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Introduction
This set of assessment tools is for the unit of competency BSBTEC203 Research using the Internet. 

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 BSBTEC203 Research using the Internet 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 BSBTEC203 Research using the Internet to the unit of competency.

	 BSBTEC203 Research using the Internet
	Where covered in on-line course

	Element 1: Plan research

	1.1 
Confirm task requirements
	Task 6

	1.2 
Identify research objectives in consultation with relevant stakeholders
	Task 6

	1.3 
Identify potential sources for research information according to organisational policies and procedures
	Task 6

	1.4 
Select application and search engine according to organisational policies and procedures
	Task 6

	1.5 
Plan key search terms to be used in research
	Task 6

	Element 2: Conduct research

	2.1 
Power up digital device and access internet using selected application
	Task 6

	2.2 
Open search engine according to research plan
	Task 6

	2.3 
Enter search terms according to research plan
	Task 6

	2.4 
Collect information according to research plan and organisational policies and procedures
	Task 6

	2.5 
Use relevant help functions to overcome simple issues, where required
	Task 6

	Element 3: Present research

	3.1 
Document information collected according to task requirements
	Task 6

	3.2 
Deliver document to relevant stakeholders according to organisational policies and procedures
	Task 6


1.2
Assessment requirements 

BSBTEC203 Research using the Internet covers the outcomes, skills and knowledge required to plan, conduct and present research using the internet within an organisational context.

The unit applies to individuals who perform a range of routine tasks in the workplace, using a limited range of practical skills and fundamental knowledge of research in a defined context, under direct supervision or with limited individual responsibility.

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 BSBTEC203 Research using the Internet consists of the candidate completing tasks outlined in the elements, performance criteria and foundation skills on at least three occasions, plan, conduct, and present research on a work task using the internet.
Knowledge evidence
The knowledge evidence within the unit BSBTEC203 Research using the Internet consists of the candidate demonstrating knowledge outlined in the elements, performance criteria and foundation skills:

· key elements of basic research methods

· key functions of required applications

· relevant organisational policies and procedures

· key principles of documenting research. 
Assessment conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.

This includes access to:

· device user information

· relevant organisational policies and procedures

· workplace documentation and resources. 

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.
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, 1.3, 1.4, 1.5, 2.4, 2.5
	· Recognises textual information within organisational and task requirements to determine work requirements

	Writing
	2.4, 2.5, 3.1
	· Records numerical and textual information in accordance with requirements of task

	Oral Communication
	1.1, 1.2, 3.2
	· Participates in a variety of spoken exchanges with relevant stakeholders to clarify research purpose, audience and presentation requirements

	Self-management
	1.3, 1.4, 1.5, 2.1, 2.2, 2.3, 2.5
	· Recognises and follows explicit and implicit protocols and meets expectations associated with own role

	Technology
	1.4, 2.1, 2.2, 2.3, 2.5
	· Understands functions and features of specific digital applications and uses these to perform work tasks


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

Remember that the learner may not necessarily need all 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
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.
Abstract: A summary of the content of a book, article, speech, report, dissertation, etc. In scholarly journals, the abstract usually appears at the beginning of an article, after the article title and author(s) name(s), and before the text.

Agent: On the Internet, a software program that automatically gathers information.

Almanac: An annual publication containing useful statistics and facts, both current and retrospective.

Annotation: A critical or explanatory note, usually included in a bibliographical reference or citation, which may provide information about the author and content of the work cited.

Archive: On the Internet, a repository of stored files which is accessible by Anonymous FTP. The term also describes a collection of computer files that has been grouped together and stored under one file name. It may also be an organized collection of the noncurrent records of an institution, government, organization, or corporate body, or the personal papers of an individual or family, preserved in a repository for their historical value. 

Article: A work of prose, usually on a specific topic, identified by its title (or heading) and often by its author(s), and published in a book or periodical containing several such works.

Asynchronous communication: Communication which ocurs intermittently, not in "real time". E-mail is an asynchronous means of communication. See also synchronous communication.

Avatar: A pictorial symbol used to represent yourself in online social settings such as message boards, Second Life, gaming, etc. Examples of avatar symbols include manga or cartoon characters, animals, photographs, short video clips, etc. Avatars can be static (simple image file) or animated (moving picture or video).

Bibliography: A list of references for further research and reading at the end of a paper, book or article. 

Bits per second: The data transfer rate that specifies the number of bits that a computer system can transmit per second. The latest computer modems are designed to allow transfer rates up to 56 thousand bits per second although the quality of telephone lines can reduce the transfer speed. Cable modems, DSL and network connections provide much higher transfer speeds than computer modems.

Blog: A short form for weblog, a personal journal published on the Web. Blogs frequently include philosophical reflections, opinions on the Internet and social issues, and provide a "log" of the author's favourite Web links. Blogs are usually presented in journal style with a new entry each day.

Book: A collection of leaves of paper, parchment, vellum, or other material (whether written, printed, or blank), affixed in in some manner to one another, with or without a case or cover. Also, a literary work or one of its volumes. See also eBook.

Boolean operator: A word (AND, OR, or NOT) that helps you narrow, broaden, or refine the scope of a keyword search. On the Internet, you can use Boolean operators with most search engines and databases.

Boolean searching: A method of combining concepts in keyword searching which allows the searcher to use three logical commands (sometimes called "operators").

The OR command is used to expand or broaden search results by including synonyms and related terms.

Example Search statement: violence OR conflict OR aggression

The AND command is used to narrow search results. Each time another concept is added using "AND" the search becomes more specific. In some online catalogs, and electronic databases, the "AND" command is implicit -- there is no need to type it in a keyword search.

Example Search statement: violence AND television

The NOT command is used to exclude unwanted records from search results.

Example Search statement: television NOT video

When two different Boolean commands are used in the same search statement, parentheses may be used to indicate which command is to be performed first. See also nesting.

Example Search statement: television AND (violence OR aggression)

Catalog/Catalogue: A list of books, periodicals, maps, and other materials, arranged in a definite order. In most modern libraries, the catalogue is online and is referred to as an OPAC (Online Public Access Catalogue), which is available via the Internet. 

Citation: A written reference to a specific work (book, article, dissertation, report, musical composition, etc.) by a particular author or creator which identifies the document in which the work may be found. Citation format varies from one field of study to another. Citation style manuals are usually set by the academic or professional institution. 

