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Introduction
This set of assessment tools is for the unit of competency SIRXHRM007 Coach others in job skills. 

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

This unit of competency is drawn from the Tourism, Travel and Hospitality Training Package (Release 1.2). The training package specifies the skills and knowledge required to perform effectively in the tourism 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 SIRXHRM007 Coach others in job skills 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 SIRXHRM007 Coach others in job skills to the unit of competency.

	 SIRXHRM007 Coach others in job skills
	Where covered in on-line course

	Performance Criteria
	

	Element 1: Prepare for on-the-job coaching.

	1.1. Identify need for coaching based on a range of factors.
	Task 8

	1.2. Identify specific coaching needs through discussion with colleague and organise coaching sessions.
	Task 8

	Element 2: Coach colleagues on-the-job.

	2.1.
Explain overall purpose of coaching to colleague.
	Task 8

	2.2
Explain and demonstrate specific skills.
	Task 8

	2.3.
Communicate required knowledge and check colleague understanding.
	Task 8

	2.4.   Advise organisational procedures for completing workplace tasks.
	Task 8

	2.5. Provide colleague with opportunity to practise skill and ask questions.
	Task 8

	2.6.
Provide feedback in constructive and supportive manner.
	Task 8

	Element 3: Follow-up coaching.

	3.1.
Monitor progress of new workplace skills and provide supportive assistance.
	Task 8

	3.2.
Report progress to the appropriate person.
	Task 8

	3.3.
Identify performance problems or difficulties with coaching and rectify or refer to appropriate person for follow-up.
	Task 8

	3.1.
Monitor progress of new workplace skills and provide supportive assistance.
	Task 8


1.2
Assessment requirements 

SIRXHRM007 Coach others in job skills covers the outcomes, skills and knowledge required to provide on-the-job coaching to colleagues. It requires the ability to explain and demonstrate specific skills, knowledge and procedures and monitor the progress of colleagues until they are able to operate independently of the coach.
The unit applies to experienced operational personnel and to supervisors and managers who informally train other people in new workplace skills and procedures.
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 SIRXHRM007 Coach others in job skills consists of at least one event where the candidate:
· provide effective on-the job coaching to four different colleagues.
· address identified performance problems or difficulties experienced by colleagues in each of the above coaching sessions and rectify or refer as appropriate.
· evaluate colleagues’ performance and provide constructive feedback as part of above coaching sessions.
· demonstrate the following during each of the above coaching activities:

· clear communication and demonstration of the organisational tasks required of the colleague.
· completion of training within commercial time constraints.
· application of the key principles of training.
Knowledge Evidence

Demonstrated knowledge required to complete the tasks outlined in elements and performance criteria of this unit:

· communication techniques suitable to a workplace training context.
· objectives and scope of the coaching.
· factors which impact need for coaching:

· direction from colleagues.
· own observation and workplace experience.
· request for coaching from colleagues to be coached.
· key principles of training:

· explanation.
· demonstration.
· review.
· listening to trainee explanation.
· observing and evaluating trainee demonstration.
· providing feedback.
· legislative work health and safety and hygiene requirements

· possible causes of performance problems or difficulties:

· breakdown in communication.
· inappropriate circumstances for coaching.
· insufficient opportunity to practice.
· language or cultural barriers.
· shyness or lack of confidence.

Assessment conditions
Skills must be demonstrated in a safe environment where on the job coaching may occur.
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:

· work tasks in which to coach others.
· colleagues in need of training; these can be:

· colleagues in an industry workplace who are assisted by the individual during the assessment process; or

· individuals who participate in role plays or simulated activities, set up for the purpose of assessment, in a simulated industry environment operated within a training organisation.

Assessment must ensure use of relevant legislation, policies and procedures and industrial awards.

Assessors must satisfy the 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
	Performance
Criteria
	Description

	Reading
	1.1, 1.2, 1.3, 1,4, 2,1
	· Understand workplace anti-discrimination policies and plain English documents produced by government information agencies.

