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Introduction
This set of assessment tools is for the unit of competency BSBPEF202 Plan and apply time management. 
The guide is divided into three sections:

Section 1:
Unit of competency

Section 2:
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 Business Training Package was developed by the Innovation & Business Skills Australia (IBSA) 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 business 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 BSBPEF202 Plan and apply time management 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 BSBPEF202 Plan and apply time management to the unit of competency.

	 BSBPEF202 Plan and apply time management
	Where covered in on-line course

	Element 1: Organise work schedule

	1.1 
Discuss and agree on work goals and plans with assistance from relevant personnel
	Time Management

	1.2 
Identify relationship between own work goals and plans, and organisational goals and plans
	Time Management

	1.3 
Research time management techniques and strategies
	Time Management

	1.4 
Plan and prioritise work tasks within allocated timeframes
	Time Management

	Element 2: Complete work tasks

	2.1 
Perform tasks according to designated timelines and instructions
	Time Management

	2.2 
Seek assistance from colleagues when difficulties arise in achieving allocated tasks
	Time Management

	2.3 
Identify factors affecting work plan
	Time Management

	2.4 
Communicate progress on work plan to relevant personnel according to organisational policies and procedures
	Time Management

	Element 3: Review work performance  

	3.1 
Seek feedback on time management from relevant personnel
	Time Management

	3.2 
Record changes to time management approach according to task instructions
	Time Management

	3.3 
Identify and plan opportunities for improvement in discussion with colleagues
	Time Management


1.2
Assessment requirements 

BSBPEF202 Plan and apply time management covers the outcomes, skills and knowledge required to implement time management processes to organise and complete work tasks. It also addresses skills and knowledge to seek and review feedback for performance improvement regarding time management and use technology appropriate to the task.

The unit applies to individuals working under direct supervision. These individuals apply basic skills and knowledge in a broad range of work settings. 

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 BSBPEF202 Plan and apply time management consists of demonstrating the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to develop and implement at least one time management plan with support of relevant personnel.

The candidate must:

· complete each work task within specified timeframe, seeking opportunities to use digital tools where applicable.
· seek and use feedback from others to monitor and improve work performance. Knowledge evidence.

Knowledge evidence
The knowledge evidence within the unit BSBPEF202 Plan and apply time management consists of:

· time management techniques and strategies.
· features of a time management plan.
· organisational standards, policies and procedures relevant to own work role.
· relationship between own work goals and plans and organisation’s goals and plans.
· factors affecting work progress and performance improvement techniques.

Assessment conditions
Skills must be demonstrated in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced by individuals using interpersonal communication skills in the workplace.

Simulations and scenarios are acceptable. 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.
The assessment environment must include access to challenges and situations to demonstrate application of performance evidence.
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. 
The foundation skills embedded in this unit of competency are outlined below:
	Skill
	Performance Criteria
	Description

	Reading
	1.2, 1.3, 2.1, 3.2
	· Identifies and interprets textual information to determine and adhere to organisational and task requirements.

	Writing
	1.4, 2.4, 3.2
	· Completes required documents using organisational formats.

	Oral communication
	1.1, 2.2, 2.4, 3.1
	· Uses listening and questioning techniques to seek information and confirm understanding.
· Participates in verbal interactions using language and features suitable to audience and context.

	Numeracy
	1.2, 1.4, 2.1
	· Interprets numerical information related to timeframes.

	Enterprise and initiative
	1.2, 2.4, 3.2
	· Complies with organisational policies, procedures and standards.

	Planning and organising
	1.2, 1.3, 1.4, 2.1, 2.3, 2.4, 3.2, 3.3
	· Prioritises work and completes activities within designated time frames.
· Identifies and solves routine problems.

	Technology
	1.3, 3.2
	· Selects and uses appropriate digital tools to complete tasks.


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 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.
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 Business qualifications.
Wherever 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.
Address Book: An addition to your daily calendar containing important names, addresses, phone numbers, and other valuable information.

Agenda: A list of items to be covered at your meeting.

Anticipation: The ability to go to one source each night in daily planning and review all your appointments and scheduled events and to do list items coming up in the future and ask yourself what it is you can do in now to make that future event run more smoothly and productively.

Appointment: A specific commitment for a certain date and time, whether business or personal. (See scheduled events)

Balancing your life: The understanding that your life is made up of many dimensions and that long-term success requires that all dimensions need to be in balance with one another to avoid diminishing your success.

Basic values: Core beliefs that you hold in the highest regard that govern the daily conduct of your life.

Clean desk: Notion of working with one item at a time and the rest of what you must deal with is put away.

Context: Scheduling appointments and scheduled events considering what is happening before and after and considering your own work habits.

Crisis management: This occurs when a deadline sneaks up on you and robs you of all choice.

Crisis management log: A simple tool to catalogue crises as they occur to permit you take corrective action to prevent their re-occurrence.

Crucial: Of the highest importance in your day.

Curse of Perfectionism: The goal of trying to do things perfectly which is impossible and leads to stress and frustration.

Daily planning: A time to set aside each day and take control of the most precious resource at your command, the next twenty-four hours, planning out all that you have to do and all that you want to do.

Deadline: A date and time to complete something.

Delegatee: One who receives assigned tasks from another, a delegator.

Delegation: When you plug into someone else’s time stream when you do not have the time or the expertise do a certain thing, thereby multiplying the results on your life.

Delegator: One who assigns tasks to another.
Expense: You allocate a resource, money or time, and get a benefit but no long-term return for the resource spent.

Family: Your relationships with family members, natural and extended.

Financial: That portion of your life that permits you to make your way through the world and enjoy so much of what is out there.

Goal planning: The practice of deciding where you want to end up on the last day of your life in each your seven vital areas and then working backward to determine what it is you will have to do each year, each month, each week, and each day to get to where you want to go.

Health: Your physical and mental well-being.

Holistic approach: Having all of your to do items and all of your appointments and scheduled events in one book or location.

Information Age: A new era where ideas rather than physical assets control wealth.

Integration: Having both work and personal calendars in one location to see the “big picture” as one relates to the other.

Intellectual: The life dimension of learning, thinking, and reasoning that provides you with more in this Information Age.

Interruption: An unanticipated event that comes to you in-person or electronically, via telephone, fax, email, beeper, or pager.

