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Introduction

What is this resource?
This resource provides a range of forms and templates, including assessment tools, for use with the companion volumes of the RPL Assessment Toolkit for ICT20120 Certificate II in Applied Digital Technologies (called the RPL Toolkit in this resource). 

This resource must be read with the companion volume for assessors, the Assessor Guide.
The key audience for this resource is the assessor providing Recognition of Prior Learning (RPL) - also called ‘recognition’ - to candidates for the qualification ICT20120 Certificate II in Applied Digital Technologies. 
What forms and templates are in this resource?

The table on the following page lists the forms and templates in this resource with a summary of their audience, when and how they are provided, and their purpose. The table of contents also lists the specific forms and templates.
Each form or template includes instructions on its use, and the accompanying Assessor Guide provides the RPL assessment steps and lists the required forms and templates for each step. 
Note this booklet is not intended to be provided to the candidate; it is an assessor resource. The assessor removes and duplicates the forms they decide to use in the RPL process.
Can the forms and templates be customised?

Yes. All the forms and templates can be customised to meet the candidate’s needs and individual circumstances, and the Registered Training Organisation (RTO) policies or procedures. 
Assessors or other RTO personnel may add to, amend or delete any of the information, after taking steps to ensure the validity of any changes. 
Summary of forms and templates in this resource

Please see the Assessor Guide for details of the RPL assessment steps referred to in the tables below. 
	Form or template
	Who uses it?
	When is it provided and by whom?
	What is its purpose?

	Candidate Information Form
	The prospective RPL candidate completes this (before commencing the RPL assessment process). TEIA considers information on the form in deciding RPL participation.
	An RTO contact person such as an assessor provides it to the prospective RPL candidate on application to participate in RPL and gives the candidate advice about RPL.
	This form is used by TEIA to capture initial information about an applicant for RPL. 

The assessor considers the information on this form during Step 1 of the RPL assessment process—the initial interview and RPL planning session.

	RPL Assessment Plan Template
	The assessor prepares a draft RPL Assessment Plan and finalises it with candidate during Step 1. Then it is updated as the RPL assessment process continues.
	The assessor considers information from the Candidate Information Form and discussion with the candidate during Step 1.  They may develop the Plan (including adding any other electives if chosen).

The candidate and the assessor should both make copies and bring them to every RPL assessment activity for updating.
	The RPL Assessment Plan is used to document the intended steps in the RPL assessment process for that candidate, including electives, any dates of visits, clusters to be considered, and expectations of the candidate and workplace.

Note: The RPL Assessment Plan will be progressively amended during the RPL assessment process.

	Workplace Representative Form
	All workplace representatives who verify candidate performance should complete this form.
	The assessor should provide this to the workplace representative when workplace verification is sought—give it to the candidate with the Candidate Self-evaluation Tools so they can pass it on to the workplace representative (and if a Third Party Report is requested).
	This form requires the workplace representative to verify that they understand what is required of them, and that information they provide will be true and correct. It is intended to reinforce the accountability and significance of workplace verifications.

	Third Party Report Template
	The assessor adds any requirements for a Third Party Report to the template, and the workplace representative completes it.
	The assessor would provide this to an appropriately qualified workplace representative where further verification of specific candidate skills or knowledge is required.
	This form is used to capture further verification from a workplace that a candidate can apply specified skills or knowledge.

	RPL Assessment Outcomes Form
	The assessor uses this form to record RPL assessment methods and final outcomes. Assessors and candidates sign the form at the end of the RPL process. 
	The assessor can progressively add the RPL assessment methods for each unit. The form should be finalised by the assessor after the RPL assessment process for all units is concluded and signed by both the assessor and candidate.
	This form provides the capacity to record the RPL assessment methods for a candidate and the final outcomes of the RPL assessment process for all units of competency that make up the qualification.

	Candidate Self-evaluation Tools
	The candidate completes these after Step 1 of the RPL assessment process. 

A workplace representative verifies the candidate’s self-evaluation.

After the Candidate Self-evaluation Tools are returned, the assessor considers the evidence and records outcomes.
	The assessor provides these to the candidate during Step 1 of the RPL assessment process (the initial interview and RPL planning step) and should advise the candidate how to complete it, including the need for workplace verification of skills. 

After the initial interview in Step 1, the candidate independently completes the tools and gains workplace verification, then copies and returns the tools to the assessor on the agreed date. 

The assessor considers the information provided, along with any documentary evidence before Step 2—the ‘competency conversations’. The completed candidate self-evaluation tools can also be referred to during Step 2.
	These tools allow candidates to document and evaluate their knowledge and skills against workplace tasks (aligned to unit clusters) and to collate some initial evidence. They also require workplace representatives to verify the candidate’s skills and knowledge. 

The candidate identifies workplace tasks they can do, and the workplace verifies this. 

This provides some evidence for the assessor to consider and assists the candidate to prepare for Step 2 of the RPL assessment process (the competency conversation).

This tool provides the assessor with evidence to consider before Step 2. 

	Competency Conversation Recording Tools
	The assessor completes these during Step 2 of the RPL assessment process—the ‘competency conversation’ interviews.

Note: The recording tools are not provided to the candidate.
	Before Step 2 of the RPL assessment process, the assessor should prepare the tools for use in Step 2 by:

· deleting any sections that will not be assessed in that session (it is unrealistic to cover all the unit clusters in the RPL Toolkit in one session)

· saving the files to a laptop, or printing hard copies, depending on method used to record candidate responses.
	These assessment tools provide:

· a bank of questions and prompts for the assessor to use during the conversations

· an assessment tool in which the assessor can record evidence of the competency conversation

· key points the assessor should look for in candidate responses, with the capacity to record candidate responses. 

	Workplace Assessment Tasks: Instructions for the Candidate 
	The candidate reads these to gain information on the workplace assessment task or tasks they need to undertake.
	The assessor should advise candidates which workplace assessment task or tasks are required and agree a date and workplace location with the candidate.

The assessor should provide the appropriate instructions to candidates before the workplace assessment task is undertaken.
	These provide the candidate with instructions on the workplace assessment task requirements and criteria for assessment, thus assisting them to prepare for the assessment.

They may also assist the workplace to understand what the task demonstration involves.

	Workplace Assessment Tasks: Observation Tools
	The assessor completes the observation tools during the workplace assessment. 
	The assessor should use the tools during the demonstration. 


	The assessment tools describe the assessment tasks and criteria for assessment and are used to record the assessor’s observations and outcomes of workplace assessment tasks. 

	Issue of Qualification
	The assessor completes the form to initiate the issue of the qualification or Statements of Attainment.
	When the RPL assessment is completed, the assessor records in what units’ competency has been demonstrated and makes a decision about issue of qualification.
	TEIA needs to be informed to issue the relevant qualification/Statements of Attainments.


Template for the Candidate Information Form

The following template provides the basis for a Candidate Information Form to capture initial information about prospective RPL candidates (additional to any TEIA required forms or processes). In completing the form, the candidate provides some initial information and may also attach documents such as a Resume or reference.
The blank form would typically be provided to a person registering their interest in RPL. When providing the form, the candidate must be given brief and accurate information about the likely RPL processes. 

At the first enquiry, or after being accepted for RPL, the candidate should also be provided with the Candidate Guide from this RPL Toolkit. That document advises them on the RPL assessment processes involved.
If the prospective RPL candidate completes this form before commencing the RPL assessment process, the RTO has some initial information to consider in deciding their RPL eligibility and participation. 
Once the candidate is enrolled with the RTO, the assessor can also consider the information and any initial evidence provided by the candidate when conducting the initial interview and planning session (Step 1 of the RPL assessment process recommended in this RPL Toolkit).