	Oral Communication
	1.1, 1,2,
	· Discuss cross-cultural misunderstandings and difficulties with supervisors, managers and other team members and identify possible strategies to resolve them.


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

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

Your role is to:

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

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

1.5
Skill sets

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

Skill sets do not replace qualifications as the foundation for undertaking work in the community sector. Skill sets build on a relevant qualification and enable a qualified worker to move laterally into work areas addressed by the skill set or to broaden their skill base in relation to the services they provide.
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.
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.
Abilities: Abilities result from applying the skills so often that the task becomes natural or intuitive to do.
Continuous Learning: Continuous learning is the ability to learn to learn. Learning
need not be a linear event where a learner goes to a formal learning program, gains areas of knowledge and skills about a process, and then the learning ceases. If the learner can view life (including work) as a “learning program”, then the learner can continue to learn from almost everything in life. As a result, the learner continues to expand his or her capacity. 

Education: Education can be viewed as accomplishing a personal context and understanding of some aspect life, so that one’s life and work are substantially enhanced. Others view the term as the learning required to accomplish a new task or job. 

Development: This term is often viewed as a broad, ongoing multi-faceted set of activities (training activities among them) to bring someone or an organisation up to another threshold of performance. This development often includes a wide variety of methods, e.g., orienting about a role, training in a wide variety of areas, ongoing training on the job, coaching, mentoring and forms of self-development.
Information:  At its most basic form, a piece of information is a piece of awareness about something. 
Job: A job is a collection of tasks and responsibilities that an employee is responsible to conduct. Jobs have titles.
Knowledge: Knowledge is gleaned by organising information. Typically, information evolves to knowledge by the learner gaining context, perspective and scope about the information.
Learning: Learning is viewed as enhancing one’s knowledge, understanding or skills. Some people see learning as enhancement to their knowledge, awareness and skills. Some professionals view learning as enhancing one’s capacity to perform. Some view learning
as a way of being that includes strong value on receiving feedback and increasing understanding. It’s important to note that learning is more than collecting information. Depending on the needs of the learner, knowledge is converted to skills, that is, the learner knows how to apply the knowledge to get something done. Ideally, the skills are applied to the most appropriate tasks and practices in the organisation, thereby producing performance — results needed by the organisation.

Perceptions: Perceptions are a way of interpreting or coming to understand something. When people are stuck in solving a problem, it is often because they are stuck in how they see the situation.

Role: A role is the set of responsibilities or expected results associated with a job. A job usually includes several roles.
Skills: Skills are applying knowledge in an effective and efficient manner to get something done. One notices skills in an employee by their behaviours.
Task: A task is defined as a unit of work, that is, a set of activities needed to produce some result, e.g. vacuuming a carpet, writing a memo, sorting the mail, etc. Complex positions
in an organisation may include many tasks.
Training: This term is often interpreted as the activity when an expert and learner work together to effectively transfer information from the expert to the learner (to enhance a learner’s knowledge, attitudes or skills) so the learner can better perform a current task or job. 

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; these may be reviewed in the TEIA document SIT30116 Mapping Guide.     Assessors can use this mapping information to complete required assessment records.

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

Section Two contains the following information:

2.1   
Summative assessment

2.2
Solutions – general guidance

2.3 
Solutions – summative assessment

2.4
Evidence of competency

2.5
Assessment records
2.1
Summative assessment

Separate each assessment tool as required in the assessment process.
Task Overview

Preparation:

· Complete the short course - (Email – Margaret Dunn). As you work through this short course, you are to be completing the activities. The completed activities are to in word-processed files and stored in a digital folder. When activities are completed, the folder containing all finished activities is to be compressed and emailed as an attachment to your supervisor/teacher.

· Download and read the document titled Coaching Job Skills (Email – Margaret Dunn – Attachment).

· Research and read several related documents or websites on the process of coaching others in jobs (Internet and Monitor - Other Resources).

Starting your first work task:

· Read the first incoming email from XXX (Monitor).

· To achieve competency in the first stage of becoming a job coach, XXX has provided you with the Knowledge Test (Email – XXX – Attachment). 

