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Introduction
This set of assessment tools is for the unit of competency CUASTA212 Assist with bump in and bump out of shows.
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.
This document and set of assessment tools must be used in conjunction with the directions that form part of the qualification’s Training and Assessment Strategy. Assessors must refer to the CHC20220 Training and Assessment Strategy for details on mandatory tool use.
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 CUASTA212 Assist with bump in and bump out of shows 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 
Range statement
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 CUASTA212 Assist with bump in and bump out of shows to the unit of competency.

	 CUASTA212 Assist with bump in and bump out of shows
	Where covered in learning materials

	Element 1: Prepare physical elements for transportation

	1.1 
Assemble and dismantle physical elements in order according to instructions and documentation.
	Preparing for transport (2)
Packing elements (4)

	1.2 
Pack physical elements using applicable techniques and materials according to work health and safety requirements.
	Preparing for transport (2)
Packing elements (4)

	1.3 
Prepare and pack tools required for bump in and bump out.
	Preparing for transport (2)
Packing elements (4)

	Element 2: Move physical elements

	2.1 
Assist to load and unload physical elements in order according to organisational policies and procedures.
	Preparing for transport (2)
Packing elements (4)

WHS (5)

Tools (6)

Bump in and Bump out (7)

	2.2 
Identify hazardous items and load them according to workplace health and safety procedures.
	During bump in/put (3)
Packing elements (4)

WHS (5)

Bump in and Bump out (7)

	2.3 
Install and position physical elements in applicable work and storage area according to instructions and documentation.
	During bump in/put (3)

WHS (5)

Tools (6)

Bump in and Bump out (7)

	2.4 
Assist required personnel to inspect load prior to transportation and confirm all items are loaded according to instructions and documentation.
	Preparing for transport (2)

Packing elements (4)

Bump in and Bump out (7)

	2.5 
Clear and clean work areas according to organisational procedures.
	During bump in/put (3)

Clean areas (8)


	Element 3: Finalise activities

	3.1 
Check condition of physical elements and confirm no damage has occurred during bump in or bump out.
	Preparing for transport (2)

During bump in/out (3)

Packing elements (4)
Bump in and Bump out (7)

Finalise activities (9)

	3.2 
Inform required personnel of items that need repair and complete documentation as required.
	Finalise activities (9)

	3.3 
Seek feedback on own work performance and note areas for improvement.
	Your performance and growth (10)


1.2
Assessment requirements 

CUASTA212 Assist with bump in and bump out of shows covers the outcomes, skills and knowledge required for workers to participate in safe work practices to ensure their own health and safety, and that of others.

The unit applies to all workers who require knowledge of workplace health and safety (WHS) to carry out their own work, either under direct supervision or with some individual responsibility. 

The assessment requirements consist of four criteria:

· Performance evidence (Required skills): 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 (Required knowledge): the scope and depth of knowledge required.
· Assessment conditions (Critical aspects): Specify where assessment can take place, what resources are required and what interactions with other people are required.
· Performance criteria: The elements that indicate competency has been achieved.
Performance evidence
The performance evidence for the unit CUASTA212 Assist with bump in and bump out of shows is evident when candidate has evidence of their ability to move, pack and load production equipment, under instruction, for at least two different productions.

During the above, the candidate must:

· use safe manual-handling techniques when moving physical elements.
· work collaboratively with crews from other departments and organisations. 
Knowledge evidence
The knowledge evidence within the unit CUASTA212 Assist with bump in and bump out of shows consists of:

· procedures and processes for bumping in and bumping out different types of productions.
· physical elements used for different types of productions and typical locations for them in production venues.
· roles and responsibilities of personnel involved in the bump in and bump out process.
· safe manual-handling techniques that apply to the movement of physical elements.
· packing materials and techniques used for different types of equipment.
· techniques for loading and stowing equipment for safe transportation.
· features and use of tools commonly required during the bump in and bump out process.
· workplace health and safety (WHS) requirements and procedures. 
Assessment conditions
Assessment must address the scope of this unit and reflect all components of the unit. A range of appropriate assessment methods and evidence-gathering techniques must be used to determine competency. A judgement of competency should only be made when the assessor is confident that the required outcomes of the unit as detailed through the performance criteria have been achieved and that consistent performance has been demonstrated. Evidence must be gathered in the workplace whenever possible.
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 candidate must have access to:

· venue or location for bump in and bump out.