	Candidate Information Form: RPL for ICT20120 Certificate II in Applied Digital Technologies

	Instructions and notes

	Use this form if you are applying to participate in Recognition of Prior Learning (RPL) for ICT20120 Certificate II in Applied Digital Technologies. When completed, it will provide the Registered Training Organisation (RTO) with information to use in considering your application to participate in RPL. The RTO will provide you with information on the RPL assessment process, and may require you to complete other forms, or participate in other processes.

	Personal details

	Family name
	     
	Given names
	     

	Home address
	     
	Postcode
	     

	Postal address 
	     
	Postcode
	     

	Phone numbers
	Home
	     
	Work
	     

	
	Mobile
	     
	Fax
	     

	Email address
	     

	Are you a permanent resident of Australia?
	       Yes
	     No
	Do you need the assistance of an interpreter?
	       Yes
	       No

	Do you have any need special needs, e.g. need for special aids or adjustments, to undertake practical assessment?
	       Yes
	       No

	If ‘Yes’, please provide details of any special needs, or discuss these with the RTO contact person or RPL assessor before enrolment.
	     


	Current employment (If you are not employed, please go to the next section of this form)

	What is your current job title?
	     
	How long have you been in this job?
	     

	Who is your current employer?
	     

	Please briefly list your duties in this job.
	     

	Previous employment and other work roles

	RPL recognises that you may have gained valuable skills and knowledge in paid and unpaid working roles. For example, you might have worked as a volunteer providing IT assistance to people or working with technology in your weekend work at a fast food eatery. In completing the following section, think about working roles relevant to your application.

	List brief details of any relevant work you have done (paid or unpaid).
	Job title
	Employer or organisation
	Dates of work

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	I have attached a CV or Resume (Please attach this if you have one.)
	       Yes
	       No


	List some of the tasks you can do (or have done) in paid or unpaid work that might relate to use of digital technologies.

	     

	     

	     

	Related (non-work) experience

	RPL also recognises that you may have gained skills and knowledge in experiences such as informal training, hobbies, volunteer work or clubs. For example in informal roles, you might have used people and communications skills; handled funds; worked in committee processes; spoken to stakeholders; participated in informal training or self-development activities. If you have relevant (non-job) experiences, please list them below.

	     

	     

	     


	     

	Qualifications, Statements of Attainment or workplace training

	If you have any qualifications, Statements of Attainment or other awards from a training organisation, please list them below.

	     

	     


	Is there any more information you wish to give in support of your application to participate in RPL? (Attach other pages if needed.)

	     

	Declaration
	I declare that the information contained in or provided with this application is true and correct.

	Applicant’s signature
	
	Date
	     


Template for the RPL Assessment Plan

The following template provides the basis for an RPL Assessment Plan for the assessor to complete with the candidate during Step 1 of the RPL assessment process (the initial interview and planning session). The Plan should be thought of as a ‘living document’, to be updated throughout the RPL assessment process.

The RPL Assessment Plan is used to document the requirements and steps in the RPL assessment process for the candidate, such as electives chosen, dates of workplace visits, clusters to be considered, and expectations of the candidate and workplace. 


To develop the Plan, the assessor should consider information in the Candidate Information Form as well as information gained in discussions with the candidate at the initial interview and planning session (Step 1). Then, in consultation with the candidate, the assessor should develop the first cut of the Plan for that candidate.

The candidate and the assessor should both make copies and bring them to every RPL assessment activity for updating as the assessment process progresses (for example, by adding information about the competency conversation sessions, or identified workplace assessment tasks as required).

	RPL Assessment Plan: ICT20120 Certificate II in Applied Digital Technologies

	Instructions and notes

	This form is for initial completion by the assessor with the candidate in Step 1, at the initial RPL interview and planning session—it sets out the steps in the RPL process for an individual candidate based on their needs and circumstances. 
To complete the form, first complete Parts 1 to 6, then, as the RPL assessment process continues, progressively update dates and activities using Part 7. Both the assessor and candidate should keep a copy and bring their copy to each RPL assessment activity for updating if needed.

	Candidate’s personal details

	Family name
	     
	Given names
	     
	Employer
	     


PART 1: UNITS OF COMPETENCY FOR RPL
	Units of competency (If other electives selected, delete any incorrect electives in the table and add selected electives.)
	Is RPL sought for this unit?

	Cluster 1 - Health and safety

	BSBWHS211
Contribute to the health and safety of self and others (core unit)
	       Yes
	       No

	Cluster 2 - Sustainability

	BSBSUS211 Participate in sustainable work practices (core unit)
	       Yes
	       No

	Cluster 3 - Communication

	ICTICT219 Interact and resolve queries with ICT clients (elective unit)
	       Yes
	       No


	Cluster 4 — Technology Use

	ICTICT213 Use computer operating systems and hardware (core unit)
	       Yes
	       No

	BSBTEC202 Use digital technologies to communicate in a work environment (core unit)
	       Yes
	       No

	ICTICT214 Operate application software packages (core unit)
	       Yes
	       No

	ICTICT215 Operate a digital media technology package (core unit)
	       Yes
	       No

	ICPDMT3210 Capture a digital image (elective unit)
	       Yes
	       No

	ICTICT216 Design and create basic organisational documents using computing packages (elective unit)
	       Yes
	       No

	ICTICT206 Install software applications (elective unit)
	       Yes
	       No

	ICTICT221 Identify and use specific industry standard technologies (elective unit)
	       Yes
	       No

	ICTSAS214 Protect devices from spam and destructive software (elective unit)
	       Yes
	       No

	Unit not provided for in the RPL Toolkit but RPL sought for qualification

	[If other electives are selected, add them below, and delete any above as applicable—3 electives are required.]

	     
	       Yes
	       No

	     
	       Yes
	       No

	     
	       Yes
	       No


PART 2: AGREED DATES FOR CANDIDATE TO COMPLETE THEIR SELF-EVALUATION
	Candidate self-evaluation and workplace verification
	Agreed date for completion 
	Done?

	Candidate Self-evaluation Tools (The candidate should complete the Candidate Self-evaluation Tools, seek workplace verification, and return the completed tools to the assessor before or on the agreed date.) 
	     
	        

 MACROBUTTON HTMLDirect 


	Workplace Representative Form (The workplace representative should complete a Workplace Representative Form, when verifying the candidate’s self-evaluation. The candidate should return it and the assessor should retain it.) This should be returned with the Self-evaluation tools.
	     
	        

 MACROBUTTON HTMLDirect 



PART 3: AGREED DATES AND COVERAGE OF COMPETENCY CONVERSATIONS
	Competency conversation interviews (Assessors should add details of the clusters or units to be addressed in each ‘competency conversation’ interview session in the table below. This section will usually be completed after the initial interview and assessor consideration of the candidate’s self-evaluation.)
	Agreed date
	Venue
	Done?

	     
	     
	     
	        

 MACROBUTTON HTMLDirect 


	     
	     
	     
	        

 MACROBUTTON HTMLDirect 


	     
	     
	     
	        

 MACROBUTTON HTMLDirect 



PART 4: AGREED DATES AND DETAILS OF WORKPLACE ASSESSMENT TASKS
	Workplace assessment tasks (Assessors should add the number and brief title of the required workplace assessment tasks below, noting that this section will usually be completed after the competency conversation interview/s.)
	Agreed date
	Venue
	Done?

	     
	     
	     
	         FORMCHECKBOX 



 MACROBUTTON HTMLDirect 


	     
	     
	     
	         FORMCHECKBOX 



 MACROBUTTON HTMLDirect 


	     
	     
	     
	         FORMCHECKBOX 



 MACROBUTTON HTMLDirect 



PART 5: THIRD PARTY REPORTING REQUIREMENTS
	Third Party Report (Assessor to add summary of any required report/s below, noting that this section will usually be completed after other RPL evidence gathering and assessment processes if further workplace verification is required.)
	Agreed date
	Done?