· Complete the Knowledge Test to the best of your ability. Work through this workbook completing the activities. The completed questions are to be entered into the test document. When finished this is to email to your supervisor. Note that all questions must be answered and judged satisfactory by your supervisor before you may progress in this task.

Second work task:

· Read second incoming email from XXX (Monitor).

· The two Skill Tests (1 and 2) are attached to this email. Download them and read carefully. If you have questions, contact your supervisor immediately for clarification.

· When you have finished both Skills tests, the documents you have completed need to be emailed to your supervisor.
	What to submit
	Problems encountered and strategies used to overcome these

	Digital portfolio containing the responses to the activities found in the short online course, Coaching Job Skills.
Completed Knowledge Test.

Completed Skills Test 1 consisting of:

· Coaching Needs form

· Meeting Agenda with 4 workers

· Meeting Minutes

· Specific Coaching Needs

· Coaching Session Plan

· Draft email to supervisor

Completed Skills Test 2 consisting of:

· Media clip of discussion about the purpose of the coaching

· Media clip of the coaching session

· Coach Self-evaluation

· Meeting Agenda

· Meeting Minutes

· Progress Monitoring

· Analysis Report


	


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

· candidate’ s own experiences.
· candidate’ s workplace experiences.
· the trainer’s presentation, strategies and solutions.
· 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 is required to list a certain number of items, a more comprehensive listing of potential responses from which candidate responses may be drawn is provided. However, this list may not in all cases be definitive, and assessors should account for other possible correct responses.

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

· For activities that take place in the workplace or involve workplace documentation, an example response is provided. Assessors should consider whether the candidate has achieved the intent of the activity within the context of the workplace.

· For activities that involve writing reports or completing documentation provided, an example response is provided. 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
Task Eight
Knowledge Test
	Q1:
	What are eight (8) factors that may lead to the need for training or coaching in a workplace?
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

· New Staff induction

· A request from a colleague for coaching

· A direction from management to help a staff member

· Changes in procedures

· Changes in legal requirements

· A result of changes in workplace equipment.

· A result of personal observation of staff performance

· Following a customer complaint.



	Q2:
	Provide four (4) tips for a coach on how to explain a specific skill carefully to a trainee. 
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

· Speak slowly, clearly and accurately.
· Ask questions to confirm comprehension.
· Make references to the manufacturer’s instruction manual where appropriate.
· Use industry and establishment jargon as appropriate, but ensure full explanations are provided where necessary

	Q3:
	List three (3) persons within the organisation that should be kept informed of a trainee’s progress during an approved coaching program?
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

· The trainee/worker him/herself

· The supervisor

· Manager

· Team leader

· Owner of the business

	Q4:
	What are three (3) things a coach can do to support a worker who is receiving coaching to master a specific skill?
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

· Watch to ensure they are doing the task correctly. This means they are working safely, doing sub-tasks in the correct sequence, not wasting effort, time or product.

· Be ready to demonstrate a step again where and when necessary.

· Encourage, praise and congratulate when targets are met.

	Q5:
	When can coaching sessions be organised?
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

· Before or after work.
· In a simulated location, away from the actual workplace.
· On-the-job during work hours.

	Q6:
	Write at least four (4) ways to monitor a trainee’s workplace skills.  Answer in 60 - 80 words.
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

· Completing coaching checklists to ensure all learning outcomes/competency standards have been achieved.
· Questioning the learner to verify underpinning skills and knowledge and to evaluate the level of understanding of certain aspects.

· Visual observation. Watching the learner perform a task to verify their competence.
· Checking – using a measurable indicator to assess the workplace impact of the coaching to demonstrate the coaching has achieved its intended outcome.
· Using a few assessment tools.

	Q7:
	What are three (3) different types of skills in which training can be provided at Bunjappy?
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

· Customer service skills

· Selling or promoting products and services

· Technical or practical skills, such as operating equipment, making something or completing documentation.