Interruptions log: A simple tool to catalogue interruptions as they occur to permit you to take corrective action and stop repetitive unimportant interruptions from occurring in the future.

Investment: You allocate a resource, money or time, and get a long-term return for the resource spent.

Irritations list: A simple list of things that irritate you. You capture them in this list and act from time to time to eliminate some if the irritations in your life.

Meeting: Two or more people getting together to exchange common information.

Multi-tasking: Do more than one thing at a time.

Not crucial: An item low importance in your day.

Organizing your life: Organizing your life is the practice of gaining better control, not absolute control over both your work life and home life with simple techniques that allows you to focus on the important things in your life.

Paperwork: Information that comes to us in physical form including paper, emails, faxes, and memos.

Parkinson’s Law: A practical rule that says, in part, that a project tends to take as long as the time allocated for it. If you have one thing to do in a day, it takes all day. If you have two things to do in a day, you generally get both done.

Personal productivity: The measure of all that you accomplish in your work and personal lives, measured against what your lifetime goals are.

Power of the pen: The act of putting important things into writing so that they are not overlooked.

Spiritual: That portion of your life that governs your relationships with others, your community, your environment, and higher power.

Staff: Employees who report to you.

Stress: The effects felt when your reality falls short of your expectation.

Sub-prioritising: Assigning descending values to groups of prioritized items. For example, if you have three A items, you will sub prioritise them as A-2, A-2, and A-3, in descending order of their value to you.

Success: When a person decides on where they want to be and achieves it.

The 7 x 7 Technique: Building in one small improvement in each of your seven vital areas to do for the next day, giving yourself the benefit of nearly 2,500 little improvements your future investing only ten minutes per day.

The 20/80 Rule: The 20/80 rule (sometimes flipped and referred to as the 80/20 rule) is formally known as the Pareto Principle. It states that 80 percent of business comes from 20 percent of the customers. Wilfredo Pareto (1848-1923) was an Italian economist who discovered that about 20 percent of the companies in an economy were responsible for about 80 percent of the then Gross National Product of a country. The other 80 percent of the companies made up the other 20 percent of the then Gross National Product.

Time: Your most precious resource. 24 hours in every day, seven days in every week, and 168 hours in total for everyone.

Time log: A tool to catalogue how your time is actual being spent to permit you to adjust in the future to increase your productivity.

Time management: Time management is the art, science, and practice of gaining better control (not absolute control) over the entire 24 hours in your day to create both personal balance and increased productivity.

To do list: A written list of what you have to do and what you want to do over the next 24 hours. It is roadmap for leverage the next 24 hours to maximize your success.

Virtual assistant: An assistant who helps you through the Internet to accomplish some of your tasks.

Working smart: Leveraging the limited time you have each day to maximize results through simple time management tools.

Work week: The time you spend in a seven-day period to earn the money you need to go through your life.        
Section 2 - Assessment tools
Assessment is all about collecting evidence and making decisions as to whether 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 tools that are to be used in assessing this unit of competency.  The assessment tools have also been mapped against the requirements of unit assessment. This mapping may be reviewed in an earlier section of this booklet.  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 Two contains the following information:

2.1   
Summative assessment

2.2
Solutions – general guidance

2.3 
Solutions – summative assessment

2.4
Mapping guide

2.5
Evidence of competency

2.6
Reasonable adjustments

2.7
Assessment records
2.1
Summative assessment

The following elements form the core section of the assessment process.

If an assessor deems it necessary, further elements may be added to gather evidence that support making a valid judgement. These additional elements are detailed in Section 2.5.

The core elements of this unit’s assessment are:

Part A - Short course activities from booklet as presented in an e-portfolio.

Part B – Short answer written test (including case study)

Part C - All work is submitted for assessment within set timelines (practical application of skills).

Separate each assessment tool from this booklet as required in the assessment process.
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	Assessment – BSBPEF202


Assessment of Competency:  BSBPEF202 Plan and apply time management
	Candidate’s Name:
	


Purpose of Assessment:

This assessment activity is designed to assess your skills and knowledge across the unit BSBPEF202 Plan and apply time management which is within the Business Services Training Package (Ver. 6). 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 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 assessor will give you guidance in this area.

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 to complete the Task Booklet in the short course.
Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.

Students may work in groups to complete set tasks. Students will be assessed on their competence individually over a period of time. Assessment may be completed by an individual as part of a group task. For group tasks the assessment outcome will be reported to individual students.

Instructions:

Your trainer or assessor will provide you with instructions as to how to complete these tasks. 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 07-47871410 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.
	Reasonable adjustments approved by assessor:




Student declaration

Please complete the checklist and sign the declaration of authenticity.

	Student checklist and declaration
	Yes
	No

	I understand the assessment process (including its purpose and outcomes), requirements of the assessment task and assessment methods.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I understand what is being assessed and believe I can perform the task/s in this assessment.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I understand I can apply for Recognition of Prior Learning (RPL), or Credit Transfer.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I have been provided with information on how to access the assessment appeals process.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I have notified the assessor of any special needs to be considered during this assessment and we have discussed whether reasonable adjustments are required.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I declare the work submitted is my own and has not been copied from another person or source unless acknowledged appropriately.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Student Name:
	     

	Student signature:

(may be e-signature)
	
	Date:       


Part A
This is the successful completion of the fourteen tasks in the short course’s Task Booklet. 
Resources required:

You will require the following resources to complete this assessment:

•
Access to a computer 

•
Pen and paper 

•
Access to the Internet

Student instructions:

For this assessment task you will need to submit your Task Booklet with all activities completed. 

Some activities may ask for you to attach documentation. Make sure these have been included.

You must complete and submit Part A by the due date.

Part B

Provide responses to the following short answer questions.
1. Identify at least two-time management strategies that you can use to complete work tasks.  (Time management techniques refer to specific activities that you can do to manage your time more effectively.)
2. Outlined below are common parts of a time management plan. Briefly describe each part of a time management plan using your own words.

a. Action Plan

b. Deadline

c. Delegate

3. What topics (minimum of three) would you expect to find the Digital Communications policy and procedures of a business?

