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	Qualification:
	Certificate III in Tourism 
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	Young people entering the workforce

	Date Implemented:
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The Training and Assessment Strategies and practice are the approach of, and method adopted by, an RTO with respect to training and assessment designed to enable learners to meet the requirements of the training package or accredited course. 

Glossary, Users’ Guide to the Standards for Registered Training Organisations (RTOs) 2015, ASQA, 2014
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1.
Qualification Overview

1.1
Identifying Information

This section states the information identifying the RTO and the training products, as well as the person authorising the use of the strategy document.

	RTO Name
	TEIA Ltd

	RTO Code
	5811

	Training Package Code
	SIT

	Training Package Title
	Tourism, Travel and Hospitality Training Package

	Version (Release) of Training Package
	1.0
	Status
	Current
	 FORMCHECKBOX 


	
	
	
	Superseded
	 FORMCHECKBOX 


	Qualification Code
	SIT30122

	Qualification Title
	Certificate III in Tourism

	Delivery Period
	13 June 2022 – 30 December 2025

	Contact Person
	John Clark

	Contact Details
	jclark@teia.edu.au

	Authorised By
	John Clark


1.2
Qualification Packaging Rules
Based on information available from www.training.gov.au the following packaging rules apply for completion of this qualification:

	Total Number of Units
	15

	Number of Core Units
	4

	Number of Elective Units
	11 
(5 units from Group A OR 6 units from Group B OR at least 3 units from Group C OR 6 units from Group D with remaining units selected from any group or current Training Package)


	Other notes (imported units, levels of units, etc)
	All elective units are drawn from the qualification’s suggested list. Selection of elective units is based on their contribution to the desired vocational outcome as required for target learners.


1.3
Units of Competency

Consistent with the qualification packaging rules, the units listed below will be delivered for this qualification. The code and title of each unit is provided as well as an indication of core, elective (Elec), pre-requisite (Pre), licensing requirements (Lic) and Elective Group (Grp).
	Code
	Title
	Core
	Elec
	Pre
	Lic
	Grp
	Task

	SITTIND003

	Source and use information on the tourism and travel industry
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	5

	SITXCCS014
	Provide service to customers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	7

	SITXCOM007
	Show social and cultural sensitivity
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	2

	SITXWHS005
	Participate in safe work practices
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	1

	SITHFAB021
	Provide responsible service of alcohol (Group E)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	E
	Prac

	SITHFAB025
	Prepare and serve espresso coffee (Group E)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	E
	Prac

	SITHIND005
	Use hygienic practices for hospitality service (Group E)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	E
	4

	SITXFSA005
	Use hygienic practices for food safety (Group E)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	E
	4

	SITXHRM007
	Coach others in job skills (Group E)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	E
	8

	SITXCCS011
	Interact with customers (Group E)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	E
	7

	SITXCCS010
	Provide visitor information (Group A)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	A
	3

	SITTTVL001
	Access and interpret product information
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	A
	6

	SITTTVL004
	Sell tourism products or services
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	A
	9

	SITTTVL003
	Provide advice on Australian destinations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	A
	9

	SITTTVL005
	Prepare customer quotations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	A
	10


	Description of licensing requirements 
	No licensing requirements attached to this qualification.



1.4
Learners & Clients 

	The target group was identified through the following mechanisms:

· Review of industries’ need and course alignments conducted by local Chamber of Commerce and industry groups meeting
•
Requests and commitments received from education providers (i.e. Trade Training Centre, Lifelong Learning, Local secondary schools. P. & C., …other client groups)

· Review of required skills for entry level vocational placement in a range of enterprises and industries

· Direct request by the client

Further consultation in the development of virtual work scenario occurred with industry representatives and national training groups.

The key clients for this qualification are persons wishing to enter the industry, persons working in the industry wishing to enhance their skills and existing participants in the industry who require recognition of their competencies.  This group may include:

· Business administration personnel

· Office staff

· Administration Assistants

The target group will also include young people who seek a VET qualification as part of their Queensland Certificate of Education and/or seek core skills and understandings that will assist them in entering the workforce.