	Q8:
	List any four (4) ways to detect performance problems or difficulties that could be addressed by coaching.
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

· Feedback from customers regarding their levels of satisfaction or dissatisfaction with products and services.

· Performance appraisals conducted in the workplace.

· Feedback from supervisors about the performance of individual staff.
· Observation of work performance.

	Q9:
	List six (6) reasons why an organisation may provide coaching to an employee.
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

· To increase product knowledge.

· To address a compliance requirement.

· To increase workplace safety.

· To reduce wastage.

· To increase productivity.

· To raise service delivery standards.

· To change an existing skill to one required or preferred by the employer. 

· To prepare the learner for extra duties, promotion or additional responsibilities.



	Q10:
	List six (6) points to consider when planning feedback to a worker/trainee.  
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

· Feedback is information-specific, issue-focused, and based on observations.

· Be direct when delivering your message.

· Be sincere and avoid giving mixed messages.

· In positive feedback situations, express appreciation.

· In negative feedback situations, express concern

· Give the feedback person-to-person, not through messengers of technology

· State observations, not interpretations.

	Q11:
	What types of underpinning knowledge must sometimes be conveyed along with specific skills when coaching a work colleague? (A minimum of three or more is required)
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

· Components required/ingredients.
· Knowledge of products or services

· Legislative requirements
· Workplace health and Safety / Codes of Conduct

· Underpinning skills, i.e. communication, interpersonal relationship

· Reasons for undertaking various tasks.


	Q12:
	What types of questions can be asked during a coaching session? What does each type of question achieve?
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

Open questions –

Closed questions - 


	Q13:
	List four (4) ways that training could be carried out within an organisation?
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

· On the job coaching
· Workshops

· Seminars

· Trade shows and conferences



	Q14:
	From a coaching point of view, explain the link between objectives and scope and why this link is so important. (Answer in 50 - 100 words.
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

When considering coaching, it is vital to factor in both scope and objectives. Once you have established the objectives that you seek to achieve with the coaching, you then need to decide on how best to achieve this and what needs to be included/excluded. This is where the scope is important, allowing one to eliminate and focus in, on the areas that will help to achieve the objectives, rather than an overly broad approach.

	Q15:
	Explain the following causes of performance problems or difficulties and offer one (1) solution for each of them. Answer in 30 - 50 words for each. 

· Breakdown in communication

· Lack of confidence

· Discrimination

· Language or cultural barriers 
	Satisfactory response

	
	
	Yes ☐

	No ☐


	Assessor judgement may be used. Answer may vary, but examples include:

Breakdown in communication – caused by an inability to express oneself properly and could be solved by creating a process around how communication should operate in the workplace.
Lack of confidence or shyness – could be an inherent personality issue or stem from nurturing. Solved by coaching aimed at focusing on achievement and assertion.
Discrimination – this is the unjust or prejudicial treatment of different categories of people, especially on the grounds of race, age, sex, or disability. Training could be made mandatory for all staff so that people understood it was illegal to discriminate and effective modelling of correct actions in the workplace should occur.

Language or cultural barriers – could cause misunderstandings and result in work failures. It is solved through language/culture coaching aimed at providing skills in missing areas and through effective team communication to develop an understanding of differences.

	Q16:
	Explain the following key principles of training.  Write your answer in 150-200 words.

· Explanation 

· Demonstration

· Review

· Listening to trainee explanation

· Observing and evaluating trainee demonstration

· Providing feedback
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

Key principles of training are:

Explanation – to be able to conduct a practical, individuals need a grasp of the theoretical components. This will also assist in their ability to understand and effectively carry out the activity. 

Demonstration – without a demonstration, individual will only theoretically understand how the process works and may not be able to complete the task as they encounter unexpected problems/situations that theory did not prepare them for.

Review- without a review of the process, individuals will not be able to pick on errors they made, nor understand what caused unfavourable outcomes.

Listening to trainee explanation – by having the trainee reiterate the explanation, they are re-affirming their understanding of the theory.

Observing and evaluating trainee demonstration – through a trainee demonstration, this further re-enforces the trainee’s grasp of theory, as well as their understanding of the actual process. It further allows gaps to be identified that require further practise and/or training to improve.