	     
	     
	         FORMCHECKBOX 



 MACROBUTTON HTMLDirect 



PART 6: CANDIDATE AND ASSESSOR SIGN OFF (ON PLAN AS FIRST DEVELOPED)
	Signatures

	Assessor’s name
	     
	Assessor signature
	
	Date
	     

	Candidate’s signature
	
	Date
	     

	(If required, update the above information in the following section of the table, or attach additional sheets, as changes to the above are made.)
	Any updates?
	       Yes
	       No


PART 7: ANY ADDITIONAL UPDATES OR CHANGES DURING THE RPL PROCESS
	RPL Assessment Plan: Updated Information
	Date and assessor and candidate initials

	     
	

	     
	

	     
	


	Finalisation of RPL process: Once all the above-listed processes are completed and recorded, the assessor should provide the candidate with feedback, record the outcomes on the RPL Toolkit’s RPL Assessment Outcomes Form, and follow the RTO’s procedures to finalise the RPL process.


Template for the Workplace Representative Form

All workplace representatives who verify candidate performance should complete the following form. The assessor should provide it to the workplace representative when verification of candidate skills and knowledge is sought, perhaps by giving it to the candidate with the Candidate Self-evaluation Tools so they can in turn give it to the workplace representative, or by giving it directly to the workplace if a Third Party Report is requested and negotiated.

The form requires the workplace representative to verify that they understand the process and that any verification and information they provide will be, to the best of their ability, true and correct. The form is intended to reinforce the accountability and significance of workplace verifications.

	Confidential Workplace Representative Form: ICT20120 Certificate II in Applied Digital Technologies

	Purpose of this form: The Registered Training Organisation (RTO) in which the candidate below is enrolled, requires all workplace representatives who verify an RPL candidate’s skills and knowledge to complete this form. Such workplace representatives will typically be working with the candidate in a position of responsibility, perhaps their employer or supervisor, hold higher qualifications than the candidate, and have observed their workplace performance. To ensure all candidates gain recognition for skills and knowledge they genuinely hold, workplace representatives must carefully consider their verification of the candidate and provide accurate statements. 

	Candidate’s name
	     
	Candidate’s workplace
	     


	Name of workplace representative completing this form
	     
	Workplace
	     

	Is the workplace verification related to (tick response)?
	Candidate Self-evaluation?
	    Yes
	Third Party Report?
	    Yes

	What is your working relationship to the candidate? (e.g. team leader, manager, employer, supervisor)
	     

	Please list your qualifications and give a summary of your experience in Education 

	     

	     

	How long have you worked with the RPL candidate? (Please provide date range if possible.)
	     

	Have you had an explanation, and do you understand what is required of you, in providing verification of the candidate’s skills?
	 Yes
	 No

	Do you understand your responsibilities in verifying a candidate’s workplace skills and knowledge as accurately as possible?
	 Yes
	 No

	Would you like to be provided with more information about the requested workplace verification before you complete it?
	 Yes
	 No

	Are you willing to be contacted if further verification of the candidate’s skills and knowledge is required?
	 Yes
	 No

	Declaration: In signing this form you agree that you are appropriately qualified to verify the candidate’s current Children’s Services-related workplace skills and knowledge, and that if you provide the requested workplace verification, it will be, to the best of your knowledge, accurate and correct.

	Workplace representative’s signature
	
	Date
	     


Template for Third Party Report

The following template provides a basis for the assessor to design a Third Party Report where additional workplace verification of any aspect of their workplace skills or knowledge is required. For example, it could be used after candidate-directed workplace activities to gain evidence of application of knowledge.

	Third Party Report: ICT20120 Certificate II in Applied Digital Technologies

	Instructions 

	In completing this report, you are asked to provide ‘third party’ verification as accurately as possible that the candidate can apply the workplace skills and knowledge specified below. Please try to provide examples of how the candidate applies the skills or knowledge. [Assessor to add required skills to table.]

	Details of workplace representative completing this report

	Family name
	     
	Given name
	     
	Employer
	     

	Please give information on whether the candidate consistently applies the skills and knowledge listed below to the expected workplace standard.

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	I have completed and provided a Workplace Representative Form
	 Yes
	 No

	Workplace representative’s signature
	
	Date
	     


Template for RPL Assessment Outcomes Form

The RPL Assessment Outcomes Form provides the capacity to record the RPL assessment methods for each unit and the final outcomes of the RPL assessment process for all units of competency that make up the qualification.

The assessor should progressively add information on the RPL assessment methods undertaken with the candidate. 

After the RPL assessment process for all units is concluded, the form should be finalised by the assessor and signed by both the assessor and candidate. 

The completed form would usually be kept in the candidate’s file, providing a summary of the processes undertaken and the final RPL outcomes.

	RPL Assessment Outcomes: ICT20120 Certificate II in Applied Digital Technologies

	Instructions and notes

	This form is for completion by the assessor. It provides a cover sheet in which details of the final assessment outcome for a candidate and the basis for that decision can be recorded. Assessors should progressively add information as RPL assessment activities are undertaken. Depending on the RTO’s processes, the assessor could add information for units not assessed by RPL (e.g. credit transfer, national recognition, or training and assessment).
Once final assessment is completed, assessors should finalise the form by ticking ‘Competent’ or ‘Not Yet Competent’ for each unit, signing the declaration and having the candidate also sign the form. The signed copy would usually then be retained in the candidate’s file of RPL assessment evidence. 

	Personal details

	Family name
	     
	Given names
	     
	Employer
	     


	Units of competency
	Record of RPL assessment processes undertaken for each unit [Assessor to initial and date the evidence-gathering processes undertaken]
	Final Outcome
[Assessor to tick Competent (C) or Not Yet Competent (NYC) and initial and date]

	 Core (C), Elective (E) 

[Assessor to amend list if other electives are chosen]
	Initial RPL Interview
	Candidate Self-evaluation
	Documents
	Competency Conversation Interview
	Workplace Assessment Task
	Third Party Report
	C
	NYC

	BSBWHS211 Contribute to the health and safety of self and others (core unit)
	     
	     
	     
	     
	     
	     
	       FORMCHECKBOX 

	 MACROBUTTON HTMLDirect 
     FORMCHECKBOX 


	BSBSUS211 Participate in sustainable work practices (core unit)
	     
	     
	     
	     
	     
	     
	       FORMCHECKBOX 

	 MACROBUTTON HTMLDirect 
     FORMCHECKBOX 


	ICTICT219 Interact and resolve queries with ICT clients (elective unit)
	     
	     
	     
	     
	     
	     
	       FORMCHECKBOX 

	 MACROBUTTON HTMLDirect 
     FORMCHECKBOX 


	ICTICT213 Use computer operating systems and hardware (core unit)
	     
	     
	     
	     
	     
	     
	       FORMCHECKBOX 

	 MACROBUTTON HTMLDirect 
     FORMCHECKBOX 


	BSBTEC202 Use digital technologies to communicate in a work environment (core unit)
	     
	     
	     
	     
	     
	     
	       FORMCHECKBOX 

	 MACROBUTTON HTMLDirect 
     FORMCHECKBOX 


	ICTICT214 Operate application software packages (core unit)
	     
	     
	     
	     
	     
	     
	       FORMCHECKBOX 

	 MACROBUTTON HTMLDirect 
     FORMCHECKBOX 


	ICTICT215 Operate a digital media technology package (core unit)
	     
	     
	     
	     
	     
	     
	       FORMCHECKBOX 

	 MACROBUTTON HTMLDirect 
     FORMCHECKBOX 


	ICPDMT3210 Capture a digital image (elective unit)
	     
	     
	     
	     
	     
	     
	       FORMCHECKBOX 

	 MACROBUTTON HTMLDirect 
     FORMCHECKBOX 



	ICTICT216 Design and create basic organisational documents using computing packages (elective unit)
	     
	     
	     
	     
	     
	     
	       FORMCHECKBOX 

	 MACROBUTTON HTMLDirect 
     FORMCHECKBOX 


	ICTICT206 Install software applications (elective unit)
	     
	     
	     
	     
	     
	     
	       FORMCHECKBOX 

	 MACROBUTTON HTMLDirect 
     FORMCHECKBOX 


	ICTICT221 Identify and use specific industry standard technologies (elective unit)
	     
	     
	     
	     
	     
	     
	       FORMCHECKBOX 

	 MACROBUTTON HTMLDirect 
     FORMCHECKBOX 


	ICTSAS214 Protect devices from spam and destructive software (elective unit)
	     
	     
	     
	     
	     
	     
	       FORMCHECKBOX 

	 MACROBUTTON HTMLDirect 
     FORMCHECKBOX 


	[If other electives are selected, add them below, and delete any above as applicable.]