Client: A computer program that works on the searcher's behalf to contact a compatible information source, called a server, elsewhere on the Internet. A client is like a librarian working for you. You need information and the librarian goes out and gets it. One of the earliest clients on the Internet was Telnet. You can use Telnet to contact library catalogue and database servers all over the world. Edge and Chrome are client programs for the World Wide Web which provide hypertext connections to information.

Computer program/computer application (app): A set of instructions, written in a specific programming language, which a computer follows in processing data, performing an operation, or solving a logical problem. See also software.

Concept search: A search for documents related by concept to a word, rather than specifically containing the word itself. See also keyword search.

Content: See digital content.

Copyright: The exclusive legal right granted to an author, editor, composer, playwright, publisher, or distributor to publish, produce, sell, or distribute a literary, musical, dramatic, or artistic work, within certain limitations. Notice of copyright usually appears on the reverse side of the title page. Restrictions may apply to the use of copyrighted material by persons other than the author or creator of the work. 

Cyberspace: The electronic space created by a computer system or computer network which the user can explore. 

Database: A continuously updated file of related information, abstracts, or references on a particular subject, arranged for ease and speed of search and retrieval using a computer. Most library databases are periodical indexes, abstracting services, and full-text databases which are leased annually from a database provider. 

Deep Web: Refers to either Web pages that cannot be indexed by a typical search engine or Web pages that a search engine purposely does not index, rendering the data "invisible" for general use.

Dictionary: A book of words in a language, arranged alphabetically, which provides information about spelling, meaning, etymology (origins), function, pronunciation, etc.

Digital content: May refer to the sum of all the information resources found on the Internet. Also used to describe the text, graphical, audio and video materials found on a particular website.

Digital data: Data represented as discrete and discontinuous binary digits, as opposed to analogue data which exists in continuous and variable form such as voltage, pressure, etc.

Directory: A list of the names, addresses, phone/FAX numbers, and affiliations of a specific group of people, companies, organizations, publications, etc. Some directories include additional information. 

Discussion group: An online discussion forum that is devoted to discussion of a specific topic. May also be referred to as a group, forum, or discussion board. A discussion group consists of postings, which are messages that have been addressed to the group rather than a specific individual. Often discussion group postings are uncensored. As a result, some very explicit and candid discussions occur, ranging from political arguments to religious opinions, to very explicit stories. Unlike mailing lists, which send postings directly to subscribers' mailboxes, discussion group postings are available on websites and must be accessed by the user.

Distributed subject tree: A Web subject directory which is compiled by subject specialists who are experts in their subject fields.

DNS (Domain Name System): The worldwide system which regulates Internet host names. Each host must have a unique name. Top-level domains in the United States include .com, .edu, .gov, .net, and .org. Two letter country codes such as .se (Sweden) and .ca (Canada) are used for other countries. 

Document: A physical or digital entity which records all or part of a work or several works. Documents appear in a variety of formats including books, pamphlets, periodicals, maps, manuscripts, graphics, audio-recordings, video-recordings, motion pictures, microfiche, micro-film and digital files.

Documentation: The act of creating citations to identify resources used in writing a work. The Publication Manual of the American Psychological Association and the MLA Handbook for Writers of Research Papers are examples of two widely used style manuals which provide formats for documenting resources.

Domain name: A name that uniquely identifies an Internet computer site. For example, the domain name for TEIA is teia.edu.au. Domain names always have two or more parts, separated by dots. The first part is a specific computer site name (teia). The second part indicates the type of site - site types include .edu (educational), .com (commercial), .gov (government), .lib (libraries), and .org (organizations). The third part is the country (aus – Australia). 
Dynamic Web page: A Web page that uses a database to generate data or information "on the fly," depending on the user's request. Dynamic Web pages may use Active Server Pages (using VBScript or JScript) or other scripts. In contrast, a static Web page renders HTML exactly the way it is written. Although a static page may run a Java applet, the user may interact with the page only by selecting a link.

Editor: A person who selects and prepares the works of other writers for publication, by selection, arrangement, and annotation. Some collected works (and most periodicals) have more than one editor. Multi-volume reference sets may require a general editor to supervise the work of a staff of editors.

eBook (Electronic book): An electronic version of a traditional print book that can be read by using a personal computer and/or an eBook reader. An eBook reader may be a software program used on a personal computer or a portable reading device such as a Kindle.

E-mail (Electronic mail): A means of computer-based communication in which you send an electronic message or letter to one or more recipients who do not receive your message until they log on to their computer system and start their e-mail client.

E-mail address: A series of characters, such as joe@teia.edu.au, that uniquely identifies the mailbox of a person who can send and receive electronic mail. The address includes the person's username (joe in the example) followed by an @ (pronounced "at") and an Internet domain name (teia.edu.au) which precisely identifies the host computer on which the person's e-mail account is registered.

Emoticon: Short for emotion icon, a series of punctuation characters that indicates the writer's mood or how an e-mail or chat message should be interpreted. For example, :-) stands for a smiling face and indicates that the message should be interpreted lightly. Emoticons may now also include specific graphic images that reflect the image generated by the punctuation marks.
Encyclopedia: A book, or set of books, or digital version of such, containing authoritative information about a variety of topics. Digital versions are usually searchable by keyword or subject. Also spelled encyclopaedia. 

Essay: A short literary composition dealing with a single subject usually written from the personal point of view of its author who may not attempt completeness. Essays are often published in collected works.

Executable file: A binary file containing a program which is ready to be executed or run by a computer.

Fair use: Conditions under which copying is not an infringement of copyright. law which permits copying for purposes of criticism, comment, news reporting, teaching, scholarship, and research. Although fair use is not explicitly defined in copyright law, it must meet the following criteria:

· The use must not impair the value of the copyright by reducing demand in the marketplace for the original

· The copier must not have used the efforts of the copyright owner as a substitute for his or her own intellectual effort

· The use must be "fair" by the standards of any reasonable person, not damaging to the original work. This is defined within Australia by sets amount of an original work that can be copied.
FAQ (Frequently Asked Questions): A posted document that contains lists of questions typically asked by people with informative answers. Pronounced "fack."

Field: A space allocated for a particular item of information. A library catalogue record, for example, contains several fields: author, title, publisher information, date, etc. In database systems, fields are the smallest units of information you can access. A collection of fields is called a record.

Field searching: A means of narrowing a database search in specific fields such as author, title, date, type of resource, type of website, URL etc. See also syntax.

Frames: A feature supported by current Web browsers that enables the Web author to divide the browser display area into two or more sections (frames). The contents of multiple frames are displayed as different Web pages and may be opened individually in a new browser window.