Providing feedback – through feedback, the trainee understands both the positives and negatives associated with their grasp of the training area and how to proceed in a confident manner in the future to continuously improve.

	Q17:
	In Bunjappy’s hotel, what would be requirements for the following:

· Two (2) work WHS legislative requirements

· Three (3) hygiene standards
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

WHS legislative requirements
· Worker representation of WHS committees

· Appropriate risk management strategies

· Reduction of hazards

Hygiene Standards

· Washing and sanitising of hands regularly

· Cover bandages and dressings on exposed parts of the body with a waterproof covering

· Remove loose jewellery and avoid wearing jewellery on hands and wrists.

· Regular cleaning and sanitising of restrooms.

	Q18:
	List four (4) ways a coach could support their trainee/fellow worker in the workplace.
	Satisfactory response

	
	
	Yes ☐
	No ☐

	Assessor judgement may be used. Answer may vary, but examples include:

· Be accessible to the learner.

· Be non-judgemental.

· Maintain confidentiality.

· Avoid giving the learner the impression they are intruding or interrupting.
· Provide honest but supportive feedback.


2.4
Evidence of competency

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

Rules of evidence

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

· valid – it must cover the performance evidence and knowledge evidence.
· sufficient – it must be enough to satisfy the competency.
· current – skills and knowledge must be up to date.
· authentic – it must be the learner’s own work and supporting documents must be genuine.

Principles of assessment

High quality assessments must be:

· fair – assessments are not discriminatory and do not disadvantage the candidate.
· flexible – assessments meet the candidate’ s needs and include an appropriate range of assessment methods.
· valid – assessments assess the unit/s of competency performance evidence and knowledge evidence.
· reliable – there is a common interpretation of the assessments.

Types of evidence

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

· work records such as position descriptions, performance reviews, developed products and processes. 

· third-party reports from customers, managers and/or supervisors.
· training records and other recognised qualifications.
· skills and knowledge assessments.
· volunteer work.

Gathering evidence

Evidence can be gathered through:

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

Evidence can also be gathered through:

· formative assessments: where assessment is progressive throughout the learning process and validated along the way by the trainer – also known as assessment for learning.
· summative assessment: where assessment is an exercise or simulation at the end of the learning process – also known as assessment of learning.

Evaluating evidence

The following steps may help you evaluate evidence.

	Step 1: Evidence is gathered.
	
	
	
	


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


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


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


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


2.5
Assessment records

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

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

· The Pre-Assessment Checklist helps the trainer determine if the learner is ready for assessment.

· The Self-Assessment Record allows the learner to assess their own abilities against the requirements of the unit of competency.

· The 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; list of items within the portfolio is to be recorded.

· 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 – SIRXHRM007
	Candidate’ s name:       
Unit of competency:  SIRXHRM007 Coach others in job skills
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
	
	     

	Knowledge Test
	
	     

	Portfolio – Short course
	
	     

	Skills Test 1
	
	     

	Skills Test 2
	
	     

	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 – SIRXHRM007
	Candidate’ s name:            
Unit of competency:  SIRXHRM007 Coach others in job skills
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 does assessment take place?       
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 – SIRXHRM007
	Candidate’ s name:       
	Part D

	Unit of competency:  SIRXHRM007 Coach others in job skills
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 successfully conduct effective coaching sessions within commercial time constraints by using key principles of training.
	
	
	
	     

	I can use effective communication techniques to communicate with colleagues in a coaching situation.
	
	
	
	     

	I can demonstrate skills to find outperformance problems or difficulties with training and refer or resolve to suitable person for follow-up along with it report progressing the appropriate person.
	
	
	
	     

	I can illustrate skills to the understanding of employees and give them a chance to practise their skills and ask questions.
	
	
	
	     

	I can demonstrate skills to recognise the need for coaching based on a range of factors as well as through discussion with colleagues and management.
	
	
	
	     

	I can explain the communication skills I am able to treat all customers with respect and tact during discussions.
	
