	Header



	BSBPEF201
Support personal wellbeing in the workplace

	Assessment Tool for BSB20120

	

	
	[image: image1.png]TEIA






All websites referred to in this resource were accessed and deemed appropriate at time of publication.

TEIA Ltd apologises unreservedly for any copyright infringement that may have occurred and invites copyright owners to contact TEIA so any violation may be rectified.
© 2021 TEIA
www.teia.edu.au
Ver. 1-0
Contents

1BSBPEF201 Support personal wellbeing in the workplace


1Introduction


2Section 1 - Unit of competency


31.1
Elements of competency and performance criteria


41.2
Assessment requirements


51.3
Dimensions of competency


61.4
Foundation skills


71.5
Skill sets


71.6
Recognition of prior learning (RPL)


81.7
Glossary of terms


11Section 2 - Assessment tools


122.1
Summative assessment


142.2
Solutions - General guidance


152.3
Solutions – Summative assessment


172.4
Evidence of competency


182.5
Assessment records


20Assessment instructions – BSBPEF201


21Pre-assessment checklist – BSBPEF201


22Self-assessment record – BSBPEF201


23Performance evidence checklist – BSBPEF201


24Knowledge evidence checklist – BSBPEF201


25Portfolio of evidence checklist – BSBPEF201


26Workplace assessment checklist – BSBPEF201


27Observation Checklist/Third Party Report


29Record of Assessment


31Request for Qualification Issue


33Glossary




Introduction
This set of assessment tools is for the unit of competency BSBPEF201 Support personal wellbeing in the workplace. 

The guide is divided into three sections:

Section 1:
Unit of competency

Section 2:
Assessment resources

Glossary (VET sector terminology)

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

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

The Business Training Package was developed by the Innovation & Business Skills Australia (IBSA) in consultation with industry stakeholders including employers, unions, peak bodies, professional associations, regulatory bodies, registered training organisations (RTOs) and other relevant parties. The training package specifies the skills and knowledge required to perform effectively in the business workplace.

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

This section outlines the requirements of the unit of competency BSBPEF201 Support personal wellbeing in the workplace 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 BSBPEF201 Support personal wellbeing in the workplace to the unit of competency.

	 BSBPEF201 Support personal wellbeing in the workplace
	Where covered in on-line course

	Element 1: Recognise factors that impact personal wellbeing

	1.1 
Identify personal factors that may impact on wellbeing
	Task 8

	1.2 
Identify workplace factors that may impact on wellbeing
	Task 8

	1.3 
Recognise relationship between personal wellbeing and identified workplace factors relevant to own role
	Task 8

	Element 2: Plan communication with supervisor

	2.1 
Select appropriate communication approach
	Task 8

	2.2 
Identify appropriate method for communication about wellbeing
	Task 8

	2.3 
Plan relevant content for communication including strategy for dealing with a negative response
	Task 8

	Element 3: Communicate with supervisor

	3.1 
Arrange communication with supervisor
	Task 8

	3.2 
Conduct communication according to developed plan
	Task 8

	3.3 
Review effectiveness of communication
	Task 8

	Element 4: Investigate available wellbeing resources

	4.1 
Identify and review wellbeing resources
	Task 8

	4.2 
Select appropriate wellbeing resources applicable to own workplace
	Task 8

	4.3 
Document method for accessing selected resources
	Task 8


1.2
Assessment requirements 

BSBPEF201 Support personal wellbeing in the workplace covers the outcomes, skills and knowledge required to advocate for and feel empowered about personal wellbeing in the workplace. It involves developing and applying basic knowledge of factors that may influence wellbeing, both positively and negatively.
It applies to individuals in a range of industry and workplace contexts, who work under direct supervision. It may also apply to learners who are preparing to enter the workforce.
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 BSBPEF201 Support personal wellbeing in the workplace consists of the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:

· develop a plan for communication with supervisor.
· identify and access one formal and one informal wellbeing resource.