Freeware: Software which is distributed free by the author. Although it is available for free, the author retains the copyright, which means that it cannot be altered or sold.

FTP (File Transfer Protocol): An Internet protocol or standard which provides the capability to transfer files to and from other computers or hosts. These may be text files or computer programs.

Full-text: The entire text of a work. A full-text journal database contains, in addition to citations, the complete text of a significant proportion of the articles indexed. A full-text journal, magazine, or newspaper article which was originally published in a paper version may have been reformatted from the original and may not include graphics, charts, or maps in their original format.

Home page: In World Wide Web, the hypertext page that appears by default when you access a Web host. Typically, a home page serves as a contents page for the host and provides links to other Web pages.

Host: The name given to an individual computer attached to the Internet. A host computer runs TCP/IP software and functions as an end point of data transfer on the Internet.

HTML (Hypertext Markup Language): The standard markup language for documents available to the World Wide Web. HTML provides tags to format World Wide Web documents.

HTTP (Hypertext Transfer Protocol): The protocol which allows browsing on the World Wide Web. The protocol allows a user browsing a hypertext document to jump to another document that may be located on another host thousands of kilometres away and to retrieve the information in that document.

Hyperlink: In a hypertext or hypermedia document, an emphasized word, phrase, image or other element that, when selected, leads to another document. 

Hypermedia: A hypertext system that can display multimedia, including graphics, sounds, animation, and video.

Hypertext: A non-sequential method for reading a document displayed on a computer screen. Instead of reading the document in sequence from beginning to end, the reader can jump to topics by selecting a highlighted word or phrase embedded within the document. This activates a link, connecting the reader to another place in the same document or to another document. The resulting matrix of links is called a web.

Internet: A world-wide network of computer networks that exchange data by means of the TCP/IP protocol, a standard means of computer communication. The result is a cyberspace of enormously valuable global resources and collaboration.

Index: An alphabetically arranged list of names, places, and topics treated in a printed work which gives the page number(s) on which each topic is discussed. Usually located at the end of a book, or in the last volume of a multi-volume work. More broadly, a finding-guide to the contents of published material in a library collection, or in a specific field of research.

Information Literacy: Skill in finding the information one needs, including an understanding of how libraries are organized, familiarity with the resources they provide (including information formats and automated search tools), and knowledge of commonly used research techniques. The concept also includes the skills required to critically evaluate information content, and an understanding of the technological infrastructure on which information transmission is based, including its social, political, and cultural context and impact.

Instant messaging: A form of Internet chat where text-based messages are sent between two people in real time. Examples of free instant messaging services include Yahoo! Messenger, Windows Live Messenger, and Google Talk.

IP address: Also called an Internet address. The unique address for each computer on the Internet. The IP address appears as a set of four numbers separated by periods. The numbers indicate the domain, the network, the sub-network and the host computer. Each IP address usually has an equivalent domain name address, which is spelled out with letters.

Java: A high-level programming language, similar to C++, developed by Sun Microsystems. Java supports programming for the Internet in the form of Java "applets", which are often used to provide animated or interactive features for Web pages. Java programs can run on many different types of computers. Javascript, a scripting language (different from Java and developed by another company), can interact with HTML source code, enabling Web authors without programming knowledge to create dynamic, interactive websites.

Journal: A scholarly periodical devoted to disseminating current information about research and developments in a specific field or subfield of human knowledge. Many journals are published quarterly. Most journal articles are longer than five pages and include a bibliography or list of works cited. Journal articles usually include a paragraph at the beginning, called an abstract, which summarizes the main points of the article. Compare with magazine.

Keyword: A significant word in the abstract, title, subject headings (descriptors), or text of an entry in a bibliographic database which can be used as a search term in a free-text or natural language search. 

Keyword search: A search for documents containing one or more keywords that are specified by a user. See also concept search.

Listserv: A mailing list software program that automatically distributes mailing lists on a particular subject. Listserv is sometimes used as a synonym for mailing list.

Logical Fallacy: An error in logic or rhetorical reasoning that undermines the argument. 

Mailing list: An e-mail discussion subscription list. Participants subscribe to a list, receive copies of messages sent by other members, and can e-mail their own comments. Some mailing lists employ a moderator who receives and screens all messages and decides which messages to pass on. Un-moderated lists simply redirect all mail received to the list of recipients. Mailing lists may be scholarly, technical, social or recreational. The advantage of mailing lists over public discussion groups is that the discussion is usually limited to interested and committed participants, and therefore, more focused.

Markup language: A language that has codes for indicating layout and styling, such as boldface, italics, paragraphs, placement of graphics, etc., within a text file. Widely used markup languages include SGML (Standard General Markup Language) and HTML (Hypertext Markup Language).

Media: A generic term for nonprint materials such as films, filmstrips, video-recordings, audio compact disks, audiotapes, and computer software. Synonymous with audio-visual materials. More broadly, material in all formats which carry and communicate information. 

Meta-search engine: A search tool that queries multiple search engine databases simultaneously.

MIME: Multipurpose Internet Mail Extensions. A protocol which defines multimedia files and allows Internet users to exchange non-ASCII files such as audio, video, and graphics files in e-mail messages. To use MIME, both sender and receiver must use MIME compatible e-mail programs.

Multimedia: The combination and integration of more than one media format into a presentation or program. For example: computer graphics with audio. 

Natural Language: A human language whose rules have evolved from current usage, as opposed to an artificial language whose rules are prescribed prior to its construction and use, as in the case of a computer language. In database searching, a natural language search allows the user to type words as input in the same way that a person normally speaks them.

Nesting: In Boolean searching, using parentheses to embed a logical operation within another logical operation, thereby indicating the order in which the logical operators or commands are to be executed by a computer (syntax). In the following example, the Boolean "or" command will be executed first, followed by "not" and then "and." Example:

Search statement: children and violence and ((television or media) not cartoon*)

Netiquette: Short for Internet etiquette. Rules of behavior governing communication on the Internet.

Network: A collection of interconnected computers.

Newspaper: A publication published (either in paper and/or digital formats) and distributed daily or weekly, containing news, editorials, regular commentary by syndicated columnists, cartoons, advertising, and other items of general interest. Most major newspapers distribute current issues on the World Wide Web.

Online: Connected to a computer service. In library usage, generally synonymous with automated, computerized, or electronic. 

Operating system: The software that runs a computer, including scheduling tasks, managing storage, and handling communication with peripherals. Examples include Linux, Mac OS, Unix, and various versions of Windows.