4. Briefly explain how each of the following common performance improvement techniques can help you improve your time management in completing work tasks:

a. Asking feedback on time management
b. Seeking coaching for time management
Part C

1. The trainer will provide an observation or third-party report on the candidate’s ability to:
a. Complete assigned work to deadlines.
b. Be punctual at events, training sessions and general work activities.
c. Organise their own work schedule.

d. Seek feedback and act where required. 

Part D – Case Study
Resources required:

· Learner’s Workbook (for reference)

· A pen

Student instructions:

Read the case study about Atchell Home Furnishings and then answer the questions below. You must submit your responses by the due date.
	Case Study – Atchell Home Furnishings

	You are responsible for completing ordering and carrying out general administrative tasks in the office of a small business called Atcehll Home Furnishings. The motto of the business is ‘Quality Service, First Time, Every Time.’ 

The values which are written on the business’s home page are:

· We value our employees and their continuing development as skilled team members.
· We value our customers and will do our best to give a fast, efficient and smooth service experience.
· We value the world of style, colour and design.
Your work colleagues at Atchell are Sam Blinko (interior designer), Wendy Treel (office assistant), Pascal der Whit (sales manager), Johnno Reeves (maintenance, furniture placement and transport) and Patrice Hooper (office manager). 

Athcell Home Furnishings designs colour schemes and buys furniture for home customers and services real estate agents who want houses decorated and furnished for a short time during sales campaigns. You have only just started at the business and things in the office are a bit of a mess as they have not had anyone acting in your role for several months. 

There are lots of tasks to complete, some of them urgent and some which can wait for a while. Your boss explains that the urgent tasks are to tidy up the reception desk, buy and label a recycling bin with the words ‘recycling goes in here’ and complete an order of stationery that will be enough for a few weeks. The less urgent tasks are to make a contact list of 20 key customers, find their contact details online, address envelopes to the customers and find out how much it will cost to post an A4 sales brochure to the 20 customers using Australia Post. 


1. Fill out the table below with the tasks listed in the case study above, then mark the priority of each one (Urgent or Not Urgent) and assign a suggested time to complete each task.

	Task
	Urgent or not urgent?
	Suggested time to complete task

	1.      
	     
	     

	2.      
	     
	     

	3.      
	     
	     

	4.      
	     
	     

	5.      
	     
	     

	6.      
	     
	     

	7.      
	     
	     


	After a few weeks, your boss tells you that things have settled down well and that she would like to meet with you to discuss some work goals and develop a daily work schedule. 

She asks you to fill out your ideas and suggestions on a workplace form and then you will meet and talk about your ideas and develop a final daily work schedule for your job as well as agree on your goals. 


2. Complete the daily work schedule and goal planner below with your ideas about your work goals and regular work tasks that you would complete as part of your role.

	Atchell Home Furnishings - Daily Work Schedule and Goal Planner for Employees

	Employee Name:
	     
	Today’s Date:
	     

	What do you see as being the two main personal or career development goals in your job?

	1.      

	2.      

	Consider the motto and values of Atchell Home Furnishings and use these to assist you to identify two work goals and five work tasks that you think you might complete each week on a regular basis. Write them below.

	Work Goals:

	1.      

	2.      

	Regular Work tasks

	1.      

	2.      

	3.      

	4.      

	5.      

	You have received several phone calls from real estate agents who would like the furniture they currently have from Atchell rearranged in time for some ‘open for inspection’ events. You know this is not your job and that you need to ask one of your colleagues for help to get this task completed. 


3. Who would you contact amongst your colleagues to help you with this task and what question you would ask of this person to get them to help you complete the work task?
     
4. You have found things are very busy in the office this week and you are worried you will not get all your regular work tasks completed. Who should you advise of this problem and what would you say to this person?
     
5. Your boss asks you to consult with the daily schedule and find a time when all staff are available to attend a three-hour training session. Read the weekly office schedule and identify the time when the meeting can be planned. 

	
	8-10 am
	10 am-12 pm
	12pm-1 pm
	1- 4 pm
	4-5.30 pm

	Sam
	meetings
	available
	lunch
	Meetings / can be adjusted as needed
	available

	Wendy
	Appointments
	
	Lunch
	TBC
	Finish at 5

	Johnno
	deliveries
	deliveries
	Lunch
	Not scheduled
	Finish at 5

	Patrice
	available
	Office planning meeting
	lunch
	available
	Office support

	Pascal
	available
	Sales meetings
	lunch
	Available for client or other meetings – not yet scheduled
	Finish at 4


6. You decide you want to seek some feedback from Patrice, the office manager, about how you interact with customers from your boss. You have already drafted an email, but you decide to read through it and refine it before you send it. Read the email draft and complete a final version that is professional, appropriate and courteous. Send this email to your trainer using the address they provide to you. 

	To: Patrice

Date: 25/6/17

Re: How’s it going in the office?

Message:

Hey Patrice,

How are ya? I’ve been doing this job for 8 weeks now and I reckon we’re doing great. I just wanted to check in and say ‘how goes it with the customers?’ – I want to make sure you’re happy with what I’m doing and how I’m doing it. Can you give us some FB so I know if you are happy with how I’m dealing with all these customers that keep rocking thru our door?

Taa muchly,


	To:      


	Date:      


	Re:      


	Message:
     


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 several 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 must list a certain number of items, the RTO has provided a more comprehensive listing from which candidate responses may be drawn. 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, the RTO 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, different phrasing may be used by the candidate, or different responses that may be equally correct are also possible.
· For activities that take place in the workplace or involve workplace documentation, the RTO can only provide an example response. Assessors should consider whether the candidate has achieved the intent of the activity within the candidate’s workplace context.

· For activities that involve writing reports or completing documentation provided, the RTO 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
The following are example responses provided to assist assessors. The assessment decision is the assessor’s responsibility and must ensure that the work represents competency as defined in the relevant training package.

Part A

This is the successful completion of the fourteen tasks in the short course’s Task Booklet. 

Task 1

Search the web and find an example of each of the three documents listed below:

· A vision, mission or values statement

· A policy, standard or procedure

· A job description

The above documents must be submitted with the task booklet. 

Assessor judgement required to as per example below – 3 responses required.

	Document title
	Your job
	How is your work at this organisation influenced by the contents of this document?

	Example:

Procedures for making a bed
	A hospitality worker doing housekeeping at a hotel
	The document would tell me the steps to follow to prepare a bed in a hotel room. 