During the above, the candidate must develop a plan to communicate with supervisor, including:

· factors that may impact on own wellbeing, both positively and negatively

· appropriate style of communication

· appropriate method of communication

· strategy to deal with negative response.
Knowledge evidence
The knowledge evidence within the unit BSBPEF201 Support personal wellbeing in the workplace consists of:

· common personal and workplace factors that may impact on wellbeing.
· advantages and disadvantages of different communication styles, including:

· passive

· assertive

· aggressive

· methods for communicating with a supervisor.
· key features of Employee Assistance Programs (EAPs)

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

Simulations and scenarios are acceptable. Simulated assessment environments must simulate the real-life working environment where these skills and knowledge would be performed, with all the relevant equipment and resources of that working environment.
The assessment environment must include access to challenges and situations to demonstrate the application of performance evidence.

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

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

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

	Dimensions of competency
	What it means

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

	Task management skills
	The candidate must manage 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:

This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Performance
Criteria
	Description

	Reading
	1.1, 1.2, 2.2, 2.3
	· Identifies and interprets textual information to determine job role and requirements.

	Oral Communication
	1.1, 1.2, 3.1, 3.2
	· Participates in discussions using clear language and features appropriate to audience.
· Uses listening and questioning techniques to request assistance and confirm understanding.

	Enterprise and initiative
	1.1, 1.2, 1.3, 2.1, 2.2, 2.3,
	· Identifies own responsibilities and performs role requirements.

	Teamwork
	3.2, 3.3
	· Establishes relationship with relevant personnel.

	Planning and organising
	2.1, 2.2, 2.3, 3.1, 3.2, 3.3, 4.1, 4.2, 4.3
	· Plans and organises tasks to achieve outcome within timeframes.
· Uses analytical skills to decide on effective techniques to support own wellbeing.

	Problem solving
	1.3, 2.1, 2.2, 2.3, 3.1, 3.2, 3.3, 4.1, 4.2, 4.3
	· Uses problem solving skills to address a range of issues, seeking advice of others, where necessary.


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

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

Your role is to:

· when planning your assessment program, identify where foundation skills are embedded in the unit of competency and how learners can demonstrate they have acquired the skills.
· encourage learners to record in the template that follows the Final Assessment the activities they have performed that demonstrate specific foundation skills; they can do this after completing each chapter in the learner guide.

1.5
Skill sets

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

Skill sets do not replace qualifications as the foundation for undertaking work in the community sector. Skill sets build on a relevant qualification and enable a qualified worker to move laterally into work areas addressed by the skill set or to broaden their skill base in relation to the services they provide.
1.6
Recognition of prior learning (RPL)

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

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

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

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

· Candidate’s Guide

· Forms

· Workplace Guide

1.7
Glossary of terms
This section provides some general understanding to many of the terms and concepts used in this Business unit of competency and qualifications.
Wherever possible and appropriate, knowledge should be contextualised to the learner’s workplace. For example, when dealing with organisational policies and procedures, look at the actual policies and procedures of the workplace.
Affect; affective state: feeling states such as emotions, moods, pleasure, pain.
Capabilities approach [or capability approach]: This is an approach to worker welfare that aims to promote capabilities or opportunities: roughly, the effective freedom to achieve good lives. The capabilities approach was developed as an alternative to views that focus on promoting well-being on the one hand (welfarism), or resources such as income and wealth on the other. The purpose of the capabilities approach is to secure adequate opportunities for people to achieve valued outcomes or activities. A major rationale for the capabilities approach is that it focuses on opportunities or freedoms, leaving well-being, happiness or other outcomes for individuals to secure themselves. Some theorists argue that this approach has less risk of paternalism.

Emotional well-being: Being in a generally positive emotional state, or happy. 

Flourishing: 
1. well-being (synonym). [There is some debate about whether these terms are genuinely synonymous, differing only in their connotations, or express different concepts. However, philosophical theories of "flourishing" and "well-being" are generally regarded as offering accounts of the same phenomenon: roughly, what it is for a person's life to go well for them.] 

2. a type of well-being involving nature-fulfilment; realizing one's potential

Good life: 
1. a life that is choice worthy or desirable, all things considered, typically including moral goodness as well as well-being.

2. well-being (synonym): a life that goes well for the person living it.