Packet: A unit of data which is small enough that it can be transmitted efficiently over a packet-switched network. Packets contain data and the destination address. 

Packet-switched network: A communications network, such as the Internet, in which a message or data file is broken into segments called packets which contain the destination address. The packets travel independently through the network, taking the most efficient path to their destination, where they are reassembled into the original file.

Pamphlet: A non-serial publication consisting of at least five but not more than 48 pages, fastened together but not bound, usually enclosed in a paper cover. Synonymous with booklet and brochure.

Path: On the World Wide Web, the sequence of directories leading to an Internet document. When dissecting a URL, the path is the part of the address following the protocol and domain name. It may consist of any number of directories and a file name. An explanation of relative addressing is available at http://www.webopedia.com/TERM/R/relative_address.html .

PDF: An abbreviation for portable document format, a file format developed by Adobe Systems. PDF captures files from many desktop publishing applications, such as Word and Excel, making it possible to view them as created. To view a file in PDF format, you need the free Adobe Acrobat Reader.

Peer-review: The process of evaluating manuscripts submitted by potential contributors by at least one subject specialist in addition to the editor prior to acceptance for publication. Journal articles are usually peer-reviewed. Internet documents are not usually peer-reviewed. 

Periodical: A publication with a distinctive title issued in softcover more than once, usually at regular intervals, without prior decision as to when the final issue will appear. Includes newspapers, newsletters, magazines, and journals. Libraries usually bind all the issues which appear during a specific calendar year in a single numbered volume. Often able to be found on the website of the publisher.
Phrase searching: A means of narrowing a database search to display documents which include a particular phrase. Search engines usually require quotation marks to indicate phrases.

Plagiarism: Copying the work of another writer or composer and then passing the results off as original work. In most education institutions, there are penalties imposed on students who plagiarise the works of others. To avoid plagiarism, it is wise to paraphrase or quote and then cite the original source in a footnote or endnote.

Posting: A message published in an online discussion group.

Protocol: A standard that governs network communications by providing a set of rules for its operation.

Reference book: A book designed to be used to find specific items of information, rather than read cover-to-cover. Reference books include dictionaries, concordances, encyclopaedias, handbooks, directories, and atlases. Reference books are usually shelved in a separate section known as the reference stacks or may be available online. 

Remote access: Communication with a distant computer system or computer network. May require the user to type or enter an authorized username and password, and special software or hardware.

Research: Systematic, intensive, patient study and investigation in some field of knowledge, usually employing the techniques of hypothesis and experiment, whose purpose is to reveal new facts, theories, or principles.

Robot: A computer program that runs automatically. Two types of robots are agents and spiders. Sometimes simply called ‘bots.
RSS: Abbreviation of the term Really Short Syndication or Rich Site Summary, RSS is an XML format for syndicating Web content. A website that wants to allow other sites to publish some of its content creates an RSS document and registers the document with an RSS publisher. A user that can read RSS-distributed content can use the content on a different site. Syndicated content includes such data as news feeds, events listings, news stories, headlines, project updates, excerpts from discussion forums or even corporate information.

Search engine: A program that searches documents and the Internet for specified keywords and returns a list of the documents where the keywords were found. More specifically used for tools such as Google or Bing and which allow users to search for Web documents. Search engines work by sending a computer program called a spider out on the World Wide Web to gather as many documents as possible. A second program called an indexer creates an indexed database which is searched when the user queries the search engine. 

Search strategy: In a search for information, a systematic plan in which the first step is to formulate a topic statement, the next step is to identify search terms appropriate to the topic, and the final step is to combine the terms in search statements acceptable to the database or other tool used in searching. Reference books and subject thesauri can be very helpful in identifying and selecting search terms.

Search string: A string of words or a phrase that is used to search and locate or retrieve a specific piece of information or file from a database or a set of documents. With some searchable databases, or with advanced searches, the search statement may include words, Boolean operators and other characters such as +, = or *. Sometimes called "search statement." 

Search term: In database searching, a word or phrase expressing an information need or query which is acceptable to a specific search software system. 

Server: A program that receives requests for information from a client program, locates the information, and sends the information back to the client and the user.

Shareware: Software distributed on an honour system. Most shareware is free for an evaluation period but requires payment if you continue to use it beyond the evaluation period. After paying the registration fee, you may be eligible for technical assistance and updates. Shareware is protected by copyright laws.

Software: A generic term for computer programs, including systems programs which operate the computer itself, and applications programs which control specific tasks.

Source: Any document which provides a library user, researcher, or database searcher, with the information he or she seeks. Also refers to any document which provides information, such as a quotation, which is copied or reproduced in another document.

Spam: Unsolicited e-mail sent to many addresses, usually for a commercial purpose. Also referred to as junk e-mail. The term may have its origin in the Monty Python song "Spam spam spam spam, spam spam spam spam, lovely spam, wonderful spam..." Like the song, unsolicited e-mail is endlessly repetitious.

Spider: An automated program (sometimes called a webcrawler) which crawls over the World Wide Web, gathering Web pages for search engines. Large search engines employ many spiders. Spiders are a type of robot.

Style manual: A guide which gives the prescribed format for typing (i.e. the type and sizes of fonts to be used, margins, etc. in layout) footnotes and bibliographies for a specific field of study. Example: Publication Manual of the American Psychological Association

Subheading: A secondary heading added to a subject heading, usually following a dash or some other punctuation, to divide entries under the subject into more specific subcategories.

Subject directory: An Internet research tool on the World Wide Web that organizes Internet resources by subject headings and subheadings. Subject directories are usually compiled by human beings who apply some selection criteria to resources included in the database. Yahoo offers the largest and most popular subject directory. 

Subject heading: In libraries, a word or phrase assigned to a work to indicate its subject and to serve as an access point in an index, catalogue, or database. 

Subject tree: See subject directory, distributed subject tree.

Subscription: The right granted by a publisher to receive a periodical, service or resource for a fixed period of time, in exchange for payment of a fixed sum in advance. Subscriptions may be delivered by mail or online and are usually renewed annually. 

Subscription-based database: A database which is provided by a database vendor for a specific period by lease or subscription.

Synchronous communication: Synchronous is an adjective referring to events that are coordinated in time. In online communication, synchronous refers to communication occurring in "real time", such as chat, instant messaging and web conferencing. See also asynchronous communication.

Syntax: In search engine or database searching, syntax refers to the structure and order of the elements in a search statement. The syntax is important in field searching.