Task 2

Responses required are below. 

Using the daily plan or schedule above, answer these questions in sentences:

Should the bread slices be counted before or after the food trolleys are set up?

Should be counted after at 7:45 am.

What time should the morning tea trolleys be placed in the eating area? 

Trolleys should be placed in eating area at 9:00am.

How should the sandwiches be cut? 

Sandwiches should be cut into quarters.

At what time should the food service manager be told if there is a problem in getting the tasks done in time? 

The service manager should be told if there is a problem in getting the tasks done by 9:00am.

Why would it be important to talk to the food service manager about outstanding tasks?

So that there is time to fix the issue or make alternative arrangements.

Here is a weekly work plan for an assistant in an outdoor recreation program:

Assessor judgement is required for this task. Candidate must be able to connect self-learning opportunities to preparing equipment and supporting other employees.

	Monday 
	Tuesday
	Wednesday
	Thursday
	Friday

	Check equipment
	Check equipment
	Check equipment
	Check equipment
	Check equipment

	Team meeting 10am
	Assist with Mackelswell PS program 9.30-12.30
	Assist with Mackelswell PS sport sessions

9.30-1pm
	Assist with Eastern Community Centre First Aid course 9-2pm
	Time not allocated

 8.30-10am

	Assist with Gilmore HS program 11-4.30


	Time not allocated

12.30-4.30pm
	Assist with Eastern Community Centre First Aid course 2-5pm
	Time not allocated

2-3.30pm
	Assist with swimming session at Claybank Pool 10-2.30pm

	Pack up equipment
	Lock and pack up for day

4.30-5pm
	Pack up First Aid equipment
	Support afternoon tea session for trainees 3.30-4.30pm
	Assist with beach program at Nursery Rd Beach 3.30-5.30pm


You are working with your supervisor to decide on some tasks you can complete in the three ‘time not allocated’ sessions in the current schedule. Identify three different tasks you could do during these times that would fit with the focus of the organisation. Think about tasks related to safety, equipment, personal organisation or professional learning opportunities. Write these tasks below. 

Task 3

Imagine you are working in an office environment. You have been asked to complete some office-based tasks by your supervisor, as shown in the work planner below. Estimate what time you think each task will take you and record this in the table. Now do the tasks and time yourself to see how long it takes to complete each one. Write the actual time it takes to do each task in the table also. 

Assessor judgement is required for this task. 

	Work Planner

	Tasks to complete
	Estimated time to complete task
	Actual time taken

	Boot up a computer, start Word and create a new file name.
	     

	     


	Type out 100 words into a Word document.
	     

	     


	Fold 20 x A4 sized sheets of paper into thirds ready to be placed in envelopes.
	     

	     


	Locate the postal address TEIA Ltd, a business in Charters Towers.
	     

	     


	Open Google Maps and find directions to get from the Hilton Hotel in Brisbane to the Roma Street Railway Station.
	     

	     



Task 4

Write three questions you could ask a colleague to find out more about how to complete a work task. You can imagine yourself in any workplace that you wish – perhaps somewhere you have been before or a place where you have seen other people working. You must have two open questions and two closed questions.

Assessor judgement must be applied for this task. Note the requirement of two open and two closed questions. Questions may be about any work activity.

Task 5

Write a goal that you might be able to complete in a single day. The goal does not have to be a workplace goal; it could be a goal related to your home life, or perhaps to a sport or hobby. Remember to use clear, specific words in your goal so that it can be measured and understood by others.

Assessor judgement must be applied for this task.
Task 6

Research two different digital technology apps, programs or electronic tools that could be used to record a change in a work schedule. Record the name of the tool or program and explain in a sentence how you could use this tool to share information about a work schedule change with colleagues at work.

Assessor judgement must be applied for this task. An example of a response is provided below.

Microsoft Outlook – This is an integrated email and productivity tool. I would use the calendar function to organise my time schedules and share this with colleagues through the shared functions and email services.

Task 7

Think of a workplace example which might disrupt a worker from completing their daily work goals. Also identify a reasonable solution the worker might be able to suggest to their supervisor.  Record your responses in the table below: 

Assessor judgement must be applied for this task. An example is provided.
	Factor
	Example
	Solution

	Time given to complete a task 
	Equipment required breaks down and is unserviceable.
	Supervisor informed and alternative arrangements made with another department to use their equipment during a quiet period of their day. Deadline needs to be extended by a few hours.

	Resources required to finish a task
	     
	     

	A person’s ability to plan time well
	     
	     

	Changing needs within the business
	     
	     

	Unexpected events that have occurred
	     
	     

	Other tasks that also need to be completed
	     
	     


Task 8

Complete this table identifying a strategy you could use to manage each of the situations in the table below. Add two more problems of your own that might affect your ability to get your workday started. Write a strategy next to each of these two new problems. 

Assessor judgement must be applied for this task. The strategies must be plausible and deal with the specific issue of starting their workday. Two additional problems and strategies for dealing with them must be provided. An example is provided.
	Problem
	Your strategy

	You miss the bus by a few minutes, and you know the next one will not arrive for another hour.
	Contact the workplace and indicate that you will be late for work and will make up time during the day.

	You realise in the morning that your work outfit has a large stain on it.
	     

	You wake up late and discover there is no bread or milk in the house.
	     

	Your friend texts you and says she is planning on buying a new car this morning and she really needs your help to negotiate with the salesperson.
	     

	Your supervisor emails you and asks if you can pick up some biscuits, cake and coffee for the morning staff meeting on your way to work.
	     

	     
	     

	     
	     


Task 9

[image: image3.png]uevioduw

1.D0
Do these tasks right away.

Do not schedule them for later.

Not urgent

2. DECIDE

Plan a schedule for how and when
these tasks will be completed.

Organise these tasks into  logical
order and then get each task done.

3. DELEGATE

If possible, see if there is someone
else who is available to work on

the task with you or who can do it
for you.

4. DELETE

Consider if these tasks can be deleted
completely so they no longer need to
be done.





Read this list of tasks and decide which square within the Eisenhower box they should be placed into. Write the number of the square alongside the task. 