Happiness:
1. a broad state of mind, such as life satisfaction, pleasure, or emotional well-being, or some combination of such states. This appears to be the dominant sense of the term in contemporary English, as well as in empirical research. It denotes a psychological condition, being happy. This is usually regarded as distinct from the specific, and typically short-lived, emotion of feeling happy.

2. well-being or flourishing: a life that goes well for the person living it. This is an older and less common sense of the term, but is still in widespread use, especially in philosophical and theological writings. It tends to be associated with 'happy life', rather than 'being happy'. In this usage, the term embodies a value judgment, to the effect that the person is doing well, and better off than someone leading an unhappy life.

Happy, feeling: An emotion associated with smiling, and feelings like cheerfulness, joy or contentment. Often confused with the longer-term state of being happy; on standard theories of happiness, feeling happy is, at most, one aspect of being happy.

Life satisfaction: An attitude of being satisfied with one's life. More like a judgment than a feeling, though it may have emotional dimensions.

Nature-fulfillment: A state or process of fulfilling goals that are implicit in one's nature, or the kind of being one is.

synonyms: self-actualization; self-fulfilment; self-realization

Objectivism: An approach to a subject matter, such as well-being, that claims the phenomenon is at least somewhat independent of the individuals’ viewpoint.

Prudential value: The kind of value involved in well-being, having to do with what benefits a person, is good for her, serves her interests, makes her better off, or makes her life go well for her. This value is distinct from other types of value, such as moral value or aesthetic value.

Self-actualization:
1. self-fulfilment (synonym). More strongly connotes the realization of potential.

2. nature-fulfilment (synonym)
Self-fulfillment: 
1. a variety of nature-fulfilment focusing on goals that are implicit in the constitution of the self: who one is, as an individual, rather than (say) one's nature as a member of the human species.

2. nature-fulfilment (synonym).

Self-realization:
1. self-fulfilment (synonym). [More strongly connotes the realization of potential.]

2. nature-fulfilment (synonym)
Subjective well-being; SWB: A positive psychological response to one's life, including both affective states like pleasure or emotional well-being and more cognitive states like life satisfaction. The term is variously employed, and often serves as an umbrella term for the different states commonly termed happiness. In some uses it refers just to one of these states, such as life satisfaction.

Subjectivism: An approach to a subject matter, such as well-being, that claims the phenomenon is wholly dependent on the individual’s viewpoint. 
Welfare: Well-being (synonym). 'Welfare' has tended to be associated with approaches to well-being.
Welfarism: The view that well-being (or welfare) is a fundamental aim of moral or political decision-making. Welfarism is often associated with subjective approaches to well-being such as hedonism or desire theories but could involve any theory of well-being. Welfarism also need not commit one to utilitarian ethics, and indeed is probably compatible with most ethical theories. Many people object to the idea that well-being is the only fundamental moral concern citing the need for people to also have rights and other associated elements.
Well-being; wellbeing:
1. a life that goes well for the person living it; doing well; flourishing; thriving; a happy life. 

2. informal: Subjective well-being. Empirical research often appears to use 'well-being' as shorthand for subjective well-being, without committing to any value judgment about whether individuals are doing well or badly.

3. colloquial: a pleasant state of psychological and physical health. This is not a standard usage in well-being research but appears to be common in popular culture.

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 BSB20120 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

The assessment for this unit is contained in Task 8 of the virtual scenario. 
Training Program/Portfolio:
· Access, read and print as necessary Learning Resources (Task page - Personal Wellbeing) and Your Task 8 (Inbox). 

· Review the Employee Handbook (Email attachment and Intranet).
· Ensure you have basic competency in Microsoft Word (Virtual RTO).
· Use the Virtual RTO or alternate resources to gain intermediate skill in using Word (or an alternative, similar word-processing package), and Outlook (or an alternative, similar email/productivity package).
Task A – Reflecting on the issues related to wellbeing and a work situation: 

· Read the incoming email (Intray).
· Read the Your Task (Task page). 
· Reflect about work arriving late, taking your personal break and off work time and the stress of meeting unrealistic timelines. What are the problems or issues impacting on your wellbeing? What can be done to draw attention to the work problems and consider a few potential solutions to the issues. Construct your responses in the Reflective Journal using the template provided (Intranet).
	What to submit
	Problems encountered and strategies used to overcome these

	Complete Reflective Journal.