TCP/IP: An acronym for the two fundamental protocols that make the Internet possible, the Transmission Control Protocol and the Internet Protocol. The Transmission Control Protocol defines data flow, acknowledges data, and retransmits lost or damaged data. The Internet Protocol defines the basic unit of data transfer, the packet, and the exact format of all data as it passes across the Internet.

Telnet: A protocol that allows users to log on to remote hosts and allows users of one type of computer hardware and software to access other computers that use different hardware and software.

Text editor: A program that allows you to create and edit text files. Text editors, such as Wordpad, provide fewer formatting options than word processors.

Topic: A subject for research or discussion. The first step in a research project is usually to formulate a workable topic statement. See also search strategy.

Truncation: The addition of a symbol to a word root in a keyword search to retrieve variant endings on the root. Truncation is particularly useful in retrieving both the singular and the plural forms of a word in the same search. In most online catalogues and electronic databases, the truncation symbol is the asterisk (*), although other symbols may be used.

URL (Uniform Resource Locator): The technical name for a Web address. A URL has three parts, the protocol, domain and path.

Username: A code name that an authorized user must provide to a computer system to logon and gain access to its resources. See also password. 

Web browser: A client program that provides tools for exploring the World Wide Web. A browser retrieves and displays HTML documents and provides access to other types of Internet resources. The latest versions of graphical browsers can present multimedia information, including audio and video files. Examples of common browsers are Edge, Firefox, Chrome, Safari and Opera.

Web conferencing: A conference conducted via the World Wide Web between two or more participants in different locations. Text, audio or video may be used to communicate in "real time" or in an asynchronous environment.

Web page: A single document or file on the World Wide Web, identified by a unique URL.

Website: A collection of World Wide Web documents or files. A website contains a home page, or contents page, which is the first document users see when they enter the site. The site may also contain additional pages. Each site is owned and managed by an individual, company or organization. 

Webcrawler: See spider.

Weblog: See blog.

Wiki: A collaborative website that comprises the perpetual collective work of many authors. Like a blog in structure and logic, a wiki allows anyone to edit, delete or modify content that has been placed on the website using a browser interface, including the work of previous authors. In contrast, a blog, typically authored by an individual, does not allow visitors to change the original posted material, only add comments to the original content.

Wikipedia: "A free content, multilingual online encyclopaedia written collaboratively by contributors around the world. The site is a Wiki; anybody can edit and add to an article." Since it can be edited by anyone, expert or amateur, students should use caution when using Wikipedia as a reference source as the information is subject to bias and may not be factually correct. Wikipedia may be helpful for a quick look at controversial issues and current affairs.

Wildcard: In a keyword search, a symbol may sometimes be inserted in the middle of a search term to retrieve words containing any character in the designated position. The wildcard symbol may vary from one type of search software to the next. See also truncation and Boolean searching. Example: In some databases, the keywords search wom+n (or wom?n) will retrieve records containing both "woman" and "women."

Word processor: A software program that allows you to create and format documents. Word processing programs provide more formatting features than text editors, including file management and the ability to incorporate graphics into the document. A popular example is Microsoft Word.

World Wide Web (WWW or "the Web"): A worldwide hypermedia information retrieval system that provides global access to the Internet. The Web uses hypertext rather than menus to navigate. When you activate a hypertext link, the Web browser automatically makes the connection to the host that houses the requested document and retrieves the document while hiding the details of the file transfer process.

Zip file: A data compression format. Files that have been compressed require less space and may be transferred over data lines more quickly than uncompressed files. ZIP files usually end with a .zip extension.

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 6 of the virtual scenario. 
Prepare a new customer file:
· Read the incoming email from Mitchell (Intray).
· Read and print your Task Description (Intray).

· Undertake the Search and Assess Websites course (Intranet or through the virtual RTO)
· Research software applications for compressing files to smaller sizes.

· Complete Internet Activity 1 (Email attachment)

· Read and understand the following resources:

· Achieving Team Goals course (Teaching and Learning Resources/Intranet).
· Work Effectively with Others handbook (Teaching and Learning Resources/Intranet).
· Complete the Team Activity. Undertake consultation with other Administration Assistants using the discussion board or other ways organised by yourself or Mitchell (i.e. your teacher). The purpose is to provide a short list of reviewed software applications and a recommendation for one application to be used within the business. (Taylor’s email attachment - Intray). 

· Collect required instructions and notes (Smith’s email - Intray).

· Using the above notes identify what information must be found on the Internet (highlighted yellow text in Smith’s notes). 

· Search the Internet and retrieve the required information and copies of any forms required (highlighted yellow text in Smith’s notes). 

· Prepare letter on Anjark Services’ letterhead including all required information as per Ms Smith’s instructions.

· Prepare a briefing note using the provided template. The briefing notes is to provide Ms Smith with the information she has requested so that she may be familiar with all topics prior to her meeting with Mrs Nuygen Thao.
· Create a spreadsheet with the possible import costs that could be incurred when bringing in products from Vietnam. Your spreadsheet will need to detail costs and provide a simple total of expected fees. Use the resources in the Virtual RTO if needed.

· Complete the following activities (Intray):
· Prioritising Tasks
Compile all your required responses into one word processed document titling each section and saving the compiled document as Task 6 Activities. This is to include the work you have completed for Internet Activity 1, Internet Activity 2 and Priority Activity.
· Complete the Staff Questionnaire which is part of a review into the company which is part of its continuous improvement efforts. Please respond in detail to the best your ability (Taylor’s email attachment - Intray).
· Review your own performance on this entire task. Use the telephone (i.e. the discussion board of your learning management system) to join in a ‘conversation’ with the other administration assistants about the difficulties you encountered and share ideas on how you could develop the necessary skills. Alternatively, you can submit your ideas by email directly to Mitchell Grasse (i.e. your teacher).

	What to submit
	Estimated time frame
	How long it took you
	Problems encountered and strategies used to overcome these

	Letter to Mrs Nugyen Thao on Anjark Services’ letterhead – email this to Mitchell (i.e. your teacher)
	
	
	

	Briefing paper to Harriet Smith– email this to Mitchell (i.e. your teacher)
	
	
	

	Import Fee spreadsheet – email this to Mitchell (i.e. your teacher)
	
	
	

	Results of the tasks compiled into a document titled Task 6 activities – email this to Mitchell (i.e. your teacher)
	
	
	

	Completed Staff Questionnaire returned to Mitchell
	
	
	

	Own Performance Review – either contribute to discussion board or email Mitchell
	
	
	


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

· candidate’ s own experiences

· candidate’ s workplace experiences

· training situations and strategies presented by the trainer

· interpretation of the assessment activity by the assessment candidate/assessor

· type of organisation, work practices, processes and systems encountered by the candidate.