· location or transport vehicle into which physical elements can be loaded. 

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 several 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
	Description
	Performance Criteria

	Reading
	· Interprets production documentation in relation to own duties.
	1.1, 1.2, 2.1, 2.2, 2.3, 2.4, 2.5, 3.2

	Oral communication
	· Obtains information using listening and questioning techniques.
	1.1, 2.4

	Numeracy
	· Counts and sorts equipment.
	1.1, 2.1, 2.2, 2.4

	Self-management
	· Understands and completes tasks and responsibilities within the boundaries of own role.
	1.1, 1.2, 1.3, 2.1, 2.2, 2.3, 2.4, 2.5, 3.1, 3.2, 3.3

	Teamwork
	· Works collaboratively with different personnel.
	2.4, 3.2, 3.3

	Planning and organising
	· Plans routine tasks, taking some limited responsibility for decisions regarding sequencing and timing.
· Recognises and responds to predictable routine problems.
	1.1, 1.2, 1.3, 2.3, 2.5, 3.1, 3.2, 3.3

	Initiative and enterprise
	· Seeks assistance when problems are beyond immediate responsibilities or experience.
	2.4, 2.5, 3.1, 3.2, 3.3


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

The following are some common terms used in production lighting. These are the basic terms used. Always use the correct terms for the equipment you expect the learner to use or for the processes you are explaining. 
Acting area: That area within the performance space within which the actor may move in full view of the audience. Also known as the playing area. An Acting Area Rehearsal (also known as a Blocking Rehearsal) involves the actors running through their moves around the set, and less focus on the quality of the characterisation. 
Aisle: A passage through seating.

Apron: The Apron is a section of the stage floor which projects towards or into the auditorium. In proscenium theatres, it's the part of the stage in front of the house tabs, or in front of the proscenium arch, above the orchestra pit. Also known as Forestage.

Arena: Form of stage where the audience are seated on at least two (normally three, or all four) sides of the whole acting area.

Auditorium: The space within the theatre where the audience sits (or stands) for the duration of a performance. Sometimes it is referred to as the ‘house’.
Backstage: The part of the stage and theatre which is out of the sight of the audience. The service areas of the theatre, behind, beside or underneath the stage. Also refers to the personnel who work in the technical departments that work to create the performance, alongside the actors and musicians.

Blacks: (1) Black clothing worn by stage management during productions. (2) Any black drapes or curtains permanently or temporarily rigged. Used for masking offstage and technical areas.

Blocking: The process of arranging moves to be made by the actors during the play, recorded by stage management in the prompt script. Positions at the start of scenes are noted, as are all movements around the stage (using terms such as 'Gardener X DSL' meaning the Gardener crosses to downstage left.) It must be described in minute detail, but simple enough to enable anyone to read and understand it. As well as being used to 'run the show' the prompt book is also used for the rehearsal of the understudies.

Book flat: Two flats hinged together on the vertical edge, to be free standing, and normally used as a backing for a doorway or window. They should always be 'run' with the hinged edge leading, to prevent them opening. Book flats are free-standing when angled open, allowing quick setting and compact storage. Booking describes the action of opening or closing a book flat.

Briefing: A meeting to communicate information or instructions about a project.

Bump in: This is the process of preparing the theatre for a particular production. It includes building the set, introducing props and costumes, and rigging the lights.