	Task
	Box number

	Rearranging items on your desk so they are in colour order
	4

	Complete photocopying needed for manager’s meeting this morning
	3

	Write your monthly report which is due in this afternoon
	1

	Ring conference venue to ask about room availability for a training session which is planned for three months’ time
	3

	Write a project plan to organise tasks for conference in three months’ time
	2

	Empty the paper bins into the recycling skip
	3

	Book in for first aid training course
	1

	Turn off the burglar alarm when you come into the building
	1

	Fill out order form for new stationery supplies
	3

	Go to corner store to buy toilet rolls as there are none left in the office
	3


Task 10

Select one of the following jobs:

A childcare worker


A diesel mechanic


A barperson

A paramedic



A carpenter on a building site
A stockperson

Prepare a checklist of at least six tasks that you might need to do each morning before you start the assigned work for the day. Think about the tasks you would need to do on your own and which ones you might do along with other members in your team. For the tasks you would do alone, write ‘A’ next to each one and for the tasks you would do together, write ‘T’ next to each one. 

Assessor judgement must be applied for this task.
	No #
	Tasks
	A or T

	1
	     
	     

	2
	     
	     

	3
	     
	     

	4
	     
	     

	5
	     
	     

	6
	     
	     


Task 11

Write a short answer response to each of these questions:

Assessor judgement must be applied for this task.
What strategies do you use to help you plan activities that need to be completed during a day or week?

     
What strategies do you use to help you manage time effectively?

     
Task 12

	Case Study – Anne learns the importance of speaking up

	Anne has been asked to record the incoming stock into a database over the past four months. She has been trained in using the database and has reasonable IT skills. But when she starts recording the information, she finds that she has forgotten how to save the data correctly and she keeps losing large sections of her work. At the end of the day she has not managed to save any data even though she has inputted many pages of information into the database. She has spent seven hours of work time, has not achieved an outcome at the end of the day and is frustrated and annoyed with the database and herself. Anne’s supervisor, James, asks her how she is progressing and whether she has nearly finished the task. Anne is embarrassed but owns up and tells him she has wasted the whole day and has achieved nothing. Anne’s supervisor tells her that she should have asked for help in the morning when she first discovered there was a problem with saving the data. He explains that several other staff had noticed a similar problem but that he had assumed Anne was managing well as she had not spoken to her. The supervisor tells Anne that there is a possible bug in the database and that he will download a patch for her that will make it work more easily. Anne now has another whole day of inputting data to look forward to tomorrow!


Imagine you are Anne. Write an email that Anne should have sent to James (her supervisor) in the morning when she first realised, she was having difficulties with using the database. Remember to use polite, professional language, that is appropriate to the workplace. 

Assessor judgement must be applied for this task. The email must be in professional language not displaying hostility or aggression. It should be seeking advice and direction on how to complete the task.
Task 13

You wish to seek feedback on your performance at a work task assigned to you. Write two questions you could ask of a colleague or your supervisor that may help you help you obtain some feedback.

Assessor judgement must be applied for this task.

Task 14

Select a job you would like to do when leaving school. Imagine you decided you want to build your skills in one aspect of this work. Go online and research one strategy or activity that you could use to improve the skill area you have identified. Example: you might find a training opportunity; locate the details of a workshop or conference; identify a journal that supports the industry your job is in.

Assessor judgement must be applied for this task.

Part B – Short answer written test
Provide responses to the following short answer questions.
	Case Study – Atchell Home Furnishings

	You are responsible for completing ordering and carrying out general administrative tasks in the office of a small business called Atcehll Home Furnishings. The motto of the business is ‘Quality Service, First Time, Every Time.’ 

The values which are written on the business’s home page are:

· We value our employees and their continuing development as skilled team members.
· We value our customers and will do our best to give a fast, efficient and smooth service experience.
· We value the world of style, colour and design.
Your work colleagues at Atchell are Sam Blinko (interior designer), Wendy Treel (office assistant), Pascal der Whit (sales manager), Johnno Reeves (maintenance, furniture placement and transport) and Patrice Hooper (office manager). 

Athcell Home Furnishings designs colour schemes and buys furniture for home customers and services real estate agents who want houses decorated and furnished for a short time during sales campaigns. You have only just started at the business and things in the office are a bit of a mess as they have not had anyone acting in your role for several months. 

There are lots of tasks to complete, some of them urgent and some which can wait for a while. Your boss explains that the urgent tasks are to tidy up the reception desk, buy and label a recycling bin with the words ‘recycling goes in here’ and complete an order of stationery that will be enough for a few weeks. The less urgent tasks are to make a contact list of 20 key customers, find their contact details online, address envelopes to the customers and find out how much it will cost to post an A4 sales brochure to the 20 customers using Australia Post. 


1. Fill out the table below with the tasks listed in the case study above, then mark the priority of each one (Urgent or Not Urgent) and assign a suggested time to complete each task.

	Task
	Urgent or not urgent?
	Suggested time to complete task
(Assessor may judge whether time allotted is appropriate.)

	a. tidy up the reception desk
	Urgent
	15 minutes

	b. buy and label a recycling bin with the words ‘recycling goes in here’
	Urgent
	60 minutes

	c. complete an order of stationery
	Urgent
	20 minutes

	d. make a contact list of 20 key customers with online contact details
	Not urgent
	30 minutes

	e. address envelopes to the customers
	Not urgent
	40 minutes

	f. find cost of posting an A4 sales brochure to the 20 customers using Australia Post.
	Not urgent
	10 minutes

	g.      
	     
	     


	After a few weeks, your boss tells you that things have settled down well and that she would like to meet with you to discuss some work goals and develop a daily work schedule. 

She asks you to fill out your ideas and suggestions on a workplace form and then you will meet and talk about your ideas and develop a final daily work schedule for your job as well as agree on your goals. 


7. Complete the daily work schedule and goal planner below with your ideas about your work goals and regular work tasks that you would complete as part of your role.
Assessor judgement to be applied in this task.

	Atchell Home Furnishings - Daily Work Schedule and Goal Planner for Employees

	Employee Name:
	     
	Today’s Date:
	     

	What do you see as being the two main personal or career development goals in your job?

	1.      

	2.      

	Consider the motto and values of Atchell Home Furnishings and use these to assist you to identify two work goals and five work tasks that you think you might complete each week on a regular basis. Write them below.

	Work Goals:

	1.      

	2.      

	Regular Work tasks

	1.      