Email this to your supervisor (Teacher).
	


Task B – Preparing a communication plan to raise issues related to your wellbeing:

· Download the Communication Plan template (Intranet).
· Plan your communication strategy to apply with your supervisor, Mitchell Grasse, covering the scenario work issue.
	What to submit
	Problems encountered and strategies used to overcome these

	Completed Communication Plan addressing the scenario.

Email this to your supervisor (Teacher).
	


Task C – Evaluation of communication with your supervisor: 
· Download the Checklist – Effectiveness of Communication template (Intranet).

· Using the information provided in the Your Task document plus your completed work in Task A, conduct an evaluation of the imagined communication between yourself and Mitchell Grasse.
	What to submit
	Problems encountered and strategies used to overcome these

	Completed Checklist – Effectiveness of Communication.

Email this to your supervisor (Teacher).
	


Task D – Questionnaire: 
· Download the Questionnaire template (Task page).

· Complete the four questions in the document ensuring you use correct paragraphs, sentence forms, punctuation and spelling.

· Convert the document from MS Word format to Adobe Acrobat (PDF).
	What to submit
	Problems encountered and strategies used to overcome these

	Completed Questionnaire saved as a PDF document.

Email this to your supervisor (Teacher).
	


Task E – Complete the wellbeing quiz: 
· Complete the quiz and print out the result sheet.
	What to submit
	Problems encountered and strategies used to overcome these

	Email the printout of the result sheet to your supervisor (Teacher).
	


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 has to 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
Task A – Reflecting on the issues related to wellbeing and a work situation: 
· Reflect about work arriving late, taking your personal break and off work time and the stress of meeting unrealistic timelines. What are the problems or issues impacting on your wellbeing? What can be done to draw attention to the work problems and consider a few potential solutions to the issues. Construct your responses in the Reflective Journal using the template provided (Intranet).
Assessor judgement required. The candidate’s response must have the following components to be satisfactory:

· Each section of the Reflection Journal must be completed.
Task B – Preparing a communication plan to raise issues related to your wellbeing:

· This task requires the candidate to plan their communication strategy to apply with their supervisor, Mitchell Grasse, covering the scenario work issue.
Assessor judgement required. The candidate’s response must have the following components to be satisfactory:

· Each section of the Communication Plan must be completed. 
Task C – Evaluation of communication with your supervisor: 
· Complete the Checklist – Effectiveness of Communication template (Intranet).

Assessor judgement required. The candidate’s response must have the following components to be satisfactory:

· Each section of the Communication Plan must be completed. 

Task D – Questionnaire: 
· Complete the four questions in the document …
Assessor judgement will be required. A sample response to each of the questions is provided below:

Question 1

Identify at least two common factors in an individual’s personal life that can impact their wellbeing.

Family life, financial status, social network/friends, where the live (e.g. with family, in a flat, etc.), distance from workplace, 
Question 2

Identify at least two common factors in an individual’s work duties and roles that can impact their wellbeing.

Responsibilities of their job, work friends/acquaintances, respect offered by others, responsibility given, 
Question 3

What are at least two methods for communicating personal wellbeing matters with a supervisor?

Arranging a meeting, emailing, instant messaging, telephone call
Question 4

What do you feel are three benefits from using an Employee Assistance Program to support our workers?

· Lead to Increased Productivity
· Reduces workplace health and safety claims over personal conflict, bullying and stress within the workplace.
· Reduced healthcare costs, lower medical insurance usage, fewer disability claims, and fewer absences.

· Builds and encourages a positive work environment.
· Leads to increased staff retention.
The document must be presented as a PDF - the document must be converted from MS Word format to Adobe Acrobat (PDF).

Task E – Complete the wellbeing quiz: 
· The candidate must provide the results sheet from the quiz.
2.4
Evidence of competency

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

Rules of evidence

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

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

Principles of assessment

High quality assessments must be:

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

Types of evidence

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

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

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

· training records and other recognised qualifications

· skills and knowledge assessments

· volunteer work.