Bump out: This is the process of dismantling the set at the conclusion of a production. It includes the removal of all set pieces, costumes, and lighting.

Centre line: Imaginary line running down the stage through the exact centre of the proscenium opening. Marked as CL on stage plans. Normally marked on the stage floor and used as a reference when marking out or assembling a set. A chalked snap line can be used to mark the line in the rehearsal room and on stage.

Costumes: The items of clothing that are worn by the actors onstage are called costumes. Large theatre companies have a wardrobe department who design and create the costumes.

Dark: A venue that has been closed to the public.

Downstage: The part of the stage nearest to the audience. It's called Downstage because it's the lowest part of a raked stage. Downstage Left (DSL), Downstage Centre (DSC) and Downstage Right (DSR) are commonly used for the areas towards the front of the stage. [See Diagram]
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Dress Rehearsal: A full rehearsal, with all technical and creative elements brought together. The performance as it will be 'on the night'.

Dry tech: Stands for dry technical rehearsal. This is a procedure undertaken by the producer and other technical staff to ensure that all technical aspects of the performance will function as intended. No actors are required but speakers (or stand-ins) are essential to this process, and they should be prepared to jump from cue to cue as required by technicians.
Electrical safety: This refers to the precautions and safety measures taken when using electricity or electrical devices. Safety management to avoid danger, damage, injury or death is not only common sense; it is also a legislative (mandatory) requirement of workplaces. 
Fade: A fade is an increase, diminishment or change in lighting or sound level. A snap fade is an instant change. A slow fade could be anything from 5 seconds to a few minutes (or even more, for a naturalistic sunset lighting effect). A quick fade is a couple of seconds long. A fade out takes the lighting state to blackout (or a particular sound to silence). A fade in does the opposite. A crossfade smoothly transitions from one state to another, without going through darkness (or silence for sound).

Flat: A lightweight timber frame covered with scenic canvas, or plywood. Flats are used to provide a lightweight and easy to move and re-configure backdrop to a stage set. Flats sometimes have windows or doors built into them to provide extra flexibility, for use in realistic settings. Masking flats are used to hide areas the designer does not want the audience to see, or to provide actors with an exit, or somewhere to store props.  

Fourth Wall: This refers to the idea that an imaginary fourth wall has been removed from the set of a play so that the audience can watch the action.

Front Of House (FOH): Every part of the theatre in front of the proscenium arch. Includes foyer areas open to the public.

Marking out: Sticking tapes to the floor of the rehearsal space to indicate the ground plan of the scenery. Also for marking position of furniture etc. within a set. Always be aware that some tapes may damage or mark some wooden floor surfaces! Sometimes known as the markup. The ground plan has lines on it, which correspond to easily found locations in the theatre - most commonly, the centre line and the setting line (which is the proscenium line, or the edge of the stage).

Measurements on the plan can easily be scaled up to the real-life measurements, and the position can be marked on the stage floor by measuring from the real-world centre line and setting line in the theatre.
Gaffer Tape: Ubiquitous sticky cloth tape. Most common widths are 6 mm for marking out areas and 50 mm (usually black) for everything else. Used for temporarily securing almost anything. Should not be used on coiled cables or equipment. Originally known as Gaffer's Tape, from the Gaffer (Master Electrician) on a film set. 

Key: A section on a layout plan, which denotes what the symbols on the plan refer to. Although many symbols are standardised, there are variations, and to avoid confusion (or errors) when rigging and laying out equipment, a key is essential to ensure the requirements of the design are correctly interpreted. 

Preset: Anything in position before the beginning of a scene or act (e.g. Props placed on stage before the performance, lighting state on stage as the audience are entering.)

Props (Properties): Furnishings, set dressings, and all items large and small which cannot be classified as scenery, electrics or wardrobe, and which actors interact with. Props directly handled by actors are known as hand props, props which are kept in an actors' costume are known as personal props.

