant qualification.

Standards for NVR Registered Training Organisations 2011: The Standards for NVR Registered Training Organisations superseded the AQTF in some jurisdictions in July 2011. They are designed to ensure nationally consistent, high-quality training and assessment services for the clients of Australia’ s vocational education and training (VET) system.

Sufficient/sufficiency: Sufficiency is one of the rules of evidence. Sufficiency of evidence means there is enough to satisfy the unit/s of competency.

Training and assessment strategy: A training and assessment strategy must be developed by training organisations for all their training programs. It is a framework that guides the learning requirements.

Valid: The term valid relates to the rules of evidence and principles of assessment. It means meeting the unit/s of competency’s performance and knowledge evidence requirements.

Validation of assessment: Validation of assessment means a range of assessors must review, compare and evaluate assessments and assessment processes on a regular basis to ensure they meet the unit/s of competency assessed. The evaluation process must be documented and form part of the RTO’s continuous improvement process.

VET Quality Framework: The VET Quality Framework superseded the AQTF in some jurisdictions in July 2011. It is aimed at achieving greater national consistency in the way providers are registered and monitored and in how standards in the VET sector are enforced.
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