2.
Course Delivery
2.1
Environment & Location
	The environment where the qualification will be delivered includes:
 FORMCHECKBOX 

 Institutional delivery
 FORMCHECKBOX 

 Virtual scenario of work environment 
 FORMCHECKBOX 

 Work in industry/work placement
 FORMCHECKBOX 

Flexible learning/delivery


	The location of training facilities for this target group are:
1. School of Distance Education, Brisk Street, Charters Towers
2. Virtual classrooms, on-line repositories, and teleconference facilities
3. Various industries where students may work and/or have formal work placement


2.2
Duration & Amount of Training
	The Volume of Learning for a Certificate III in Tourism (SIT30122) is distributed across a two-year course. It consists of approximately 562 to 592 hours of training engagement. The amount of training comprises of approximately:
· 210 hours of supervised instruction

· 240 hours of unsupervised activities

· Up to 120 hours of work placement (While there is no mandatory vocational placement for this qualification, it is however recommended by the Registered Training Organization, after consultation with industry stakeholders, that some experience in a business setting is recommended. Where a candidate is not currently working in the industry, the RTO may require up to 160 hours of work placement.)
· 30 hours of individual engagement with the trainer
*Note: The nominal hours for the Certificate III in Tourism, dependent upon the electives selected, is between 562 hours and 592 hours as outlined in the SIT Tourism, Travel and Hospitality Training Package Victorian Purchasing Guide.


2.3
Mode of Delivery
	Delivery will mainly be:
 FORMCHECKBOX 

 Face to face
 FORMCHECKBOX 

 Virtual classroom
 FORMCHECKBOX 

 Online activities

 FORMCHECKBOX 

 Correspondence
 FORMCHECKBOX 

 On-the-job (Number of days/hours: up to 160 hrs per annum)
 FORMCHECKBOX 

 Supported e-learning 
 FORMCHECKBOX 

 Other (describe)      
This course is delivered through a multi-mode approach. It combines face-to-face trainer led theory classes, practical sessions involving small group and individual activities, independent learning, use of simulated work environments, flexible delivery and on-the-job approaches including RPL.
For each task, candidates are provided with training resources, which include all materials used in the training sessions, assessment materials and reference materials.

The learning materials for this course also support self-paced learning and are digital in nature. Students are provided with access to the courses through on-line learning management systems (i.e. Moodle and TEIA).


2.4
Pathways

	Study Pathways

The further study pathways available to learners who undertake this qualification include:
· SIT40122 - Certificate IV in Travel and Tourism, or
·  a range of other Certificate IV qualifications.
Note: This RTO does not offer all qualifications listed above in possible pathways.
Employment Pathways

The following employment pathways are available to students who complete this qualification:
· General employment in a supervised business/administration environment


2.5
Entry Requirements

	There are no specific course entry requirements. While there are no prerequisites for this qualification, it is recommended that candidates have:

•
Completion of Year 10

•
Sound literacy skills

•
Sound numeracy skills

•
Ability to use a computer
The SIT30122 overview provided in the Business Services Training Package advises that potential SIT30122 candidates be fully aware of the expectations inherent in this qualification and the future roles it encompasses.  All potential candidates will be directed to the RTO’s website where specific information explains:

•
The underpinning literacy, language and numeracy skills required

•
The outcomes expected of persons holding this qualification
•
The skills embedded within the units of competency, i.e. information and communication technologies; interpersonal relationships

•
Employability skills which are an integral component of this qualification

•
The importance of candidates’ vocational and content expertise that will provide the context for their own training and assessment 

•
The requirement that candidates can access a workplace environment in which to practise their industry competencies

•
The workload, content and resources implications of undertaking the course.