The nature and variety of the tasks presented means that in some cases there will be numerous correct responses, and the solutions provided cannot cater for all contexts and eventualities.

In general terms:

· For questions with a single answer, this guide provides the correct answer.

· For questions that do not have a single answer, it is understood that answers will vary within certain parameters.

· For questions where the candidate must list a certain number of items, the RTO has provided a more comprehensive listing from which candidate responses may be drawn. This list may not in all cases be definitive, and assessors should account for other possible correct responses.

· For activities that involve responding to a case study, the RTO has provided an example of how the candidate may respond. Depending on the question, the terminology used will indicate either what the candidate should have included in their response or may have included. However, different phrasing may be used by the candidate, or different responses that may be equally correct are also possible.
· For activities that take place in the workplace or involve workplace documentation, the RTO can only provide an example response. Assessors should consider whether the candidate has achieved the intent of the activity within the candidate’s workplace context.

· For activities that involve writing reports or completing documentation provided, the RTO can only provide an example response. Assessors should again consider whether the candidate’s response is appropriate to the task within the context of the candidate’s training and/or workplace.

2.3
Solutions – Summative assessment
Internet Activity  

What is the government agency in your state that supports small business?
Department of Employment, Small Business and Training (https://desbt.qld.gov.au/)
What site gives you the best information on the possible working conditions for persons working in clerical administration?
Clerks—Private Sector Award 2020 (https://awardviewer.fwo.gov.au/award/show/MA000002)
Clerical and Administrative Employees (State) Award (https://awardviewer.fwo.gov.au/award/show/AN120664) 
Identify two courier companies that service your area.
Assessor judgement will be required as responses will differ depending upon the cnadidate’s location.
How would your business place an advertisement in the newspaper, The Australian?
The generic approach would be:

Contact the newspaper by email.
Get Quote. Choose a section and size for your advertisement.

Build the advertisement. Provide the content you want and receive your advertisement proof.

Approve / Pay 
The newspaper then publishers.

The advertising rates and other information may be obtained from The Australian Rate Card (https://www.newscorpaustralia.com/wp-content/uploads/2017/07/The-Australian-Rate-Card.pdf) 
What is the estimated cost of sending a parcel using regular Australia Post from the postcode 4860 to 3224. The parcel weighs 750 grams and measures 30 centimetres, 15 centimetres and 5 centimetres?
	Express Post

Size: 30 x 15 x 5cm
Weight: 0.75kg
$16.20


	Pepaid Satchels
Small

35.5 x 22cm and up to 5 kg

$12.55


Team Activity
Support staff are forming teams to look at different areas. You are part of the team creating a table of the recommended software applications for compressing files (making ‘zipped’ files).

You are, as part of the team, to identify up to six applications that can compress files to be attached to emails and reduce file size for storage. 

The task requires you to identify up to 6 applications that can do this task, detail the strengths and weaknesses of each application and summarise this information in a table.
Assessor judgement required. Each candidate’s response may be different due to the scope of potential applications. The candidate however must have the following elements in their response to be judged competent:

· The names and web addresses of 6 applications that process the compression of files and folders into a ‘zipped’ format.
· There should be at least one advantage and one disadvantage (minimum) for each of the 6 applications.

· The country the application appears to originate from must also be provided (as per website). 
· Evidence of working as a team across the Internet to solve the provided problem.
· A recommendation on what application is best for the business to use. The response must be in a table. Example below.

	Name of application
	URL
	Strengths
	Weaknesses
	Country or origin

	
	
	
	
	


Finally, the recommendation must provide specific and rational reasons why the selected application is recommended. The recommendation must be clearly outlined and a paragraph addressing the criteria below must argue clearly in favour of the recommended application:
· Effectiveness

· Flexibility of use

· Features of the application Cost

· Security

The submitted document must be of an intermediate standard in terms of presentation and language accuracy.

Letter to Mrs Nugyen
Letter needs to be set out in a format adhering to business standards (example below). Note that the figures provided in the example below may change as pricing for services changes in the Internet sites.
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Office Complex 21

400 Villa Road

Gaythorne Qld 4008

Ph. (07) 9123 4567
Fax. (07) 912 3 5678
     Email: admin@anjarkservices.com.au

21 September, 202X

Mrs. Nuygen Thao

Good Fortune Enterprise

431 Tran Nhat Duat

HANOI VIETNAM

Dear Mrs Thao

RE: Importing Information

Further to our meeting in late April, the information you require for arranging importation of wooden furniture into Australia is detailed below:

Customs Contact Details: Phone No. – 1300 363 263 (in Australia)


+61 2 9313 3010 (Outside Australia) 


Fax (02) 8339 6714


Email - information@customs.gov.au

Anticipated costs of shipment:

•
Sea electronic declaration (N10) $50.00 per declaration

•
Periodic declaration processing charges: $1275.00 per declaration

•
Request for cargo release (RCR) processing changes: $9.40 per RCR

I have placed the following attachments with this letter to provide further information: 

•
A Schedule of Customs cost recovery charges

•
An explanation of how Australian Customs value imported goods

•
The Australian Customs (Documentary) Import Declaration comprehensive Guide

http://www.customs.gov.au/webdata/resources/notices/ACN0621.pdf

http://www.customs.gov.au/webdata/resources/files/ValueofImportedGoodsApril2011WEB.pdf

http://www.customs.gov.au/webdata/resources/files/DocImpDecGuide.pdf

I must also draw your attention to the Australian Quarantine requirements for items including timber. I strongly suggest you visit the web site http://www.daff.gov.au/aqis/import/timber and follow the procedures stated there.

I have also added two shipping agencies that have access to freight by sea between

Haiphong (Vietnam) and Australia:

Examples

Trans Wagon Shipping Agency CO. C/O Trans Wagon INT’L CO., LTD

Address: 7 th Floor CDS Building, # 33 – Alley 61, Lac Trung Street, Hai Ba Trung, Hanoi Vietnam.

Phone: 84 (363) 4993/94/95    84 (904) 015477

Fax:  84 (363) 8019

http://www.searates.com/company/11506.htm 

Viconship

Address: Second floor, Cailan port building, # 1 Cailan Road, Baichay Walong City.