Gathering evidence

Evidence can be gathered through:

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

· structured activities.

Evidence can also be gathered through:

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

Evaluating evidence

The following steps may help you evaluate evidence.

	Step 1: Evidence is gathered.
	
	
	
	


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


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


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


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


2.5
Assessment records

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

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

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

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

· The 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 – BSBPEF201
	Candidate’ s name:       
Unit of competency:  BSBPEF201 Support personal wellbeing in the workplace
Trainer/assessor:       
Date:       

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

	
	Y/N
	Whole activity/ specific questions

	Candidate Self-assessment
	
	     

	Final assessment - 
	
	     

	Final assessment - 
	
	     

	Final assessment - 
	
	     

	Portfolio
	
	     

	Workplace Assessment 
	
	     

	Workplace Assessment (video)
	
	     

	Competency Conversation (using RPL)
	
	     

	Workplace Observation
	
	     

	Third Party Report
	
	     

	Other assessment activities as detailed below:
	
	

	     
	
	     

	     
	
	     

	     
	
	

	Candidate signature: 
	     
	Date:
	     

	Assessor/trainer signature: 
	     
	Date:
	     


Pre-assessment checklist – BSBPEF201
	Candidate’ s name:            
Unit of competency: BSBPEF201 Support personal wellbeing in the workplace
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 – BSBPEF201
	Candidate’ s name:       
	Part D

	Unit of competency:  BSBPEF201 Support personal wellbeing in the workplace
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 identify personal factors that influence my personal well-being.
	
	
	
	     

	I can identify work factors that influence my personal well-being.
	
	
	
	     

	I can explain how personal and work factors may impact on my well-being.
	
	
	
	     

	I can arrange time and ways of communicating with my supervisor.
	
	
	
	     

	I can use several ways to communicate with my supervisor.
	
	
	
	     

	I can seek assistance from colleagues when I face challenges at work.
	
	
	
	     

	I can identify factors that may influence my plan to communicate with others about my well-being.
	
	
	
	     

	I can communicate about my well-being with selected personnel (e.g. my supervisor).
	
	
	
	     

	I can identify resources that may support my well-being.
	
	
	
	     

	I can access resources and document how these will be used in supporting my well-being.
	
	
	
	     

	I can identify and plan opportunities for improvement in my well-being in discussion with colleagues.
	
	
	
	     

	Candidate signature:
	     
	Date:
	     


Performance evidence checklist – BSBPEF201 
	Candidate’s name:            

Unit of competency:  BSBPEF201 Support personal wellbeing in the workplace 

Trainer/assessor:           

Date:           

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

	· Develop a plan for communication with supervisor
	
	
	

	· Identify and access one formal and one informal wellbeing resource.
	
	
	

	During the above, the candidate must develop a plan to communicate with their supervisor by including:

	· Factors that may impact on own wellbeing, both positively and negatively
	
	
	

	· Appropriate style of communication
	
	
	

	· Appropriate method of communication
	
	
	

	· Strategy to deal with negative response.
	
	
	

	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 – BSBPEF201 
	Candidate’s name:            

Unit of competency:  BSBPEF201 Support personal wellbeing in the workplace
Trainer/assessor:           

Date:           

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

	· Common personal and workplace factors that may impact on wellbeing
	
	
	

	Advantages and disadvantages of different communication styles, including:

	· Passive
	
	
	

	· Assertive
	
	
	

	· Aggressive
	
	
	

	· Methods for communicating with a supervisor
	
	
	

	· Key features of Employee Assistance Programs (EAPS)
	
	
	

	· Common workplace resources for addressing wellbeing.
	
	
	

	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 – BSBPEF201 
	Candidate’s name:       
	Part E

	Unit of competency:  BSBPEF201 Support personal wellbeing in the workplace
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 – BSBPEF201 
	Candidate’s name:       
	Part F

	Unit of competency:  BSBPEF201 Support personal wellbeing in the workplace
Trainer/assessor:                

Date:                

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

	Performance evidence 

Candidate demonstrates the ability to:
	Evidence provided/observation comments


	
	Develop a plan for communication with supervisor
	     

	
	Identify and access one formal and one informal wellbeing resource.
	     