	     
	     
	     
	     
	     
	     
	     
	       FORMCHECKBOX 

	 MACROBUTTON HTMLDirect 
     FORMCHECKBOX 


	     
	     
	     
	     
	     
	     
	     
	       FORMCHECKBOX 

	 MACROBUTTON HTMLDirect 
     FORMCHECKBOX 



	Assessor’s declaration: Based on the assessment outcomes listed above, the candidate meets the requirements to be awarded the qualification ICT20120 Certificate II in Applied Digital Technologies.
	 Yes
	 No

	Assessor’s signature
	
	Date
	     

	Candidate’s signature
	
	Date
	     


Candidate Self-evaluation Tools

The following tools are for the candidate’s self-evaluation. The candidate is required to consider the workplace tasks they can do and complete these tools in their own time. 
The candidate should be given the tools during Step 1 of the RPL assessment process - the initial interview and planning session. 
At that session, the assessor should advise the candidate how to complete the self-evaluation, including the need for workplace verification of skills. More detailed instructions for assessors are on the following page.

These tools allow candidates to document and broadly evaluate their knowledge and skills against workplace tasks they believe they can do and to collate some initial evidence (the tasks are aligned to unit clusters). 
They also require workplace representatives to verify the candidate’s skills and knowledge. The tools include instructions for candidates and workplaces, self-evaluation tools for each cluster, and a form for listing any attached evidence.
Note: If students require additional support to complete the tools, this should be provided.

	Candidate Self-evaluation Tools: Instructions for the assessor

	Assessors should read the following notes before providing candidates with the self-evaluation tools

	What are these tools?

These tools include self-evaluation forms each related to a ‘cluster’ of units of competency and a form to list attached documents—to be completed independently by the candidate and verified by the workplace. When completed, these provide evidence of workplace tasks the candidate believes they can do and examples of how they apply skills and knowledge, with this information supplemented and verified by the workplace. 

Note: This will not be sufficient to determine competence (the RPL Toolkit processes recommends candidates to be assessed in the workplace wherever possible). However, the self-evaluation will provide evidence and information that can be used in determining the next steps in the RPL assessment process.

Instructions for assessors providing the tools

Provide the candidate with the tools (the following pages—from the ‘Instructions to the Candidate’ to the end of the ‘List of attached documents’ section) during Step 1 of the RPL assessment process (at the initial interview and planning session). 

If applicable, before providing the tools, remove any sections for any units in which the candidate has been assessed as competent (for example, by credit transfer or National Recognition).

When providing the Candidate Self-evaluation Tools:

· advise the candidate that the completed tools will be part of the evidence to be considered in determining their competence
	· go through the tools, showing the candidate how to complete them

· determine any support that could be needed by the candidate, such as language, literacy or numeracy support or skills in using a computer if needed, and advise how this can be sourced

· inform the candidate that the RPL process is not based on documentary evidence only—that is, while documents can be attached, the candidate does not need to provide documents as evidence of every skill they claim they hold, as other assessment processes will also be used

· inform the candidate that they will need to seek verification of their completed self-evaluation from a workplace representative (that is, a person in a position of responsibility, perhaps their employer or supervisor, who holds higher qualifications than they do and has observed their workplace performance)

· give the candidate the Workplace Representative Form that also must be completed by the workplace representative.

Instructions for assessors in reviewing the completed tools

After the completed tools are returned, assessors should check them for completion and sign-off, review the information and any evidence provided, and add comments to the tools in the section provided at the end of each.

The information gathered from the candidate self-evaluation should guide the assessor in determining the focus of the ‘competency conversations’ and workplace assessment tasks to be undertaken.


	Candidate Self-evaluation Tools: Instructions for the RPL candidate and workplace representative

	RPL candidates and workplace personnel—please read the following notes before completing the tables

	What is in this document? 

This document will help you to evaluate the knowledge and skills you apply at work - the first step in your RPL process. 

The following pages include sections with tables with ‘clusters’ of units of competency, and there is also a table for listing any attached documents.

How to conduct the self-evaluation

· Completing this self-evaluation will take some time - please allow enough time to think very carefully about the workplace tasks you can do.

· The tools include numbered tasks. Think about each task. Consider if you do it ‘very well’, ‘quite well’ or ‘no, or not well’, and tick the box. Then, add examples of how you do the task in the space provided.

· After you have completed the tables, ask a workplace representative to complete and sign the workplace sections. This should be someone who knows your work, perhaps your employer or supervisor. They will also need to complete a Workplace Representative Form.

The completed tables give the assessor important evidence of tasks you believe you can do, to help them to decide the next RPL steps.

You can attach documents

Documents can be evidence… you might have documents at work or at home that show you can do some of the workplace tasks. If so, attach them to the back of the completed tables, and add details to the ‘List of Attached Documents’ table.
	In thinking about documents to attach, remember:

· you don’t have to find documents for every workplace task - only where you can easily find these, and in line with your assessor’s suggestions

· any document can be listed against more than one workplace task

· the table has a space to put the document number - make sure the same number is on the attached document 

· to maintain confidentiality, remove all personal information from any workplace documents you use.

Instructions for workplace representatives

The Workplace Guide explains the RPL assessment process. If you do not have this, please ask the assessor or the candidate. 

As a workplace representative you are required to verify the candidate’s self-evaluation. To do this you need to be someone in a position of responsibility who knows the candidate’s performance and holds higher qualifications than they do, perhaps an employer or supervisor. Confirm the self-evaluation (where they have observed it) and provide comments and examples - you will also need to complete a Workplace Representative Form.

After candidates have completed the self-evaluation

Copy the completed tables and Workplace Representative Form for your records and give a copy to the assessor on the date agreed in the RPL Assessment Plan. 


Top of Form

	Candidate self-evaluation for Cluster 1 - Health and safety

	Units of competency:

· BSBWHS211 Contribute to the health and safety of self and others (core unit)
Go to your Candidate Guide to see a brief description of the above units. The full text of the units can also be viewed at www.training.gov.au


	Candidate’s name
	     
	Date completed
	     


Bottom of Form

	Workplace tasks related to
Cluster 1 - Health and safety
	I do the workplace task…
	Evidence and examples 
	Confirmation by workplace representative
- please tick and initial if candidate can do the task

	
	…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
	Candidates may attach documents as evidence of workplace tasks—if so, add the document number 
Candidates who can do the workplace task—give brief examples below of how you do this at work 
	Document number
	

	1. Providing a clean and safe environment for workers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	2. Participate in my workplace’s formal health and safety committees and/or groups
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	3. Reported hazards and/or non-compliance
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	4. Participated in workplace audits and inspections
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	5. Find and share information on WHS information
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	6. Work with the WHS duty holders in the workplace
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	Candidate’s signature (In signing this form you are verifying that information you have provided is true and correct.)
	

	Workplace representative’s comments for Cluster 1 - Health and safety
Please provide brief comments on whether the candidate can do the above workplace tasks, including examples you have seen if possible, and sign the form where indicated. Note: You will also be asked to complete a Workplace Representative Form verifying that the information you have provided is accurate.