	
	
	     

	I can discuss the whole purpose of training and exhibit specific skills along with its supportive assistance and observe the progress of new workplace skills.
	
	
	
	     

	I can successfully communicate the necessary knowledge and organisational procedures for finishing workplace tasks.
	
	
	
	     

	I have the skills to appraise the performance of colleagues during the work and deliver feedback in a constructive and supportive way.
	
	
	
	     

	I can write an email reporting progress and identified performance problems associated with coaching and, rectify and/or refer to appropriate persons for follow up.
	
	
	
	     

	I can review, evaluate and adjust the coaching/training plan for each person.
	
	
	
	     

	Candidate signature:
	     
	Date:
	     


Performance evidence checklist – SIRXHRM007
	Candidate’ s name:            

Unit of competency:  SIRXHRM007 Coach others in job skills
Trainer/assessor:           

Date:           

	Did the candidate demonstrate the following performance evidence (at least once)?
	Yes
	No
	N/A

	· Provide effective on-the job coaching to four different colleagues.
	
	
	

	· Address identified performance problems or difficulties experienced by colleagues in each of the above coaching sessions and rectify or refer as appropriate.
	
	
	

	· Evaluate colleagues’ performance and provide constructive feedback as part of above coaching sessions.
	
	
	

	· Demonstrate the following during each of the above coaching activities:

· clear communication and demonstration of the organisational tasks required of the colleague.
· completion of training within commercial time constraints.
· application of the key principles of training.
	
	
	

	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 – SIRXHRM007
	Candidate’ s name:            

Unit of competency:  SIRXHRM007 Coach others in job skills
Trainer/assessor:           

Date:           

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

	· Communication techniques suitable to a workplace training context
	
	
	

	· Objectives and scope of the coaching
	
	
	

	· Factors which impact need for coaching:
· direction from colleagues

· own observation and workplace experience

· request for coaching from colleagues to be coached
	
	
	

	· Key principles of training:

· explanation

· demonstration

· review

· listening to trainee explanation

· observing and evaluating trainee demonstration

· providing feedback
	
	
	

	· Legislative work health and safety and hygiene requirements
	
	
	

	· Possible causes of performance problems or difficulties:

· breakdown in communication

· inappropriate circumstances for coaching

· insufficient opportunity to practice

· language or cultural barriers

· shyness or lack of confidence.
	
	
	

	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 – SIRXHRM007
	Candidate’ s name:       
	Part E

	Unit of competency:  SIRXHRM007 Coach others in job skills
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 – SIRXHRM007
	Candidate’ s name:       
	Part F

	Unit of competency:  SIRXHRM007 Coach others in job skills
Trainer/assessor:                

Date:                

	

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

	Performance evidence 

Candidate demonstrates the ability to:
	Evidence provided/observation comments

	
	Provide effective on-the job coaching to four different colleagues.
	     

	
	Address identified performance problems or difficulties experienced by colleagues in each of the above coaching sessions and rectify or refer as appropriate.
	     

	
	Evaluate colleagues’ performance and provide constructive feedback as part of above coaching sessions.
	     

	
	Demonstrate the following during each of the above coaching activities:

· clear communication and demonstration of the organisational tasks required of the colleague.
· completion of training within commercial time constraints.

· application of the key principles of training.
	     

	Knowledge evidence
Candidate knows and understands:
	

	
	Key principles of fairness and equity in relation to interaction with colleagues and customers.
	     

	
	Key cultural and religious protocols of main social and cultural groups within Australian society.
	     

	
	Key cultural and religious protocols of main inbound tourist markets to Australia.
	     

	
	Different types of disability and their implications for the workplace.
	     

	
	Anti-discrimination policies for the industry and specific organisation.
	     

	
	Basic aspects of all government laws covering anti-discrimination.
	     

	
	Approaches to overcoming language barriers in the workplace.
	     