	2.      

	3.      

	4.      

	5.      

	You have received several phone calls from real estate agents who would like the furniture they currently have from Atchell rearranged in time for some ‘open for inspection’ events. You know this is not your job and that you need to ask one of your colleagues for help to get this task completed. 


8. Who would you contact amongst your colleagues to help you with this task and what question you would ask of this person to get them to help you complete the work task?

Assessor judgement should be used. Example below:

Ideally, you would ask Atchell are Sam Blinko (interior designer) to assist in planning the layout of furniture and Johnno Reeves (maintenance, furniture placement and transport) to move/place the furniture.

Note the way the questions will be offered should demonstrate the elements of tact, courtesy and explanation of why assistance is required.

9. You have found things are very busy in the office this week and you are worried you will not get all your regular work tasks completed. Who should you advise of this problem and what would you say to this person?

Patrice Hooper (office manager) is the office supervisor/manager and she should be advised of any problems or delays of work routines that impact on the business. 
10. Your boss asks you to consult with the daily schedule and find a time when all staff are available to attend a three-hour training session. Read the weekly office schedule and identify the time when the meeting can be planned. 

	
	8-10 am
	10 am-12 pm
	12pm-1 pm
	1- 4 pm
	4-5.30 pm

	Sam
	meetings
	available
	lunch
	Meetings / can be adjusted as needed
	available

	Wendy
	Appointments
	
	Lunch
	TBC
	Finish at 5

	Johnno
	deliveries
	deliveries
	Lunch
	Not scheduled
	Finish at 5

	Patrice
	available
	Office planning meeting
	lunch
	available
	Office support

	Pascal
	available
	Sales meetings
	lunch
	Available for client or other meetings – not yet scheduled
	Finish at 4


The available time is between 1:00 pm and 4:00pm each day.

11. You decide you want to seek some feedback from Patrice, the office manager, about how you interact with customers from your boss. You have already drafted an email, but you decide to read through it and refine it before you send it. Read the email draft and complete a final version that is professional, appropriate and courteous. Send this email to your trainer using the address they provide to you. 

	To: Patrice

Date: 25/6/XX
Re: How’s it going in the office?

Message:

Hey Patrice,

How are ya? I’ve been doing this job for 8 weeks now and I reckon we’re doing great. I just wanted to check in and say ‘how goes it with the customers?’ – I want to make sure you’re happy with what I’m doing and how I’m doing it. Can you give us some FB so I know if you are happy with how I’m dealing with all these customers that keep rocking thru our door?

Taa muchly,


Sample email below:


	To: Patrice Hooper

	Date: Correct date

	Re: Checking on office protocols

	Message:

Good morning Patrice,

I hope you are well, and your day is going smoothly.

I have been in this job for 8 weeks and I would like some feedback on my work especially in customer satisfaction/interaction. It is important that I ensure that my work meets the requirements of the business, this office and our relationships with customers. 

Is it possible to arrange a time with you to receive feedback on my current work and assistance in identifying where I can build my skills further. 

Thank you.


12. Identify at least two-time management strategies that you can use to complete work tasks.  (Time management techniques refer to specific activities that you can do to manage your time more effectively.)

Assessor judgement must be applied for this task. The response could be like:

· Use of Microsoft Outlook Calendar to plan.

· Allocate specific time each day for routine tasks outside of the premier working time.

13. Outlined below are common parts of a time management plan. Briefly describe each part of a time management plan using your own words.

Action Plan

Deadline

Delegate

Responses will be similar to the following definitions:

Action Plan: An action plan is a document that lists what steps must be taken to achieve a specific goal. It breaks down the goal into actionable steps that can be easily followed and tracked.

Deadline: A date or time before which something must be done.

Delegate: Entrust (a task or responsibility) to another person, typically one who is less senior than oneself.
14. What topics (minimum of three) would you expect to find the Digital Communications policy and procedures of a business?

Any three of the following would suffice:

Purpose
Scope

Policy

Procedures

Responsibilities

Rules for users and IT personnel behaviour and use of service/equipment

Identifying consequences for not adhering to policy

Management of data

Assessor may add others if appropriate and in line with general work contexts.

15. Briefly explain how each of the following common performance  improvement techniques can help you improve your time management in completing work tasks:

a. Asking feedback on time management

b. Seeking coaching for time management

Feedback can help you identify your strengths and weaknesses, set realistic goals, prioritize your work, and adjust your strategies.
The benefits of time management coaching are it can help individuals identify their unique time management challenges. Coaching sessions can help people gain insights into their habits, behaviours, and actions that may be hindering their productivity.

Part C – Meeting timelines and work conditions
The candidate must provide a completed and signed third party report on their time management ability.
2.4  Mapping guide

The following table maps the performance criteria and foundation skills to the assessment tools.

BSBPEF202 - Plan and apply time management.
	Performance criteria
	Ass. Part A

(Course e-portfolio)
	Ass. Part B

(Written test)
	Ass. Part C

(Third Party Report)
	

	Element 1: Organise work schedule

	1.1 
Discuss and agree on work goals and plans with assistance from relevant personnel.
	Task 4, 9, 10, 12
	1, 2
	P
	

	1.2 
Identify relationship between own work goals and plans, and organisational goals and plans.
	Task 1, 9, 10, 12
	1, 2, 9
	P
	

	1.3 
Research time management techniques and strategies.
	Task 6, 11
	7
	P
	

	1.4 
Plan and prioritise work tasks within allocated timeframes.
	Task 2, 8, 9, 10, 11
	1, 2, 5, 8
	P
	

	Element 2: Complete work tasks

	2.1 
Perform tasks according to designated timelines and instructions.
	Task 3, 5, 8, 12
	1, 2, 3, 5
	P
	

	2.2 
Seek assistance from colleagues when difficulties arise in achieving allocated tasks.
	Task 4, 8, 10, 12
	3, 10
	P
	

	2.3 
Identify factors affecting work plan.
	Task 7, 8, 9, 10, 12
	7, 8, 5, 9
	P
	

	2.4 
Communicate progress on work plan to relevant personnel according to organisational policies and procedures.
	Task 5, 12
	4
	P
	

	Element 3: Review work performance

	3.1 
Seek feedback on time management from relevant personnel.
	Task 13
	4, 6
	P
	

	3.2 
Record changes to time management approach according to task instructions.
	Task 7, 8, 12
	5
	P
	

	3.3 
Identify and plan opportunities for improvement in discussion with colleagues.
	Task 2, 13, 14
	2, 6
	P
	

	Foundation Skills

	Reading
	All portfolio questions
	All tasks
	P
	

	Writing
	All portfolio questions
	All tasks
	P
	

	Oral communication
	All portfolio questions
	All tasks
	P
	

	Numeracy
	2, 3
	1
	
	

	Enterprise and initiative
	5, 7, 8, 11, 12, 13, 14
	2 10
	P
	

	Planning and organising
	2, 9, 10, 11
	2, 5, 8, 9
	P
	

	Technology
	6, 12, 14
	6, 7
	
	


Additional evidence to support an assessment judgement may be gathered using the provided forms in this booklet.