	     

	Workplace representative’s name
	     
	Workplace title
	     

	Workplace representative’s signature
	
	Date
	     


	THE FOLLOWING SECTION IS FOR OFFICE USE ONLY

	Instructions to assessors

Assessors must consider the evidence provided. This first step in the RPL assessment process will contribute to evidence of the candidate’s competency, but will not yield evidence that meets the rules of evidence (i.e. valid, sufficient, current and authentic evidence) against the units of competency assessment requirements. Assessors should advise the candidate of the units to be considered in the competency conversation interview or other assessments.


	Assessor’s comments re Cluster 1 - Health and safety
(Summarise your feedback to the candidate or provide any other objective comments in relation to the self-evaluation and evidence below.)

	     

	Assessor’s name
	     

	Assessor’s signature
	
	Date
	     


	Candidate self-evaluation for Cluster 2 — Sustainability

	Units of competency:

· BSBSUS211 Participate in sustainable work practices (core unit)
Go to your Candidate Guide to see a brief description of the above units. The full text of the units can also be viewed at www.training.gov.au


	Candidate’s name
	     
	Date completed
	     


	Workplace tasks related to
Cluster 2 - Sustainability
	I do the workplace task…
	Evidence and examples of applying workplace tasks
	Confirmation by workplace representative
- please tick and initial if candidate can do the task

	
	…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
	Candidates may attach documents as evidence of workplace tasks—if so, add the document number 
Candidates who can do the workplace task—give brief examples below of how you do this at work 
	Document number
	

	7. Analyse current procedures and practices to ensure environmental sustainability
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	8. Measure current resource usage in the workplace
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	9. Identify work problems and establish solutions that are resource efficient
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	10. Establish and implement strategies to improve workplace’s resource efficiency
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	11. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	12. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	Candidate’s signature (In signing this form you are verifying that information you have provided is true and correct.)
	

	Workplace representative’s comments for Cluster 2 - Sustainability
Please provide brief comments on whether the candidate can do the above workplace tasks, including examples you have seen if possible, and sign the form where indicated. Note: You will also be asked to complete a Workplace Representative Form verifying that the information you have provided is accurate.

	     

	Workplace representative’s name
	     
	Workplace title
	     

	Workplace representative’s signature
	
	Date
	     


	THE FOLLOWING SECTION IS FOR OFFICE USE ONLY

	Instructions to assessors

Assessors must consider the evidence provided. This first step in the RPL assessment process will contribute to evidence of the candidate’s competency, but will not yield evidence that meets the rules of evidence (i.e. valid, sufficient, current and authentic evidence) against the units of competency assessment requirements. Assessors should advise the candidate of the units to be considered in the competency conversation interview or other assessments.


	Assessor’s comments re Cluster 2 – Sustainability (Summarise your feedback to the candidate or provide any other objective comments in relation to the self-evaluation below.)

	     

	Assessor’s name
	     

	Assessor’s signature
	
	Date
	     


	Candidate self-evaluation for Cluster 3 - Communication

	Units of competency:

· ICTICT219 Interact and resolve queries with ICT clients (elective unit)
Go to your Candidate Guide to see a brief description of the above units. The full text of the units can also be viewed at www.training.gov.au


	Candidate’s name
	     
	Date completed
	     


	Workplace tasks related to
Cluster 3 - Communication
	I do the workplace task…
	Evidence and examples of applying workplace tasks
	Confirmation by workplace representative
- please tick and initial if candidate can do the task

	
	…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
	Candidates may attach documents as evidence of workplace tasks—if so, add the document number 
Candidates who can do the workplace task—give brief examples below of how you do this at work 
	Document number
	

	13. Analyse current procedures and practices to ensure environmental sustainability
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	14. Measure current resource usage in the workplace
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	15. Identify work problems and establish solutions that are resource efficient
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	16. Establish and implement strategies to improve workplace’s resource efficiency
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	17. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	18. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	Candidate’s signature (In signing this form you are verifying that information you have provided is true and correct.)
	

	Workplace representative’s comments for Cluster 3 - Communication
Please provide brief comments on whether the candidate can do the above workplace tasks, including examples you have seen if possible, and sign the form where indicated. Note: You will also be asked to complete a Workplace Representative Form verifying that the information you have provided is accurate.

	

	     

	Workplace representative’s name
	     
	Workplace title
	     

	Workplace representative’s signature
	
	Date
	     


	THE FOLLOWING SECTION IS FOR OFFICE USE ONLY

	Instructions to assessors

Assessors must consider the evidence provided. This first step in the RPL assessment process will contribute to evidence of the candidate’s competency, but will not yield evidence that meets the rules of evidence (i.e. valid, sufficient, current and authentic evidence) against the units of competency assessment requirements. Assessors should advise the candidate of the units to be considered in the competency conversation interview or other assessments.


	Assessor’s comments re Cluster 3 - Communication
(Summarise your feedback to the candidate or provide any other objective comments in relation to the self-evaluation below.)

	     

	Assessor’s name
	     

	Assessor’s signature
	
	Date
	     


	Candidate self-evaluation for Cluster 4 - Technology Use

	Units of competency:

· ICTICT213 Use computer operating systems and hardware (core unit)
· BSBTEC202 Use digital technologies to communicate in a work environment (core unit)
· ICTICT214 Operate application software packages (core unit)
· ICTICT215 Operate a digital media technology package (core unit)
· ICPDMT3210 Capture a digital image (elective unit)
· ICTICT216 Design and create basic organisational documents using computing packages (elective unit)
· ICTICT206 Install software applications (elective unit)
· ICTICT221 Identify and use specific industry standard technologies (elective unit)
· ICTSAS214 Protect devices from spam and destructive software (elective unit)
Go to your Candidate Guide to see a brief description of the above units. The full text of the units can also be viewed at www.training.gov.au


	Candidate’s name
	     
	Date completed
	     


	Workplace tasks related to
Cluster 4 - IT Use
	I do the workplace task…
	Evidence and examples of applying workplace tasks
	Confirmation by workplace representative
- please tick and initial if candidate can do the task

	
	…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
	Candidates may attach documents as evidence of workplace tasks - if so, add the document number 
Candidates who can do the workplace task - give brief examples below of how you do this at work 
	Document number
	

	19. Adhere to my workplace’s requirements when working on technology
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	20. Can meet timelines 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	21. Achieve consistency of design and layout both within a document/presentation and across an organisation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	22. Make use of advanced features in the applications I use
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	23. Provide valid and professional product with minimal editing and changes of style required
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	24. Use consistent and organisationally endorsed storage methods and terminology
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	25. Communicate effectively with personnel regarding development of documents/media
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	26. Produce work that is readable/viewable and of professional appearance
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	27. Make use of manuals, on-line forums and other forms of assistance as required
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	28. Consistently proofreads work, edits and provides draft that are of a professional standard
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	   
	 FORMCHECKBOX 


	29. Can capture a digital image, download it and edit appropriately to form image required in specifications
	
	
	
	
	
	

	30. Can connect a printer and install drivers
	
	
	
	
	
	

	31. Can connect other forms of hardware to the computer 
	
	
	
	
	
	

	32. Can add a peripheral board to the motherboard inside the computer
	
	
	
	
	
	

	33. Can replace the hard drive in a computer and ensure the operating system works
	
	
	
	
	
	

	34. Can install a software package
	
	
	
	
	
	

	35. Can maintain the O/S of a computer including registry, drive and useless files
	
	
	
	
	
	

	Candidate’s signature (In signing this form you are verifying that information you have provided is true and correct.)
	


	Workplace representative’s comments for Cluster 4 - Technology Use
Please provide brief comments on whether the candidate can do the above workplace tasks, including examples you have seen if possible, and sign the form where indicated. Note: You will also be asked to complete a Workplace Representative Form verifying that the information you have provided is accurate.