2.6
Foundation Skills
	The following Foundation Skills will be developed through this course

Skill
Industry or enterprise requirements for this qualification include:
Communication
· communicating verbally with others in negotiation, training and questioning

· writing a range of simple documentation and communications
Teamwork
· completing individual tasks to support team goals 

· conveying workplace procedures and work instructions to team members
Problem-solving
· resolving issues and conflicts with team members 

· using manuals and other documentation to overcome problems with information technology or other office equipment
Initiative and enterprise
· demonstrating individual responsibility for completing tasks 

· suggesting improvements to support the development of improved work practices and team effectiveness
Planning and organising
· contributing to planning processes with team members to meet expected outcomes

· gathering, organising and applying workplace information for the organisation's work processes and information systems
Self-management
· identifying development needs and seeking training to fill needs

· monitoring and recording the performance of own work area
Learning
· developing a comprehensive knowledge and understanding of products and services 

· identifying priorities and pursuing personal work goals according to organisational objectives
Technology
· using information communication technology to communicate with team members or clients 

· using word processing packages, spreadsheets or databases to produce written correspondence and reports




2.7
Recognition Processes

	Learners may have their competency from prior learning and work experience recognised in this qualification through a Recognition of Prior Learning pathway.
There will be some candidates who see recognition of existing competencies for this course.  For this group a Recognition of Prior Learning (RPL) or assessment only approach is established that seeks evidence that reflects the competencies within the context of a work environment.
For further information on this pathway refer to the RTO’s SIT30122 RPL Kit.


2.8
Educational & Support Services 
In accordance with the Standards for RTOs 2015, at a minimum, support should include:
· Identifying specific requirements (such as literacy, numeracy, English language or physical capabilities) learners would need to complete each course, and

· Developing strategies to make support available where gaps are identified.

	The following support will be available to learners:
· Where an assessor has concerns about the levels of functional literacy and numeracy of a student, they may access the following tests:

· PAT-R Comprehension, ACER Site,  Logon details available from TEIA Office

· PAT-R Grammar, Punctuation and Written Spelling, ACER Site,  Logon details available from TEIA Office

· Access to Language, Literacy and Numeracy support through the programs: Core 10 Maths, Core 10 English and BSBK. These courses are available in TEIA’s Moodle Learning Management System (under General Education)

· Provision of ICT training in both group and one on one situations

· Ongoing access to trainers through emails, telephone and booked tutorial sessions

· Technology training sessions 

· Access to appropriate communication technologies, e.g. teleconferencing, LMS, etc.

The following processes will be applied for students considered to be at risk:
· Review of student’s progress to identify reasons behind difficulties

· Negotiation of a retrieval program between trainer and student to develop an individual learning plan 

· Offer of additional support as identified in learning plan

· Where retrieval is considered unlikely, identifying alternate outcomes that may benefit the student and move towards their vocational aspirations, i.e. migration to another course and maximizing credit transfer.
Special consideration to ensure flexibility and fairness is possible at the discretion of the assessor after consideration of the candidate’s circumstances.  Any reasonable adjustment must not compromise the outcomes of the unit or the integrity of the credential.  Reasonable adjustments may take the form of additional support during assessment (e.g. use of specific equipment, additional time, etc).  All incidents of special consideration/reasonable adjustments are to be recorded and must be included in the next moderation activity of this course.


2.9
Physical Resources

	All staff involved in the delivery and assessment of this qualification have:
 FORMCHECKBOX 

Direct access to the current version of the units of competency, assessment requirements, relevant Training Package and companion volumes
 FORMCHECKBOX 

Access to appropriate support materials relevant to their areas of delivery and assessment
 FORMCHECKBOX 

Access to the latest copy of assessment tools used for this program through the RTO’s online repository
 FORMCHECKBOX 

Access to training and assessment resources to meet the requirements of learners with special needs including procedures for making reasonable adjustments to the assessment process
 FORMCHECKBOX 

Access to equipment and facilities to meet the requirements of each unit of competency and successfully implement the program (further information provided below).

Specifically, the following physical resources are available for the delivery and assessment of the units of competency selected for this qualification. 
1. Course content, by unit, and course resources contained in DET Learning Management System, Blackboard, accessible to all trainers and students

2. Course content, by unit, and course resources contained in TEIA’s Learning Management System, Moodle, accessible to all trainers and students

3. Procedural, training and assessment resources available from TEIA’s on-line repository accessible to trainers and assessors.