Proscenium arch: The opening in the wall which stands between stage and auditorium in some theatres; the picture frame through which the audience sees the play. The "fourth wall". Often shortened to Proscenium or Pros Arch. In some older theatres, the Proscenium Arch is ornate and painted to contrast with the surrounding walls, to really make it stand out. Nothing outside the Proscenium Arch was part of the show.

Raked stage: A sloping stage which is raised at the back (upstage) end. Many theatres with a 'stalls' seating area used to be built with raked stages as a matter of course. Today, the stage is often left flat, and the auditorium is lifted to stage level and above to improve the view of the stage from all seats. A rake is expressed as a ratio (eg a 1:25 rake rises by 1cm vertically over 25cm horizontally).

Reporting: Reporting is the process of communicating within a team, crew, etc. All workers report to their supervisor.
Safe work practices: Safe work practices result from workers following the required WHS procedures with the purpose of ensuring the safety of all workers on the site. Safe work practices include turning off power and disconnecting lanterns when installing or repairing, using correct lifting techniques, wearing protective clothing, harnesses, shoes, gloves etc., and following correct procedures.  
Semi/Artic: Forms of transport – Semi: short for Semi-Trailer, where a trailer box with a rear axle only is pulled by a ‘truck cab’ unit. Artic: short for articulated lorry. Lorries of 10 metres length (or more) are used to transport sets, costume, props and sound and lighting equipment from venue to venue. 

Set: (1) To prepare the stage for action. (verb) - e.g. 'Have you set the chairs for Act 1?'  (2) The complete stage setting for a scene or act. (noun) - e.g. 'What's the set for the finale?'

Stage Left / Right: Left/ Right as seen from the Actor's point of view on stage when they are facing the auditorium. (i.e. Stage Left is the right side of the stage when looking from the auditorium.)

Stand-By / Standby: A warning given to technical staff by stage management that a cue is imminent. The member of the stage management team calling the cues will say "Standby Sound Cue 12". Technicians acknowledge by saying "Sound Standing By".

Steel toe-capped boots: Essential footwear for crew members working in technical theatre. Sometimes known as Steelies.

Technical elements: Technical elements stand alongside the text of the performance and help to reinforce themes and communicate ideas, and to ensure the audience understand and appreciate the story, and to help the actors tell the story.  Commonly used technical elements include:

Scenery / Set: The physical environment in/on which the actors perform.

Costume: Everything worn by the actors.

Props: Small items placed on the set and/or carried by the actors.

Lighting: Enables the audience to see the actors and physical elements and adds additional atmosphere and layers of meaning through use of colour and direction of light. 

Sound: Enables the audience to hear the actors and/or music and adds a layer of audio in addition to the text, to, again, reinforce meaning and add atmosphere. 

Wigs, Hair & Make-Up: Adds a layer of additional character to the actors' performance by altering their physical appearance to be more in-keeping with the period or character being portrayed.

Upstage: The part of the stage furthest from the audience. It's called Upstage because on a raked stage the stage slopes down towards the audience to improve sightlines. The furthest from the audience is literally higher due to the slope of the stage, so moving from close to the audience involves walking up the raked stage, towards 'Upstage'. 

Wings: These are the spaces which are usually on the side of the stage. They are typically out of the sight of audience members. Actors can wait here when preparing to make their entrances and oftenh also contain parts of the set that may be needed during the performance.
Workplace Health and Safety (WHS): The relevant health and safety considerations for persons working in live production areas. These considerations are often set in standards that are mandatory and legally enforceable.  