	     

	Workplace representative’s name
	     
	Workplace title
	     

	Workplace representative’s signature
	
	Date
	     


	THE FOLLOWING SECTION IS FOR OFFICE USE ONLY

	Instructions to assessors

Assessors must consider the evidence provided. This first step in the RPL assessment process will contribute to evidence of the candidate’s competency, but will not yield evidence that meets the rules of evidence (i.e. valid, sufficient, current and authentic evidence) against the units of competency assessment requirements. Assessors should advise the candidate of the units to be considered in the competency conversation interview or other assessments. 


	Assessor’s comments Cluster 4 - Technology Use
(Summarise your feedback to the candidate or provide any other objective comments in relation to the self-evaluation below.)

	     

	Assessor’s name
	     

	Assessor’s signature
	
	Date
	     


	Candidate Self-evaluation: Instructions for attaching documents

	Candidates should read the following instructions

You may decide to attach documents that show you can do any of the workplace tasks you have self-evaluated.

Documents you might attach include any of the following.

· Photos relevant to work activities, video diaries

· Reflective journals, diaries, workplace task or job sheets, logbooks

· Workplace documents 
· References or letters from families or other clients, past employers, supervisors (with permission and all names deleted)
· Workplace documents you have contributed to or written

· Brief Resume or CV, position descriptions
· Workplace training or professional development records

· Membership of professional associations, networks or clubs

· Records of hobbies or special skills and activities outside work

· Workplace, industry or other awards.

However, don’t be put off if you don’t have these documents. Your assessor will help you to identify any other documentary evidence during the next steps of your RPL assessment process.

Please list any documents you attach to your Candidate Self-evaluation Tools on the following table.
	Remember that:
· you don’t have to find documents for every workplace task - only where you can easily find these, as suggested by your assessor

· ‘documents’ can include anything that supports your claim for RPL-such as paper documents, photos, videos, electronic files

· one document can be evidence for more than one workplace task

· make sure each document you added a number for in the Self-evaluation Tool is also listed in the following table, and attached

· you can add extra pages to the document list if you need to

· remove all confidential or sensitive information from any workplace documents you attach, to ensure privacy and confidentiality

· if you think it will help the assessor to know the document is your work, you might get your workplace supervisor or other suitable person to write this on the document and sign it.

Please sign the declaration at the end of this form to verify that the information you have provided is true and correct.

Remember to make (and keep) a copy of your self-evaluation tools and all documents before giving them to the assessor.


	Candidate Self-evaluation: List of Attached Documents

	Document number
	Document title or brief description (e.g. type of document, purpose, date, author)
e.g. ‘Letter from client, thanking me for my work in resolving a complaint June 201X (names erased).’
	Unit cluster or clusters 
e.g. ‘Cluster 4—IT Use
	Workplace task number or numbers
e.g. ‘Task 36
	Is it attached?

	     
	     
	     
	     
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	     
	     
	     
	     
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	     
	     
	     
	     
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	     
	     
	     
	     
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	     
	     
	     
	     
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	     
	     
	     
	     
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	     
	     
	     
	     
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	     
	     
	     
	     
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Candidate’s declaration: The information I have provided is accurate and truthful; and (unless stated) the attached documents are my own work. (Sign to indicate you agree with the declaration, and have your signature witnessed by your workplace representative.)

	Candidate’s name
	     
	Witness’s name/title
	     

	Candidate’s signature
	
	Witness’s signature
	

	Date
	     
	Date
	     


Competency Conversation Recording Tools

The following tools are for the assessor to use during Step 2 of the RPL assessment process - the ‘competency conversation’ interviews. 
The assessor should prepare the tools in advance for use in 
Step 2 by:

· deleting any sections that will not be assessed in that session (it is unrealistic to cover all the unit clusters in the RPL Toolkit in one session, so more than one session will usually be required) 
· saving the files to a laptop, or printing hard copies, depending on method used to record candidate responses. 
The Competency Conversation Recording Tools provide:

· a bank of questions and prompts for the assessor to use during the conversations

· an assessment tool in which the assessor can record evidence of the competency conversation

· key points the assessor should look for in candidate responses and particular notes re assessment requirements including for frequency and volume (criteria for assessment), with the capacity to record candidate responses


Instructions for the assessor are on the following page.

Note: The recording tools are not provided to the candidate for use during the competency conversation interview.

	Competency Conversation Recording Tools: Instructions for the assessor

	Assessors should read the following instructions and notes 

	The Competency Conversation Recording Tools are assessment instruments used by the assessor to record ‘competency conversations’ interviews. Do not provide these assessment tools to the candidate in the interview.
The competency conversation provides an opportunity for the candidate to confirm their knowledge as identified in the Candidate Self-evaluation Tools, and for you to assess aspects of relevant units of competency.

How to complete the Competency Conversation Recording Tools

The RPL Toolkit companion volume Assessor Guide provides detailed instructions for assessors on how to conduct the competency conversation. If you are not familiar with the process, go to that document and read, and then follow, the step-by-step instructions.

The following points summarise those steps and instructions.

· Prepare for the conversation… for example, by determining and collating the required assessment tools, i.e. the recording tools only for the units you will assess at that session. Because you will only be able to assess a reasonable number of units per session, you might choose to include one or two clusters per session. Advise the candidate and organise the venue.

· Contextualise or change questions if required… the questions are discussion starters and are not necessarily ‘fixed’. You may alter the wording and can ask follow-up questions in a conversational style.
	· Support the candidate… ensure the candidate is as comfortable as possible. Take breaks if needed. Don’t try to cram too many units (clusters) into one session. Staggered sessions will be more useful.

· Workplace venues are suitable… for most candidates the workplace provides a familiar setting where they may be more comfortable discussing their roles and capacities, and where additional natural evidence of workplace competency may be gathered (for example by observing the candidate in the workplace or seeking documents).

· Record candidate responses… listen for the ‘key points to be addressed’ in the candidate’s response, and record notes on these as the conversation proceeds using the ‘Assessor notes’ section, checking also for additional requirements that might be in those sections. You could highlight points you wish to come back to, and you might need some time after the interview to finalise the recording tool. 

· Summarise findings… Use the ‘Outcomes…’ section at the end of each cluster to provide further details on the candidate, including examples that may be relevant in confirming competence. Add pages if needed.




	Competency conversation recording tool for Cluster 1- Health and safety

	Units of competency:

· BSBWHS211 Contribute to the health and safety of self and others (core unit)
The full text of the units can be viewed at www.training.gov.au


	Candidate’s name
	     
	Date completed
	     
	Venue
	     

	Specific assessment requirements that apply across units in this cluster
	 Assessment for BSBWHS211 Contribute to the health and safety of self and others (core unit) must ensure use and adherence to relevant procedures, guidelines, protocols, policies related to the enterprise and work context. (Assessor to tick if confirmed for this cluster.)
 Skills for BSBWHS211 Contribute to the health and safety of self and others (core unit) must be demonstrated in a work context, i.e. a workplace or simulated workplace or in a virtual work situation. (Assessor to tick if confirmed for this candidate.)

	Specific foundation skills for this cluster 
	 Candidates must be able to read to accurately read and interpret supervision and safety requirements; and to accurately read and interpret workplace safety policies and procedures including safety signs, dangerous goods classifications and safety instructions. (Assessor to tick if confirmed for this candidate.)

	
	Assessor to add how foundation skills were confirmed: 

     



	Question 1 – Describe your role in providing a clean and safe environment for other workers in your context/environment.

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 workplace policies and procedures for WHS

 potential hazards to workers, including medical conditions

 safety issues/risk management strategies for health and safety

 state/territory legislation and how it impacts workplace regulations, codes of practice and industry standards

 basic fire safety

 requirements for health and hygiene
 general hygiene

 how to undertake a risk analysis of work environment
 sun safety
 hearing safety

 ergonomics

	NB: In addition to the ‘key points to be addressed’, evidence must confirm that the candidate has consistently supported the health and safety needs of other workers.
     


	Question 2 – Describe a hazard you have identified in your workplace and what you did to control or remove the hazard. How did you record this?