4. Printed training and assessment guides from commercial suppliers to be used as additional generic resources available to trainers and assessors. Held by these personnel.

5. Literacy, Language and Numeracy testing available through ACER on-line standardized tests (under subscription)

	The following physical resources owned by external organisations are available for use during delivery and assessment. An Agreement outlines the details of these arrangements.  
· Dalrymple Trade Training Centre
· Virtual learning networks, texts, media and software applications through the Schools of Distance Education


2.10
Learning Resources

	The following learning resources will be available to ensure learners are able to obtain and absorb the required skills and knowledge required prior to assessment:
1. Course content, by unit, and course resources contained in DET Learning Management System (LMS), Blackboard, accessible to all trainers and students

2. Backup Learning Management System (LMS), Moodle, for emergent and non-departmental use, accessible to all trainers and students

3. Curriculum resources held by Queensland’s Department of Education schools

4. Curriculum resources available from the following resource sites:

a. Queensland Curriculum and Assessment Authority (www.qcaa.qld.gov.au)  

b. Australian Curriculum Assessment and Reporting Authority (www.acara.edu.au)   

c. Queensland Department of Education’s Learning Place (www.learningplace.com.au)   


3
Course Structure & Delivery Plan

The units of competency will be delivered as:

 FORMCHECKBOX 

 Stand-alone units


 FORMCHECKBOX 

 Clusters of units


 FORMCHECKBOX 

 Combination of stand-alone and clustered
The table below provides a description of the theme or topic and sequencing of units throughout the program. It also outlines the delivery schedule, the learning materials required, the mode (face-to-face, online, workplace, etc) and the hours required. An indication is given if assessment will occur (refer to assessment section for more information)
	Week
	Topic/Theme
	Unit/s of Competency (Code)
	Delivery Mode1
	Hours
	Resources Required2
(Learning, Physical etc)
	Assessment

	1-8
	Task One 
	
	VC, OA, OJ, FF
	130
	LMS, DVD, ONL, PRT
	 FORMCHECKBOX 


	9-16
	Task Two 
	
	VC, OA, OJ, FF
	130
	LMS, DVD, ONL, PRT
	 FORMCHECKBOX 


	17-24
	Task Three 
	
	VC, OA, OJ, FF
	130
	LMS, DVD, ONL, PRT
	 FORMCHECKBOX 


	25-32
	Task Four 
	
	VC, OA, OJ, FF
	130
	LMS, DVD, ONL, PRT
	 FORMCHECKBOX 


	33-40
	Task Five 
	
	VC, OA, OJ, FF
	130
	LMS, DVD, ONL, PRT
	 FORMCHECKBOX 


	41-48
	Task Six 
	
	VC, OA, OJ, FF
	130
	LMS, DVD, ONL, PRT
	 FORMCHECKBOX 


	49-56
	Task Seven 
	
	VC, OA, OJ, FF
	130
	LMS, DVD, ONL, PRT
	 FORMCHECKBOX 


	57-64
	Task Eight 
	
	VC, OA, OJ, FF
	130
	LMS, DVD, ONL, PRT
	 FORMCHECKBOX 


	65-72
	Task Nine 
	
	VC, OA, OJ, FF
	130
	LMS, DVD, ONL, PRT
	 FORMCHECKBOX 


	73-80
	Task Ten 
	
	VC, OA, OJ, FF
	130
	LMS, DVD, ONL, PRT
	 FORMCHECKBOX 



1 Mode of Delivery legend: FF = Face to face; VC = Virtual Classroom; OA = Online activities; CC = Correspondence; OJ = On the Job; OT = Other

2 Resources Required legend: LMS = Learning Management System; DVD = Disk resource; ONL = On-line resources in repositories; PRT = Printed resources
4.
Assessment
4.1
Evidence Gathering Techniques


The following table provides a general overview of the evidence gathering techniques that will be used to assess each unit of competency. Assessors will select the appropriate tools from those provided as a means of gathering sufficient and valid evidence, in a range of contexts, to meet the requirements of the training package. The evidence gathered will then inform the assessor’s decision regarding competence.