	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:
	 SITXHRM007 Coach others in job skills


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

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


	This report is being completed as:
	   Assessor Observation

    Third Party Report

	Name of Supervisor:
	     

	Position of Supervisor:
	     

	Workplace:
	     

	Address:
	     

	Telephone:
	     

	Email:
	     

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

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

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

	What is your relationship to the candidate?
	     

	How long have you worked with the person being assessed?
	     

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


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



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

	Successfully conduct effective coaching sessions within commercial time constraints by using key principles of training.
	
	

	Demonstrate skills to find outperformance problems or difficulties with training and refer or resolve to suitable person for follow-up along with it report progressing the appropriate person.
	
	

	Illustrate skills to the understanding of employees and give them a chance to practise their skills and ask questions.
	
	

	Demonstrate skills to recognise the need for coaching based on a range of factors as well as through discussion with colleagues and management.
	
	

	Discuss the whole purpose of training and exhibit specific skills along with its supportive assistance and observe the progress of new workplace skills.
	
	

	Reports worker’s progress and identified work performance plans.
	
	

	Review, evaluate and adjust the coaching/training plan for each person.
	
	

	Task 1
· Identify a person you have supported through coaching and share the process and success of the project with your supervisor.
	
	

	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 

 SIRXHRM007 Coach others in job skills 

	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 for on-the-job coaching.
	       

	1.1.
Identify need for coaching based on a range of factors.

1.2.
Identify specific coaching needs through discussion with colleague and organise coaching sessions.
	

	2. Coach colleagues on-the-job.
	       

	2.1.
Explain overall purpose of coaching to colleague.

2.2.
Explain and demonstrate specific skills.

2.3.
Communicate required knowledge and check colleague understanding.

2.4.
Advise organisational procedures for completing workplace tasks.

2.5.
Provide colleague with opportunity to practise skill and ask questions.

2.6.
Provide feedback in constructive and supportive manner.
	

	3. Follow-up coaching.
	      

	3.1.
Monitor progress of new workplace skills and provide supportive assistance.

3.2.
Report progress to the appropriate person.

3.3.
Identify performance problems or difficulties with coaching and rectify or refer to appropriate person for follow-up.
	

	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

SIT30122

Certificate III in Tourism

	
Tick if Qualification required

	
	SITTIND003
Source and use information on the tourism and travel industry*
	
	SITTIND003
Source and use information on the tourism and travel industry*

	
	SITXCCS014
Provide service to customers*
	
	SITXCCS014
Provide service to customers*

	
	SITXCOM007
Show social and cultural sensitivity*
	
	SITXCOM007
Show social and cultural sensitivity*

	
	SITXWHS005
Participate in safe work practices*
	
	SITXWHS005
Participate in safe work practices*

	
	SITHFAB021
Provide responsible service of alcohol (RCC)
	
	SITHFAB021
Provide responsible service of alcohol (RCC)

	
	SITHFAB025
Prepare and serve espresso coffee (RCC)
	
	SITHFAB025
Prepare and serve espresso coffee (RCC)

	
	SITHIND005
Use hygienic practices for hospitality service
	
	SITHIND005
Use hygienic practices for hospitality service

	
	SITXFSA005
Use hygienic practices for food safety
	
	SITXFSA005
Use hygienic practices for food safety

	
	HLTAID011
Provide first aid (RCC)
	
	HLTAID011
Provide first aid (RCC)

	
	SIRXMKT002 Use social media to engage customers
	
	SIRXMKT002 Use social media to engage customers

	
	SITXHRM007
Coach others in job skills
	
	SITXHRM007
Coach others in job skills

	
	SITXCCS010
Provide visitor information
	
	SITXCCS010
Provide visitor information

	
	BSBXCS303
Securely manage personally identifiable information and workplace information
	
	BSBXCS303
Securely manage personally identifiable information and workplace information

	
	BSBTEC303
Create electronic presentations
	
	BSBTEC303
Create electronic presentations

	
	SITXCCS011
Interact with customers
	
	SITXCCS011
Interact with customers

	
	ICTWEB306
Web presence social media
	
	ICTWEB306
Web presence social media


(4 core units asterisked and 11 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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