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  Identification of hazards
 FORMCHECKBOX 
  Potential hazards to workers, including medical conditions

 FORMCHECKBOX 
  Distinguishes between hazards and risks
 FORMCHECKBOX 
  Safety issues/risk management strategies for health and safety

 FORMCHECKBOX 
  Workplace policies and procedures for WHS

 FORMCHECKBOX 
  Hazard management
 FORMCHECKBOX 
  WHS duty holders and responsibilities

	     


	Question 3 – How is workplace health and safety monitored in your workplace and how have training needs been identified?

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  WHS audits
 FORMCHECKBOX 
  Hazard identification

 FORMCHECKBOX 
  How to undertake a risk analysis of enterprise level work practices
 FORMCHECKBOX 
  Potential hazards to workers, including medical conditions

 FORMCHECKBOX 
  Safety issues/risk management strategies for worker’s health and safety

 FORMCHECKBOX 
  Safety signs and their meanings (including dangerous goods classifications)

 FORMCHECKBOX 
  Relationship between hazards, risks and worker training
 FORMCHECKBOX 
  State/territory legislation and how it impacts workplace regulations, codes of practice and industry standards

 FORMCHECKBOX 
   Workplace emergency procedures

 FORMCHECKBOX 
  Workplace policies and procedures for WHS (including for the use, storage and labelling of dangerous products)
 FORMCHECKBOX 
  Purposes of training
 FORMCHECKBOX 
  WHS duty holders and responsibilities

	NB: In addition to the ‘key points to be addressed’, evidence must confirm that the candidate has completed the following tasks at least once in line with relevant WHS regulations, codes of practice and workplace procedures:

· conducted a workplace risk assessment and recorded the results

· consistently applied workplace safety procedures in the day-to-day work activities required by the job role

· followed workplace procedures for reporting hazards.

     


	Question 4 – Describe your workplace emergency evacuation procedures. (Assessor prompts: What are the different building alarms? Where is the nearest exit? What is the evacuation route? Where is the congregation point? Who are the key personnel eg. floor wardens, safety officers? When was the last fire drill / evacuation drill?)

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  Workplace emergency procedures

 FORMCHECKBOX 
  Use of current workplace policies and procedures for WHS

 FORMCHECKBOX 
  Safety issues/risk management strategies for worker’s health and safety

 FORMCHECKBOX 
  Safety signs and their meanings, including:

 FORMCHECKBOX 
  emergency equipment

 FORMCHECKBOX 
  use of relevant personal protective equipment (PPE)

 FORMCHECKBOX 
  State/territory legislation and how it impacts workplace regulations, codes of practice and industry standards


	NB: In addition to the ‘key points to be addressed’, evidence must confirm that the candidate has completed the following tasks at least once in line with relevant WHS regulations, codes of practice and workplace procedures:

· contributed to a WHS meeting or inspection in workplace

· followed workplace procedures for a real or simulated emergency.

     


	Outcomes of the competency conversation interview for Cluster 1 - Health and safety

	Assessors must consider whether the rules of evidence are met (valid, sufficient, current and authentic) in relation to the candidate’s knowledge, and whether the evidence is sufficient to demonstrate the candidate’s ability to complete and manage tasks and manage contingencies in the job role context. Record findings below.

If the evidence shows the candidate has not demonstrated competence, discuss the next steps - practical workplace tasks to be assessed by the assessor in the workplace (see the Workplace Assessment Tasks provided for in this RPL Toolkit) or candidate self-directed professional development activities to build knowledge or skills. If the candidate has demonstrated workplace competence for unit or units, complete the RPL Assessment Outcomes Form.

	     

	Assessor’s name
	     
	The candidate has not yet demonstrated competence, more evidence of knowledge and/or skills is required
	 FORMCHECKBOX 
  

	Assessor’s signature
	
	The candidate has demonstrated competence to the standard expected in the workplace (and the rules of evidence are met)
	 FORMCHECKBOX 
  


	Competency conversation recording tool for Cluster 2 - Sustainability

	Units of competency:

· BSBSUS211 Participate in sustainable work practices (core unit)
The full text of the units can be viewed at www.training.gov.au


	Candidate’s name
	     
	Date completed
	     
	Venue
	     

	Assessment requirements that apply across this cluster
	 FORMCHECKBOX 
  Assessment must ensure that the idea of sustainability within a work productivity context is understood. (Assessor to tick if confirmed for this cluster.) 

 FORMCHECKBOX 
  Skills must be demonstrated in a work context. (Assessor to tick if confirmed for this candidate.)

	Specific foundation skills for this cluster 
	 FORMCHECKBOX 
  Candidates must be able to identify and apply work practices that support the concept of sustainability within the workplace. (Assessor to tick if confirmed for this candidate.)


	
	Assessor to add how foundation skills were confirmed: 

     



	Question 5 – Discuss what procedures and processes you apply to ensure you have enhanced the environmental sustainability of your daily work environment.

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  Understands what environmental sustainability means
Planning

 FORMCHECKBOX 
  Purpose of activity clearly stated
 FORMCHECKBOX 
  Alternatives to printing considered 
 FORMCHECKBOX 
  Method of communication 

 FORMCHECKBOX 
  Means of communication (e.g. software package)

Resources 

 FORMCHECKBOX 
  Policies and procedures for reducing resource use
 FORMCHECKBOX 
  Recycling  

 FORMCHECKBOX 
  Strategies for minimising resource use in drafting and editing

 FORMCHECKBOX 
  Examples of practice provided 

 FORMCHECKBOX 
  Additional information required for clarification

	     


	Question 6 – Assessor question to be added if required…

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  
 FORMCHECKBOX 
  
 FORMCHECKBOX 
  
 FORMCHECKBOX 
  
 FORMCHECKBOX 
  
 FORMCHECKBOX 
  
 FORMCHECKBOX 
  
 FORMCHECKBOX 
  
 FORMCHECKBOX 
  
 FORMCHECKBOX 
  
 FORMCHECKBOX 
  
	     


	Outcomes of the competency conversation interview for Cluster 2 - Sustainability

	Assessors must consider whether the rules of evidence are met (valid, sufficient, current and authentic) in relation to the candidate’s knowledge, and whether the evidence is sufficient to demonstrate the candidate’s ability to complete and manage tasks and manage contingencies in the job role context. Record findings below.

If the evidence shows the candidate has not demonstrated competence, discuss the next steps—practical workplace tasks to be assessed by the assessor in the workplace (see the Workplace Assessment Tasks provided for in this RPL Toolkit) or candidate self-directed professional development activities to build knowledge or skills. If the candidate has demonstrated workplace competence for unit or units, complete the RPL Assessment Outcomes Form.

	     

	Assessor’s name
	     
	The candidate has not yet demonstrated competence, more evidence of knowledge and/or skills is required
	

	Assessor’s signature
	
	The candidate has demonstrated competence to the standard expected in the workplace (and the rules of evidence are met)
	


	Competency conversation recording tool for Cluster 3 - Communication

	Units of competency:

· ICTICT219 Interact and resolve queries with ICT clients (elective unit)
The full text of the units can be viewed at www.training.gov.au

	Candidate’s name
	     
	Date completed
	     
	Venue
	     

	Specific assessment requirements that apply across this cluster
	 FORMCHECKBOX 
  Assessment must ensure that the focus is on resolving customer complaint within the organisational framework used by the workplace. (Assessor to tick if confirmed for this cluster.) 

 FORMCHECKBOX 
  Skills must be demonstrated in a work setting. (Assessor to tick if confirmed for this candidate.)

	Specific foundation skills for this cluster
	 FORMCHECKBOX 
  Candidates must be able use a range of communication strategies to effectively communicate with colleagues, specialists, students and families.