More detailed information regarding the assessment of each unit of competency may be found in the assessment tool for each unit of competency.  Assessment tools are accessible through the TEIA on-line repository for trainers and assessors (www.teia.edu.au  – login details required). 

Technique Legend

Examples of techniques may include observation of performance, questioning, workbooks, practical tasks, simulation, interviews, third party reports, etc. The techniques used for this qualification and target group are as follows:

	A
	Practical Work Tasks

	B
	Competency Conversations

	C
	Scenarios / Case Studies

	D
	Written activities / Short Answers

	E
	Work Journal / Portfolio

	F
	Observation / Third Party Report


Assessment Matrix

	Unit Code
	Unit Title
	Technique (refer to legend)

	
	
	A
	B
	C
	D
	E
	F
	 Notes regarding timing and specific resources required

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

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Task 6

	SITXCCS014
	Provide service to customers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Task 7

	SITXCOM007
	Show social and cultural sensitivity
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Task 2

	SITXWHS005
	Participate in safe work practices
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Task 1

	SITHFAB021
	Provide responsible service of alcohol (Group E)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Prac

	SITHFAB025
	Prepare and serve espresso coffee (Group E)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Prac

	SITHIND005
	Use hygienic practices for hospitality service (Group E)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Task 4

	SITXFSA005
	Use hygienic practices for food safety (Group E)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Task 4

	SITXHRM007
	Coach others in job skills (Group E)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	External

	SITXCCS011
	Interact with customers (Group E)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Task 9

	SITXCCS010
	Provide visitor information (Group A)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Task 8

	SITTTVL001
	Access and interpret product information
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Task 3

	SITTTVL004
	Sell tourism products or services
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Task 5

	SITTTVL003
	Provide advice on Australian destinations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Task 10

	SITTTVL005
	Prepare customer quotations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Task 7

	Please note adjustments required to cater for different learner requirements:

Special consideration to ensure flexibility and fairness is possible at the discretion of the assessor after consideration of the candidate’s circumstances.  Any reasonable adjustment must not compromise the outcomes of the unit or the integrity of the credential.  Reasonable adjustments may take the form of additional support during assessment (e.g. use of specific equipment, additional time, etc).  All incidents of special consideration/reasonable adjustments are to be recorded and must be included in the next moderation activity of this course.


5.
Human Resources

The requirements of clauses 1.1-1.16 of the Standards for RTOs 2015 are the basis of this RTO directive. The RTO ensures all trainers and assessors comply with these requirements and copies of qualifications are stored together with the PD evidence with the trainer/assessor profile within the Staff section of the RTO’s filing system held at its offices.

The table below summarises the requirements for trainers and assessors. 
	Role
	Vocational Competence
	Current Industry Skills
	Trainer and Assessor PD
	2019
No equivalence

	Vocational 
Training Areas
	Trainer/Assessor
	(
	(
	(
	SIT30122 or a higher-level qualification in business or extensive experience in business administration (office) mapped to the requirements of this qualification.


	Training and Assessment Qualifications
	Trainer
	(
	(
	(
	The person must hold one of the following credentials to deliver training and assessment:

	
	Assessor
	(
	(
	(
	1. TAE40116 Certificate IV in Training and Assessment
2. A diploma or higher-level qualification in adult education.


Documentation is kept for each trainer/assessor to demonstrate their competence and currency in line with the relevant directive described above. These documents are held on file and stored in the Staff section of their filing system held in the TEIA offices. 