2.5
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.


2.6
Reasonable adjustments

Information drawn from Adapted Reasonable Adjustment in teaching, learning and assessment for learners with a disability - November 2010 - Prepared by - Queensland VET Development Centre

Reasonable adjustment in VET is process of modifying the learning environment or making changes to the training and assessment process delivered to assist a learner with a disability. An example of reasonable adjustment is the installing of assistive software on a computer for a person with vision impairment.

Why make a reasonable adjustment? 

Reasonable adjustments in VET are made to ensure that learners with a disability have: 

· The same learning opportunities as learners without a disability, and

· The same opportunity to perform and complete assessments as those without a disability. 

Reasonable adjustment may include:

· Customising resources and assessment activities within the training package 

· Modifying the teaching/training process 

· Levels of learner support

· Use of assistive/adaptive technologies (Assistive/Adaptive technology means ‘software or hardware that has been specifically designed to assist people with disabilities in carrying out daily activities. It includes screen readers, magnifiers, voice recognition software, alternative keyboards, devices for grasping, visual alert systems, and digital note-takers.)

· Making information accessible throughout the course

· Monitoring the adjustments to ensure learners needs continue to be addressed.

Reasonable adjustment made for collecting learner assessment evidence must not impact on the standard expected by the workplace, as expressed by the relevant unit(s) of competency. For example, if the assessment were gathering evidence of the learner’s competency in writing, allowing the learner to complete the assessment verbally would not be a valid assessment method. The method of assessment used by any reasonable adjustment must still meet the competency requirements.

All changes made to assessment tools under the idea of reasonable assessment must be recorded and submitted to the RTO with the student’s completed and marked assessment items.
2.7
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 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.

· The Observation Checklist/Third Party Report records the candidate’s performance in the workplace.

· The Reasonable Adjustment form is used to submit a request for reasonable adjustment to the RTO for changes supporting a student with a disability’s training or assessment processes.

· The Record of Assessment form is used to summarise the outcomes of the assessment process in this unit.

· The Request for Qualification Issue is used by the assessor to inform the RTO authorities that the process for issuing a Statement of Attainment or Qualification may commence. 

Assessment instructions – BSBPEF202
	Candidate’ s name:       
Unit of competency:  BSBPEF202 Plan and apply time management.
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 - 
	
	     

	Final assessment - 
	
	     

	Final assessment - 
	
	     

	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 – BSBPEF202
	Candidate’ s name:            
Unit of competency:  BSBPEF202 Plan and apply time management.
Trainer/assessor:           

Date:           

	Checklist

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


	Explained the unit of competency
	 No      Yes 


	Discussed the various methods of assessment
	 No      Yes 


	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
	 No      Yes 


	Summarised information and allowed candidate to ask questions
	 No      Yes 


	Candidate signature: 
	     
	Date:
	     

	Assessor/trainer signature: 
	     
	Date:
	     


Self-assessment record – BSBPEF202
	Candidate’ s name:       
	Part D

	Unit of competency:  BSBPEF202 Plan and apply time management.
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 complete my tasks within the required timelines.
	
	
	
	     

	I can plan and organise workload with the assistance of others
	
	
	
	     

	I can complete tasks, using appropriate digital tools, within specified timelines 
	
	
	
	     

	I can seek assistance from other persons as required
	
	
	
	     

	I use effective communication skills to seek assistance or feedback from others
	
	
	
	     

	I seek and use feedback from others to monitor and improve work performance
	
	
	
	     

	I understand the organisational standards, policies and procedures that relate to own work role.
	
	
	
	     

	I can relate my work role to the purpose of the organisation.
	
	
	
	     

	I can plan and manage time effectively.
	
	
	
	     

	I understand organisational standards, policies and procedures.
	
	
	
	     

	Candidate signature:
	     
	Date:
	     


Performance evidence checklist – BSBPEF202
	Candidate’s name:            

Unit of competency:  BSBPEF202 Plan and apply time management.
Trainer/assessor:           

Date:           

	Did the candidate demonstrate the following performance evidence at least three times?
	Yes
	No
	N/A

	· Develop and implement at least one time management plan with support of relevant personnel.
	
	
	

	During the above, the candidate must:

	· Complete each work task within specified timeframe, seeking opportunities to use digital tools where applicable
	
	
	

	· Seek and use feedback from others to monitor and improve work performance
	
	
	

	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 – BSBPEF202 

	Candidate’s name:            

Unit of competency: BSBPEF202 Plan and apply time management.
Trainer/assessor:           

Date:           

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

	· Time management techniques and strategies
	
	
	

	· Features of a time management plan
	
	
	

	· Organisational standards, policies and procedures relevant to own work role
	
	
	

	· Relationship between own work goals and plans and organisation’s goals and plans
	
	
	

	· Factors affecting work progress and performance improvement techniques
	
	
	

	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 – BSBPEF202
	Candidate’s name:       
	Part E

	Unit of competency:  BSBPEF202 Plan and apply time management.
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 – BSBPEF202 

	Candidate’s name:       
	Part F

	Unit of competency:  BSBPEF202 Plan and apply time management.
Trainer/assessor:                

Date:                

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

	Performance evidence 

Candidate demonstrates the ability to:
	Evidence provided/observation comments

	
	Develop and implement at least one time management plan with support of relevant personnel.
	     