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 forms
2.1
Summative assessment

Part 1 - CUASTA212 – On-line Quiz 1
This quiz may be accessed from either your assessor or through your learning management system (LMS). The focus of the quiz is workplace health and safety with respect to lighting.
Part 2 – Work journal
This assessment activity – demonstration of competency – requires the completion of the course’s work journal during work placement where there is a minimum of two bump in and bump out events. The candidate must be observed during these activities and signed off as competent by the workplace supervisor. 
Assessment tool is the workplace journal submitted by the candidate to the assessor.
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	Assessment (Part 2) – CUASTA212


Assessment of Competency:  CUASTA212 Assist with bump in and bump out of shows

	Candidate’s Name:
	


Purpose of Assessment:

This assessment activity is designed to assess your skills and knowledge across the unit CUASTA212 Assist with bump in and bump out of shows which is within the CUA Creative Arts and Culture 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:

· Access to at least two events or performances requiring bump-in and bump-out activities.
· An assigned assessor and awork place supervisor.
Assessors of this unit must satisfy the requirements for assessors in applicable vocational educational and training legislation, frameworks and/or standards.
Students must be assessed working on events requiring bump-in or bump-out at least twice. One event must be a live event e.g. School Assembly, one may be a simulated event.
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:       


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
Part 1 - CUASTA212 – On-line Quiz 1 

This quiz may be accessed from either your assessor or through your learning management system (LMS). The focus of the quiz is workplace health and safety with respect to lighting.

The results of the quiz can be either a soft or hard copy of an individually named results sheet which must be sent to the assessor.

Part 2 - Work journal

This assessment activity – demonstration of competency – requires the completion of the course’s work journal during work placement where there is a minimum of two bump in and bump out events. The candidate must be observed during these activities and signed off as competent by the workplace supervisor. 

The assessment tool is the workplace journal submitted by the candidate to the assessor.

2.4 Mapping guide

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

CUASTA212 Assist with bump in and bump out of shows.
	Performance criteria
	Ass. Part 1

(Online test)
	Ass. Part 2

(Observation - Work Journal)
	Ass. Part 3


	Ass. Part 4



	Element 1: Prepare physical elements for transportation

	1.1 
Assemble and dismantle physical elements in order according to instructions and documentation.
	
	Workplace Journal
	
	

	1.2 
Pack physical elements using applicable techniques and materials according to work health and safety requirements.
	
	Workplace Journal
	
	

	1.3 
Prepare and pack tools required for bump in and bump out.
	
	Workplace Journal
	
	

	Element 2: Move physical elements

	2.1 
Assist to load and unload physical elements in order according to organisational policies and procedures.
	
	Workplace Journal
	
	

	2.2 
Identify hazardous items and load them according to workplace health and safety procedures.
	
	Workplace Journal
	
	

	2.3 
Install and position physical elements in applicable work and storage area according to instructions and documentation.
	
	Workplace Journal
	
	

	2.4 
Assist required personnel to inspect load prior to transportation and confirm all items are loaded according to instructions and documentation.
	
	Workplace Journal
	
	

	2.5 
Clear and clean work areas according to organisational procedures.
	
	Workplace Journal
	
	

	Element 3: Finalise activities

	3.1 
Check condition of physical elements and confirm no damage has occurred during bump in or bump out.
	
	Workplace Journal
	
	

	3.2 
Inform required personnel of items that need repair and complete documentation as required.
	
	Workplace Journal
	
	

	3.3 
Seek feedback on own work performance and note areas for improvement.
	
	Workplace Journal
	
	

	Foundation Skills

	Reading
	All test questions
	Work tasks
	Work tasks
	

	Oral communication
	
	Work tasks
	Work tasks
	

	Numeracy
	
	Work tasks
	Work tasks
	

	Self-management
	All test questions
	Work tasks
	Work tasks
	

	Teamwork
	
	Work tasks
	Work tasks
	

	Planning and organising
	
	Work tasks
	Work tasks
	

	Initiative and enterprise
	
	Work tasks
	Work tasks
	


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 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 – CUASTA212
	Candidate’ s name:       
Unit of competency:  CUASTA212 Assist with bump in and bump out of shows. 