Phone: 84 (90) 4289699

Fax: 84 (33) 3819568

Contact person: Mr. Bui Minh Hung 

http://www.searates.com/company/12070.htm 

Thank you for hospitality during my recent visit. I look forward to our meeting in Brisbane when you come to Australia and the opportunity I will have to host you to an Australian steak at Fiasco’s Steakhouse. (Example)

I trust the information above assists you in preparing for our product and pricing negotiations.

Yours sincerely

Harriett Smith
Director

Enc

IK:student’s initials

Students should download the documents from the three URLs and attach them to the email.

Briefing paper for Harriet Smith
An example of the standard of briefing required expected is displayed below. Note that the figures provided in the example below may change as pricing for services changes in the Internet sites.
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Briefing Paper

To: 
Harriet Smith
Topic: Letter to Mrs Nuygen Thao

Issues: (number issues/topics of information with subheading in bold)

1.   
Australian Customs contact details: http://www.customs.gov.au/site/page5834.asp Phone: 1300 363 263 (in Australia) (optional)  + 61 2 6275 6666 (Outside Australia) Fax
(02) 8339 714 (optional)


Email
information@customs.gov.au
2.  
Anticipated costs of shipment:


Sea electronic declaration: $50.00


Periodic declaration processing charges plus: $1275.00


Request for cargo release (RCR) processing changes: $9.40

3.  
Australian Quarantine on timber importation:


http://www.daff.gov.au/aqis/import/timber
4.  
URLs for where you can find attached documents:


A Schedule of Customs cost recovery charges


An explanation of how Australian Customs value imported goods


The Australian Customs (Documentary) Import Declaration comprehensive Guide


http://www.customs.gov.au/webdata/resources/files/ValueofImportedGoodsApril2011WEB.pdf 


http://www.customs.gov.au/webdata/resources/files/DocImpDecGuide.pdf

http://www.customs.gov.au/webdata/resources/notices/ACN0621.pdf
5.   
Shipping agencies


Contact details for 2 shipping agencies that have access to freight by sea between Vietnam and Australia to be inserted here.

6.   
Restaurant/Hotel


Contact details for a restaurant or hotel in Brisbane well known for its Australian beef steak

Challenges:

•
The language barrier might be a challenge

•
Shipping companies may not be able to ship goods for months if weather is bad.

Briefing prepared by: 
Student Name
Date: 21 September, 201X

Import Fee Spreadsheet

Students must access an appropriate website to find the relevant information for the costs of shipping the goods.  For competency students must use formulas to calculate the totals. This information is provided by The Australian Customs (Documentary) Import Declaration comprehensive Guide (Section 3.6).

http://www.customs.gov.au/webdata/resources/files/DocImpDecGuide.pdf 

The spreadsheet must be like the one below. This sample has all of the essential elements’ prices could change from year to year. The two blue cells are: The top figure is the cost of the imported goods (which they don’t know); the T&I is a transport and insurance cost, which again is not given, as both would be charged by the carrier.  Teachers can insert their own amounts in the blue cells to test that the formulas are set up correctly.
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Formulas:
Customs duty = 5%
=5%*B7

VoTI
=B7+B8+B9

GST = 10%of VoTI
=10%*B11

TOTAL PAYABLE (duty+GST)
=B8+B12

TOTAL COST RECOVERY CHARGES
=SUM(B15:B17)

TOTAL ANTICIPATED COST
=B13+B18

Prioritising Tasks
Compile all your required responses into one word processed document titling each section and saving the compiled document as Task 6 Activities. This is to include the work you have completed for Internet Activity 1 and Priority Activity.

Scenario 1

	1
	The phone is ringing and needs answering.

	2
	A colleague requires some stationery.




Scenario 2
	2
	You are required to complete a spreadsheet for a Manager of the business that is due immediately.

	1
	The alarm (which you know is for a fire drill) has sounded and requires you to act in accordance with organisational policy.




Scenario 3
	3
	You have a folder of client correspondence to file.

	1
	You need to respond to an email complaint from a highly valued customer.

	2
	Your supervisor wants to see you about a missing customer’s file.




Team Task
Assessor’s judgement required. The candidate’s response must include:
· Six apps that can compress files.

· A brief analysis of each app providing strengths and weaknesses.
· Evidence of working as a team across the Internet to solve the provided problem.

· A recommendation on what application is best for the business to use.

· The submitted document must be of an intermediate standard in terms of presentation and language accuracy.

Staff Questionnaire

Assessor judgement is required throughout this set of questions. Some examples are provided.

Question 1

What are the WHS responsibilities of employers and employees at work?

Employers
An employer’s legal responsibility is known as the primary duty of care in the Work Health and Safety Act 2011. To meet this duty of care, an employer must:

· provide a safe work environment

· ensure safe use, handling and storage of machinery, structures and substances

· make sure the workplace’s facilities are well-maintained and at an acceptable standard

· give workers any information, training, instruction or supervision needed for safety

· keep an eye on the health of workers and conditions at the place of work

· keep an injury register
· Have a consultation process with employees in place
· have a workers' compensation policy and a return-to-work plan.

Employees

Employees must take reasonable care of themselves and not do anything that would affect the health and safety of others at work. They must follow any reasonable health and safety instructions from their employer. It is important that they:

· work safely

· follow instructions

· ask if you’re not sure how to safely perform the work

· use personal protective equipment (PPE) in the way you were trained and instructed to use it

· report injuries and unsafe and unhealthy situations to your supervisor or to your health and safety representative (HSR).

Question 2

How do the Privacy Laws impact on your how you work?

The Privacy Act regulates the way individuals’ personal information is handled.

This means that as a worker you must be aware of how information is handled and ensure the person’s rights are respected. This means:

· The reasons why personal information is being collected, how it will be used and who it will be disclosed to is made known to the person effected;

· Persons have the option of not identifying themselves, or of using a pseudonym in certain circumstances;

· Having processes in place that allows a person to ask for access to their personal information (including health information);

· Having processes in place that allows a person to ask ask for their personal information that is incorrect to be corrected;

· Having processes in place that allows a person to ask make a complaint about an organisation or agency the Privacy Act covers, if they think their information has been mishandled.
Question 3

Give an example of ethical behaviour in our organisation?

Assessor judgement required to address specific examples provided.

Examples of ethical behaviors in the workplace include obeying the company's rules, effective communication, taking responsibility, accountability, professionalism, trust and mutual respect for your colleagues at work.
Question 4

How does the anti-discrimination legislation impact on your organisation?

Assessor judgement required for specific answers.

Anti-discrimination laws are designed to protect against both individual discrimination (committed by individuals) and from structural discrimination (arising from policies or procedures that disadvantage certain groups).
Question 5

How do you encourage others to provide you with feedback on your work performance? How do you use it to improve your work knowledge, skills and performance? Give examples please.
Assessor judgement for individual responses required.