	
	During the above, did the candidate:
	     

	
	Complete each work task within specified timeframe, seeking opportunities to use digital tools where applicable
	     

	
	Seek and use feedback from others to monitor and improve work performance
	

	Knowledge evidence
Candidate knows and understands:
	

	
	Time management techniques and strategies
	     

	
	Tfeatures of a time management plan
	     

	
	Organisational standards, policies and procedures relevant to own work role
	     

	
	Relationship between own work goals and plans and organisation’s goals and plans
	     

	
	Factors affecting work progress and performance improvement techniques
	     

	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:
	BSBPEF202 Plan and apply time management.


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, i.e. accumulated evidence.


	This report is being completed as:
	    Third Party Report   Assessor Observation



	Name of Supervisor:
	     

	Position of Supervisor:
	     

	Workplace:
	     

	Address:
	     

	Telephone:
	     

	Email:
	     

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

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

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

	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

	Plan and organise workload with the assistance of others
	
	

	Complete tasks, using appropriate digital tools, within specified timelines seeking assistance as required
	
	

	Use effective communication skills to seek assistance or feedback from others
	
	

	Seek and use feedback from others to monitor and improve work performance
	
	

	Plan and organise workload with the assistance of others
	
	

	Use of the organisational standards, policies and procedures that relate to own work role
	
	

	Can clarify the relationship between an individual's work goals and plans and the organisation's goals and plans
	
	

	Identify the factors that can affect the ability to get work done, and explain the action to take
	
	

	Plan and manage their work time effectively
	
	

	Task 1
· Construct a daily agenda for two of your workdays.
	
	

	Comment (if relevant):
     

	Task 2
· Provide examples of your use of technology to manage your task planning and schedules.
	
	

	Comment (if relevant):
     

	Task 3
· Compile the work plans, schedules and timetables for a project or work task you are currently working on.
	
	

	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:      


	[image: image4.png]TEIA




	TEIA Ltd
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	Reasonable Adjustment Form

	INSTRUCTIONS:

· This form is to be completed if a student/candidate has a disability that may prevent them from participating in training and/or assessment or the use of TAS training/assessment strategies.

· The form must be endorsed by the student/candidate, and school/RTO management.

· Attach any relevant supporting evidence to this form (e.g. medical certificate, statement of capabilities).

Privacy Statement

TEIA collects, holds, uses, and discloses personal information (including sensitive information) in accordance with the Privacy Act 1988 and the Australian Privacy Principles and requirements. The individual covered by this form has the right to: access and update or correct the personal information that TEIA holds about them and enquire or complain about the way personal information is being handled. For more details, refer to the TEIA Privacy Policy.

	Candidate’s/Student’s Name
	

	Authorised Representative’s Name
	

	Course Name
	

	Course Code
	

	Please explain how the student’s condition may prevent them from engaging in the course, such as participating in training and/or assessment.

	

	In the relevant table(s) below, please list the adjustment(s) that you think will allow you to engage in the course.

	Participation in training
	Participation in assessment
	Use of facilities

	
	
	

	Declaration (or may be in the form of an official letter seeking reasonable adjustment from an authorized representative)

	I authorise TEIA to use the information provided in this form to assess and establish appropriate adjustments. I understand that under the Disability Standards for Education Act 2005, TEIA has the right to refuse the adjustment if it is deemed unreasonable.

	Candidate’s/Student’s Signature:
	Date:

	Representative’s Signature:
	Date:

	The RTO’s decision as to reasonable adjustment will be conveyed to the student and institution through correspondence.


This form must accompany any evidence and be placed within the student’s/candidate’s file to record any reasonable adjustment provided by the RTO.

	Record of Assessment 

BSBPEF202 Plan and apply time management

	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

	1. Plan research
	      

	1.1 
Confirm task requirements.
1.2 
Identify research objectives in consultation with relevant stakeholders.
1.3 
Identify potential sources for research information according to organisational policies and procedures.
1.4 
Select application and search engine according to organisational policies and procedures.
1.5 
Plan key search terms to be used in research.
	

	
	

	2. Conduct research
	      

	2.1 
Power up digital device and access internet using selected application.
2.2 
Open search engine according to research plan.
2.3 
Enter search terms according to research plan.
2.4 
Collect information according to research plan and organisational policies and procedures.
2.5 
Use relevant help functions to overcome simple issues, where required.
	

	
	

	
	

	3. Present research
	      

	3.1 
Document information collected according to task requirements.
3.2 
Deliver document to relevant stakeholders according to organisational policies and procedures.
	

	Does the candidate meet all the unit of competency’s 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

	  
Tick if SOA required
	Full Qualification

CUA20220

Certificate II in Creative Industries

	
Tick if Qualification required

	
	BSBTWK201
Work effectively with others*
	
	BSBTWK201
Work effectively with others

	
	CUAIND211
Develop and apply creative arts industry knowledge*
	
	CUAIND211
Develop and apply creative arts industry knowledge

	
	CUAWHS312
Apply work health and safety practices*
	
	CUAWHS312
Apply work health and safety practices

	
	CUALGT211
Develop basic lighting skills
	
	CUALGT211
Develop basic lighting skills

	
	CUAVSS211
Develop basic vision system skills
	
	CUAVSS211
Develop basic vision system skills

	
	CUAFOH211
Undertake routine front of house duties
	
	CUAFOH211
Undertake routine front of house duties

	
	CUASOU211
Develop basic audio skills and knowledge
	
	CUASOU211
Develop basic audio skills and knowledge

	
	CUASTA211
Develop basic staging skills
	
	CUASTA211
Develop basic staging skills

	
	CUASTA212
Assist with bump in and bump out of shows
	
	CUASTA212
Assist with bump in and bump out of shows

	
	BSBPEF202
Plan and apply time management   
	
	BSBPEF202
Plan and apply time management   

	
	BSBTEC203
Research using the Internet
	
	BSBTEC203
Research using the Internet

	Possible safety units

	
	BSBPEF101
Plan and prepare for work readiness
	
	BSBPEF101
Plan and prepare for work readiness

	
	ICTTEN202
Use hand and power tools
	
	ICTTEN202
Use hand and power tools

	
	CUASOU212
Perform basic sound editing
	
	CUASOU212
Perform basic sound editing

	
	
	
	

	
	
	
	


 (3 core units asterisked and 7 elective units drawn from required groups; RCC units must have industry/RTO accreditation))
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 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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