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
	
	     

	On-line Quiz
	
	     

	Scenarios
	
	     

	Questions – Short Answer Test
	
	     

	Practical Tasks
	
	     

	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 – CUASTA212
	Candidate’ s name:            
Unit of competency:  CUASTA212 Assist with bump in and bump out of shows. 

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 – CUASTA212
	Candidate’ s name:       
	Part D

	Unit of competency:  CUASTA212 Assist with bump in and bump out of shows.
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 work collaboratively within a team.
	
	
	
	     

	I can ask questions to confirm task requirements.
	
	
	
	     

	I can assemble the stage sets and equipment necessary to fulfil a planned set-up.
	
	
	
	     

	I can handle sets and props in a careful and professional manner.
	
	
	
	     

	I can pack and unpack equipment according to provided instructions.
	
	
	
	     

	I can check loading and unloading lists and confirm with supervisor all is correct.
	
	
	
	     

	I can check vehicle loads to ensure all is secured according to instructions.
	
	
	
	     

	I can work in a safe manner.
	
	
	
	     

	I can communicate with other members of my team and the supervisor.
	
	
	
	     

	I can disassemble and pack up equipment.
	
	
	
	     

	I can participate in feedback and debriefings.
	
	
	
	     

	Candidate signature:
	     
	Date:
	     


Performance evidence checklist – CUASTA212
	Candidate’s name:            

Unit of competency:  CUASTA212 Assist with bump in and bump out of shows.
Trainer/assessor:           

Date:           

	Did the candidate demonstrate the following performance evidence at least two occasions?
	Yes
	No
	N/A

	· Move, pack and load production equipment, under instruction, for at least two different productions.
	
	
	

	· Use safe manual-handling techniques when moving physical elements.
	
	
	

	· Works collaboratively with other 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 – CUASTA212
	Candidate’s name:            

Unit of competency:  CUASTA212 Assist with bump in and bump out of shows.
Trainer/assessor:           

Date:           

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

	· Procedures and processes for bumping in and bumping out different types of productions.
	
	
	

	· Physical elements used for different types of productions and typical locations for them in production venues.
	
	
	

	· Roles and responsibilities of personnel involved in the bump in and bump out process.
	
	
	

	· Safe manual-handling techniques that apply to the movement of physical elements.
	
	
	

	· Packing materials and techniques used for different types of equipment.
	
	
	

	· Techniques for loading and stowing equipment for safe transportation.
	
	
	

	· Features and use of tools commonly required during the bump in and bump out process.
	
	
	

	· Workplace health and safety (WHS) requirements and procedures.
	
	
	

	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 – CUASTA212
	Candidate’s name:       
	Part E

	Unit of competency:  CUASTA212 Assist with bump in and bump out of shows.
Trainer/assessor:                

Date:           
Instructions: 
Candidate is to list each of the items included in the portfolio and use this as the coversheet when submitting. The assessor will make any necessary comments during the assessment/review period.     

	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 – CUASTA212
	Candidate’s name:       
	Part F

	Unit of competency:  CUASTA212 Assist with bump in and bump out of shows.
Trainer/assessor:                

Date:                

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

	Performance evidence 

Candidate demonstrates the ability, on at least three occasions, to:
	Evidence provided/observation comments

	
	· Move, pack and load production equipment, under instruction, for at least two different productions.
	     

	
	· Use safe manual-handling techniques when moving physical elements.
	     

	
	· Works collaboratively with other personnel.
	     

	Knowledge evidence
Candidate knows and understands:
	

	
	· Procedures and processes for bumping in and bumping out different types of productions.
	

	
	· Physical elements used for different types of productions and typical locations for them in production venues.
	     

	
	· Roles and responsibilities of personnel involved in the bump in and bump out process.
	     

	
	· Safe manual-handling techniques that apply to the movement of physical elements.
	     

	
	· Packing materials and techniques used for different types of equipment.
	     

	
	· Techniques for loading and stowing equipment for safe transportation.
	     