· Understand the kind of feedback you want, whether it’s coaching, praise, or an evaluation of recent work. Work out who you are going to ask for feedback – don’t just ask your boss for feedback. Ask colleagues, junior staff, and clients as well.

· Always ask in real time. This will create more relevant information.

· Pose specific questions for the person you have asked to help you so as to direct the responses to provide helpful information and examples.

· Remember, feedback does not need to be a formal meeting. You can have brief, informal coaching moments after meetings, in the elevator, and over coffee.

· Do not just rely on email. Pick up the phone or have a quick face to face meeting.

· Take notes.

· Learn how to improve from the feedback.

· Say thank you.

· Ask for feedback regularly.
Question 6

You have a range of responsibilities and duties in your job. What personal attributes or characteristics do you bring to work each day that help you complete your duties? 

Assessor judgement for individual responses required.

Question 7

How do you contribute positively to your workplace?

Assessor judgement for individual responses required.

Question 8

How do you manage time and resource constraints when working?

Assessor judgement for individual responses required.

Question 9

Provide three examples of differing values or cultural practices that you know exist in your workplace (or team)? How do you deal with these? How have you sought assistance? Give some examples of how you have done this, and if you feel this has positively contributed to your work.

Assessor judgement required. Some (possibly conflicting) examples of workplace values include:

· Being accountable.

· Making a difference.

· Focusing on detail.

· Delivering quality.

· Being honest.

· Keeping promises.

· Being reliable.

· Being positive.

Question 10

Have you experienced a situation where you have encountered difficulties in communication due to cross-cultural issues? How did you resolve these problems? If you have not, what difficulties could you expect to encounter in the future and how would you resolve these?

Assessor judgement required.
Question 11

Give three examples of situations in your workplace/team where you have encountered conflict. What was the cause (remembering your Working Effectively With Others booklet) was responsible and state how you resolved it? Did you consult with other team members to resolve the conflict?

Assessor judgement required.
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 – BSBTEC203
	Candidate’ s name:       
Unit of competency:  BSBTEC203 Research using the Internet
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 – BSBTEC203
	Candidate’ s name:            
Unit of competency:  BSBTEC203 Research using the Internet
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 – BSBTEC203
	Candidate’ s name:       
	Part D

	Unit of competency:  BSBTEC203 Research using the Internet 
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 ask for confirmation of what is required in a work task.
	
	
	
	     

	When I need clarification, I ask questions of other stakeholders until I have a clear understanding of the task and research that have been assigned to me.
	
	
	
	     

	I can apply research techniques using the Internet.
	
	
	
	     

	I can plan and prioritise work tasks within allocated timeframes.
	
	
	
	     

	I can make use of a range of search engines and search techniques to identify required information.
	
	
	
	     

	I can seek assistance from colleagues when difficulties arise in finding required information.
	
	
	
	     

	I can construct a search plan to find the required information.
	
	
	
	     

	I can communicate progress on work plan to relevant personnel according to organisational policies and procedures.
	
	
	
	     

	I can compile the found information into relevant documents as required by my search plan.
	
	
	
	     

	I can identify and plan opportunities for improvement in discussion with colleagues
	
	
	
	     

	Candidate signature:
	     
	Date:
	     


Performance evidence checklist – BSBTEC203
	Candidate’s name:            

Unit of competency:  BSBTEC203 Research using the Internet 
Trainer/assessor:           

Date:           

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

	· Plan, conduct, and present research on a work task using the Internet.
	
	
	

	During the above, the candidate must:

	· Complete the tasks outlined in the elements, performance criteria and foundation skills of this unit.
	
	
	

	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 – BSBTEC203 
	Candidate’s name:            

Unit of competency: BSBTEC203 Research using the Internet 
Trainer/assessor:           

Date:           

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

	· Key elements of basic research methods
	
	
	

	· Key functions of required applications
	
	
	

	· Relevant organisational policies and procedures
	
	
	

	· Key principles of documenting research.
	
	
	

	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 – BSBTEC203
	Candidate’s name:       
	Part E

	Unit of competency:  BSBTEC203 Research using the Internet
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 – BSBTEC203 
	Candidate’s name:       
	Part F

	Unit of competency:  BSBTEC203 Research using the Internet
Trainer/assessor:                

Date:                

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

	Performance evidence 

Candidate demonstrates the ability to:
	Evidence provided/observation comments

	
	Plan, conduct, and present research on a work task using the Internet.
	     

	During the above, the candidate must:

	
	Complete the tasks outlined in the elements, performance criteria and foundation skills of this unit.
	     

	Knowledge evidence
Candidate knows and understands:
	

	
	Key elements of basic research methods
	     

	
	Key functions of required applications
	     

	
	Relevant organisational policies and procedures
	     

	
	Key principles of documenting research.
	     

	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:
	BSBTEC203 Research using the Internet


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

	Plan, conduct, and present research on a work task using the Internet on at least 3 occasions.
	
	

	During the above, the candidate must:

	Complete the tasks outlined in the elements, performance criteria and foundation skills of this unit.
	
	

	Apply key elements of basic research methods
	
	

	Apply key functions of required applications
	
	

	Follow relevant organisational policies and procedures
	
	

	Apply key principles of documenting research.
	
	

	Task 1

· Provide the candidate with several tasks that requires then to use the Internet to source information that is required in the business.
	
	

	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 

BSBTEC203 Research using the Internet

	Name of candidate
	     

	Name of assessor
	     

	Use the checklist below as a basis for judging whether the candidate’s document and supporting evidence meets the required competency standard.

	
	Yes       No

	1. Plan research
	      

	1.1 
Confirm task requirements

1.2 
Identify research objectives in consultation with relevant stakeholders

1.3 
Identify potential sources for research information according to organisational policies and procedures

1.4 
Select application and search engine according to organisational policies and procedures

1.5 
Plan key search terms to be used in research
	

	
	

	2. Conduct research
	      

	2.1 
Power up digital device and access internet using selected application

2.2 
Open search engine according to research plan

2.3 
Enter search terms according to research plan

2.4 
Collect information according to research plan and organisational policies and procedures

2.5 
Use relevant help functions to overcome simple issues, where required
	

	
	

	
	

	3. Present research
	      

	3.1 
Document information collected according to task requirements

3.2 
Deliver document to relevant stakeholders according to organisational policies and procedures
	

	Does the candidate meet all 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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