Note: It is a requirement of this RTO that all persons delivering accredited training hold, as a minimum, the TAE40116 qualification.Staff Matrix
	Staff Member/s
	Trainer
	Assessor
	Train/Assess Qualification
	Vocational Qualification
	Training arrangements (team teaching, working under supervision, etc)
	Units of Competency Delivering/Assessing

	Trainer/Assessor’s Name
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	TAE40116

	List specific vocational qualifications the person has
	Trainer/Assessor
	List the units of competency held by the person

	Trainer/Assessor’s Name
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	TAE40116

	List specific vocational qualifications the person has
	Trainer/Assessor
	List the units of competency held by the person

	Trainer/Assessor’s Name
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	TAE40116

	List specific vocational qualifications the person has
	Trainer/Assessor
	List the units of competency held by the person


6.
Assessment Moderation
6.1
Moderation Meetings 

Moderation meetings will be held according to a set schedule to ensure a systematic approach. This is separate to the validation process and is intended to ensure reliable judgements have been made prior to issuing results to learners.
Moderation of judgements will occur on a regular basis, prior to issuing results to students, at least every semester. The moderation process involves the review of samples folios of evidence (assessments and RPL submissions) to confirm reliability and consistency of judgements that meet the requirements of the training package as well as meet industry standards. Materials such as learning and reference materials, training package assessment guidelines, feedback forms and other resources will be utilised.
During moderation meetings, the underpinning moderation principle of the previous decision maker not being involved in the discussions, will apply.

Discussions and recommendations during moderation meetings will be recorded on the RTO’s Moderation Record Form and stored in the RTO’s online storage area.
6.2
Validation 

Validation will occur in alignment with the RTO’s 5 year plan. Refer to the plan/schedule in the RTO’s office filing system, the RTO’s online trainer/assessor repository under ‘Forms’ or in its online storage area.
6.3
Assessment Feedback

	Feedback and input from students and other stakeholders will be sought, analysed and acted upon, where necessary, on a regular basis. Information gained will form part of any review of materials and in the validation and moderation processes. Feedback will be sought through the following process:
· A student feedback form collected online as each student completes their training and assessment within a course. The links to the survey are embedded within all on-line courses).

· Materials Improvement forms completed by students as they work through their courses. The links to the forms are embedded within all on-line courses).

· Industry consultation forums conducted with representatives of the relevant industries at least annually.

· A review of assessment through a state level, two-day validation and moderation workshop held annually.

· The collected data will be analysed and acted upon as required (i.e. Materials Improvement prioritized and placed in ongoing development process; Other issues reviewed on a biennial basis). Information gained will form part of any review of materials and in the validation and moderation processes.


6.4
Transition Arrangements

	The RTO Manager is subscribed to the following email updates to ensure the RTO is advised of any changes to the Training Package:

	 FORMCHECKBOX 

 Australian Skills Quality Authority
 FORMCHECKBOX 

 Training.gov.au
 FORMCHECKBOX 

 Community Services and Health Industry Industry Skills Council

 FORMCHECKBOX 

 Innovations and Business Skills Australia
 FORMCHECKBOX 

 Velg Training Newsletters

 FORMCHECKBOX 

 Other – Specify:

 FORMCHECKBOX 

 Other – Specify:
 FORMCHECKBOX 

 Government Skills Australia

 FORMCHECKBOX 

 Agrifoods Australia

	When there is a change to the Training Package that impacts on this TAS, the RTO Manager will notify all staff affected as soon as possible. This will be through the automated email system attached to changes in resources and content of TEIA’s on-line repository and monthly newsletters. 
The RTO complies with clauses 1.26 & 1.27 of the Standards for RTOs 2015. When there are major changes to the Training Package, the RTO Manager and management team will review the changes made and create a plan to transition to the new training package requirements and cater for completion arrangements for students where possible. The progress of the transition will be monitored by the RTO Manager and the management team.
Transition arrangements must be completed within 12 months of changes being published on training.gov.au for superseded qualifications and two years for deleted training products (except Skill Sets and units of competency which are 12 months).


7.
Review of Training and Assessment Strategy (TAS)


This TAS will be reviewed as required by changes to the Training Package, organisational resources and in meeting individual client needs. A systematic approach will also be used to review the TAS and any recommended changes will be discussed by trainers, assessors, the RTO Manager and Management Team. These changes will be implemented when/if approved.

Approved by:

	RTO Manager Name:
	Insert RTO’s manager’s name 

	RTO Manager Signature:


	

	Date:
	Date


TEIA, 1-1

2 of 2