	
	· Features and use of tools commonly required during the bump in and bump out process.
	     

	
	· Workplace health and safety (WHS) requirements and procedures.
	     

	Workplace supervisor’ s signature:
	     
	Date:
	     


Observation record sheet – CUASTA212

For use by assessors only.

	Candidate’s name:       
	Assessment Part 2

	Unit of competency:  CUASTA212 Assist with bump in and bump out of shows.
Trainer/assessor:                

Date:                     
Event or Production:                

	Name of observer providing assessment:        
Address:       
Telephone:       
Email:        
Workplace/Employing organisation name:       

	Note: This record of observation must be completed a minimum of two times at differing performances/events. The assessor may add additional events/performances if this is required to ensure competency of the candidate.

	Performance evidence 

Candidate demonstrates the ability to:
	Evidence provided/observation comments

	
	· Move, pack and load production equipment, under instruction, for at least two different productions.
	     

	
	· Use safe manual-handling techniques when moving physical elements.
	     

	
	· Works collaboratively with other personnel.
	     

	Knowledge evidence
Candidate knows and understands:
	

	
	· Procedures and processes for bumping in and bumping out different types of productions that are within the scope of the community or organisations.
	     

	
	· Physical elements used for different types of productions and typical locations for these to be both stored and used within a production venue.
	     

	
	· Roles and responsibilities of personnel involved in the bump in and bump out process.
	     

	
	· Safe manual-handling techniques that apply to the movement of physical elements.
	     

	
	· Packing materials and techniques used for different types of equipment.
	     

	
	· Techniques for loading and stowing equipment for safe transportation.
	     

	
	· The type of tools, their features and use as commonly required during the bump in and bump out process.
	     

	
	· Workplace health and safety (WHS) requirements and procedures.
	     

	Workplace supervisor’ s signature:
	     
	Date:
	     


	TEIA Ltd

	Third Party Report 
Only for use by a workplace supervisor making competency judgements on a person in the workplace.

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

	Name of candidate:
	     

	Units of competency:
	 CUASTA212 Assist with bump in and bump out of shows


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 supplement and record/confirm competency in routine tasks associated with a learning program over an extended period, 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

	· Follow work site safety and health policies and procedures.
	
	

	· Pack, unpack and store production resources and equipment in a safe and appropriate manner.
	
	

	· Identify hazards and report these to management.
	
	

	· Unpack and pack in accordance with organisational procedures and standards.
	
	

	· Conducts checks to the required organisational standards.
	
	

	· Works collaboratively with other personnel.
	
	

	Task 1
· Has participates in at least two differing events requiring the the bum in and bump out of resources and equipment.
	
	

	Comment (if relevant):
     

	Task 2

· Has participated as a member of the production team at an event requiring bump in and bump out on at least two occasions.
	
	

	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 

 CUASTA212 Assist with bump in and bump out of shows

	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. Prepare physical elements for transportation
	      

	1.1 
Assemble and dismantle physical elements in order according to instructions and documentation.
1.2 
Pack physical elements using applicable techniques and materials according to work health and safety requirements.
1.3 
Prepare and pack tools required for bump in and bump out.
	

	2. Move physical elements
	      

	2.1 
Assist to load and unload physical elements in order according to organisational policies and procedures.
2.2 
Identify hazardous items and load them according to workplace health and safety procedures.
2.3 
Install and position physical elements in applicable work and storage area according to instructions and documentation.
2.4 
Assist required personnel to inspect load prior to transportation and confirm all items are loaded according to instructions and documentation.
2.5 
Clear and clean work areas according to organisational procedures.
	

	3. Finalise activities
	      

	3.1 
Check condition of physical elements and confirm no damage has occurred during bump in or bump out.
3.2 
Inform required personnel of items that need repair and complete documentation as required.
3.3 
Seek feedback on own work performance and note areas for improvement.
	

	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

	  
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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