	
	During the above, the candidate must develop a plan to communicate with their supervisor by including:

· Factors that may impact on own wellbeing, both positively and negatively
· Appropriate style of communication
· Appropriate method of communication
· Strategy to deal with negative response.
	     

	Knowledge evidence
Candidate knows and understands:
	

	
	Common personal and workplace factors that may impact on wellbeing
	     

	
	Advantages and disadvantages of different communication styles, including:
Passive

Aggressive

Assertive
	     

	
	Methods for communicating with a supervisor
	     

	
	Key features of Employee Assistance Programs (EAPS)
	     

	
	Common workplace resources for addressing wellbeing.
	     

	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:
	BSBPEF201 Support personal wellbeing in the workplace


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

	Raise issues of well-being with appropriate personnel.
	
	

	Selects appropriate communication channels to raise issues with their supervisor.
	
	

	Prepares for a meeting with supervisors.
	
	

	Knows how and where to access resources and assistance about well-being.
	
	

	Task 1
· Ask the candidate to outline how they would raise an issue about their well-being over a work issue within the business.
	
	

	Comment (if relevant):
     

	Task 2
· Ask the candidate what is meant by well-being and what factors may cause their well-bring to be positive and negative.
	
	

	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 

 BSBPEF201 Support personal wellbeing in the workplace

	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. Recognise factors that impact personal wellbeing
	      

	1.1 
Identify personal factors that may impact on wellbeing

1.2 
Identify workplace factors that may impact on wellbeing

1.3 
Recognise relationship between personal wellbeing and identified workplace factors relevant to own role
	

	
	

	2. Plan communication with supervisor
	      

	2.1 
Select appropriate communication approach

2.2 
Identify appropriate method for communication about wellbeing

2.3 
Plan relevant content for communication including strategy for dealing with a negative response
	

	
	

	
	

	3. Communicate with supervisor
	      

	3.1 
Arrange communication with supervisor

3.2 
Conduct communication according to developed plan

3.3 
Review effectiveness of communication
	

	4.
Investigate available wellbeing resources
	      

	4.1 
Identify and review wellbeing resources

4.2 
Select appropriate wellbeing resources applicable to own workplace

4.3 
Document method for accessing selected resources
	

	Does the candidate meet all of the unit of competency’s requirements?

	
	Yes
	No

	· Critical evidence requirements met
	       

	· Underpinning knowledge and understanding demonstrated
	       

	· Key competencies / Employability skills demonstrated at appropriate level
	       

	· Sufficiency of evidence
	       

	


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

	
	
	
	


	Candidate is:

	Competent  
	
	Not competent currently       
	

	Withdrawn after participation
	
	Withdrawn without participation  
	

	Not seeking assessment  
	
	
	

	Signed by the assessor:                                                                          Date:       


	Feedback to candidate

       


Request for Qualification Issue

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

	Organisation:
	 


Qualification/Statements of Attainment Details

	Statement/s of Attainment
Units of Competency to be issued  

	  
Tick if SOA required
	Full Qualification

BSB20120 Certificate II in Workplace Skills

	
Tick if Qualification required

	
	BSBWHS211*
Contribute to the health and safety of self and others
	
	BSBWHS211*
Contribute to the health and safety of self and others

	
	BSBOPS201*
Work effectively in business environments
	
	BSBOPS201*
Work effectively in business environments

	
	BSBCMM211*   
Apply communication skills
	
	BSBCMM211*   
Apply communication skills

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

	
	BSBSUS211*
Participate in sustainable work practices
	
	BSBSUS211*
Participate in sustainable work practices

	
	BSBOPS203 
Support personal wellbeing in the workplace
	
	BSBOPS203 
Support personal wellbeing in the workplace

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

	
	BSBTEC203
Research using the Internet
	
	BSBTEC203
Research using the Internet

	
	BSBOPS203 
Deliver a service to customers
	
	BSBOPS203 
Deliver a service to customers

	
	BSBTEC201
Use business software applications
	
	BSBTEC201
Use business software applications

	
	
	
	

	
	
	
	


Qualification requirements:  5 core units (asterisk) and 5 elective units
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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