 FORMCHECKBOX 
  Candidates must be able to read to interpret and apply relevant work documents in the context of own work role, and to read and understand forms and make accurate reports. (Assessor to tick if confirmed for this candidate.)
 FORMCHECKBOX 
  Candidates must be able to orally communicate and actively listen in work contexts. (Assessor to tick if confirmed for this candidate.)
 FORMCHECKBOX 
  Candidates must be able to write to record details and to make reports using handwritten skills and computer skills. (Assessor to tick if confirmed for this candidate.)

	
	Assessor to add how foundation skills were confirmed: 

     


	Question 7 - Describe a time when you have used your communication skills to relay information; for example, making a presentation, selling the benefits of a hardware product, negotiating with a client. What techniques did you use to ensure a positive outcome?

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  Effective communication and interpersonal relationships
 FORMCHECKBOX 
  Sequences work efficiently

 FORMCHECKBOX 
  Follows procedures, work instructions

 FORMCHECKBOX 
  Complies with legislative and regulatory requirements

 FORMCHECKBOX 
  Monitors own work output and seeks feedback 

 FORMCHECKBOX 
  Uses controlled documents – forms, task checklists, batch control sheets, etc
 FORMCHECKBOX 
  Reports errors and inconsistencies

 FORMCHECKBOX 
  Takes corrective action / resolves issues

 FORMCHECKBOX 
  Contributes to procedural improvements
 FORMCHECKBOX 
  Effective operation of teams or work groups

 FORMCHECKBOX 
  Organisational mission, philosophy, structure, policies and procedures

 Contributed to the development of policies, practices and structures of an organisation 

 FORMCHECKBOX 
  Safe/effective use of information technology

 FORMCHECKBOX 
  Methods of performance measurement, including how the candidate has reviewed and developed their own performance
	NB: In addition to the ‘key points to be addressed’, evidence must confirm that the candidate has worked effectively in an education setting. Candidates must demonstrate that they have contributed to achievement of the organisation’s objectives over time. 
     


	Question 8 – Tell me about a time you had to handle an unforeseen complaint about an IT problem at work. How did you control the impact this had on the achievement of your work goals?

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  Explains problem

 FORMCHECKBOX 
  interruption

 FORMCHECKBOX 
  customer problem

 FORMCHECKBOX 
  delays by others

 FORMCHECKBOX 
  technology or equipment breakdown 

 FORMCHECKBOX 
  Plans for contingencies 
 FORMCHECKBOX 
  Escalation of issues that cannot be resolved
 FORMCHECKBOX 
  Allows for time delays

 FORMCHECKBOX 
  Plans to achieve other work outcomes during delays

 FORMCHECKBOX 
  Asks for help

 FORMCHECKBOX 
  Prioritises and plans to complete non-priority work later
 FORMCHECKBOX 
  Organisational standards, policies and procedures
 FORMCHECKBOX 
  Keeping clients informed of progress

	NB: In addition to the ‘key points to be addressed’, documented evidence must confirm that the candidate has worked with at least one team to implement the enterprise’s goals and objectives. They will also have demonstrated:
· working closely with others and under supervision 

· reflecting on and discussing practice with supervisor and others.

     


	Question 9 – How do you develop good client relationships? Give an example of how you have resolved a client problem.

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  Responds to enquiries courteously and professionally
 FORMCHECKBOX 
  Follows up requests in a timely manner
 FORMCHECKBOX 
  Communicates regularly with clients
 FORMCHECKBOX 
  Keeps clients informed of potential system changes
 FORMCHECKBOX 
  Contributes to decision making

 FORMCHECKBOX 
  Uses appropriate questioning and listening to clarify nature of requests
 FORMCHECKBOX 
  Respects cultural diversity
 FORMCHECKBOX 
  Applies active listening skills
 FORMCHECKBOX 
  Keeps clients informed of progress of request including follow up 

 FORMCHECKBOX 
  Refers clients to other personnel where required
	     


	Question 10 – Describe how contact with clients is documented and recorded in your workplace?

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  Keeps appropriate record of requests and actions as per organisational procedure
 FORMCHECKBOX 
  Keeps records of follow-up requests
 FORMCHECKBOX 
  Files and stores record of client contact
	     


	Outcomes of the competency conversation interview for Cluster 3 - Communication

	Assessors must consider whether the rules of evidence are met (valid, sufficient, current and authentic) in relation to the candidate’s knowledge, and whether the evidence is sufficient to demonstrate the candidate’s ability to complete and manage tasks and manage contingencies in the job role context. Record findings below.

If the evidence shows the candidate has not demonstrated competence, discuss the next steps - practical workplace tasks to be assessed by the assessor in the workplace (see the Workplace Assessment Tasks provided for in this RPL Toolkit) or candidate self-directed professional development activities to build knowledge or skills. If the candidate has demonstrated workplace competence for unit or units, complete the RPL Assessment Outcomes Form.

	     

	Assessor’s name
	     
	The candidate has not yet demonstrated competence, more evidence of knowledge and/or skills is required
	 FORMCHECKBOX 
  

	Assessor’s signature
	
	The candidate has demonstrated competence to the standard expected in the workplace (and the rules of evidence are met)
	 FORMCHECKBOX 
  


	Competency conversation recording tool for Cluster 4 - Technology Use

	Units of competency:

· ICTICT213 Use computer operating systems and hardware (core unit)
· BSBTEC202 Use digital technologies to communicate in a work environment (core unit)

· ICTICT214 Operate application software packages (core unit)

· ICTICT215 Operate a digital media technology package (core unit)
· ICPDMT3210 Capture a digital image (elective unit)
· ICTICT216 Design and create basic organisational documents using computing packages (elective unit)

· ICTICT206 Install software applications (elective unit)
· ICTICT221 Identify and use specific industry standard technologies (elective unit)
· ICTSAS214 Protect devices from spam and destructive software (elective unit)
The full text of the units can be viewed at www.training.gov.au

	Candidate’s name
	     
	Date completed
	     
	Venue
	     

	Specific assessment requirements that apply across this cluster
	 FORMCHECKBOX 
  Assessment must support the effective use of information and communications technology within a work context. (Assessor to tick if confirmed for this cluster.) 
 FORMCHECKBOX 
  Assessment must ensure use of the IT standards and operational frameworks of the jurisdiction in which they work. (Assessor to tick if confirmed for this cluster.)
 FORMCHECKBOX 
  Skills must be demonstrated in a work context. (Assessor to tick if confirmed for this candidate.)

	Specific foundation skills for this cluster 
	 FORMCHECKBOX 
  Candidates must be able to use a range of communication strategies to engage with other workers, supervisors and clients. 

	
	Assessor to add how foundation skills were confirmed: 
     


	Question 11– Describe three (3) documents you have produced recently at work and the design format of each document. What technology and software did you use? What information did you access to complete the document? What was the purpose of each document?

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  Documents

 FORMCHECKBOX 
  text documents – letters, memos, reports, newsletters

 FORMCHECKBOX 
  spreadsheets – budgets, financial reports, costings database reports 
 FORMCHECKBOX 
  presentations
 FORMCHECKBOX 
  Design includes – styles, headers/footers, bullets, numbering, font, page set up

 FORMCHECKBOX 
  Technology – computer, printer, scanner

 FORMCHECKBOX 
  Software relevant to business documents e.g. Word, Excel, Access, PowerPoint

 FORMCHECKBOX 
  Accesses information (policy, procedures, work instructions, forms, internet)
 FORMCHECKBOX 
  Organisational standards, policies and procedures


	     


	Question 12 – How have you ensured completed jobs meet quality standards and task requirements?

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  Checks final product with care to identify potential errors or oversights
 FORMCHECKBOX 
  Checks task requirements against document
 FORMCHECKBOX 
  Check enterprise/work site style guide
 FORMCHECKBOX 
  Checks final proofs
 FORMCHECKBOX 
  Checks final product before packaging 

 FORMCHECKBOX 
  Stores digital files appropriately 
 FORMCHECKBOX 
  Has work reviewed by peer or supervisor
	     


	Question 13 – Explain a time you had difficulty producing a document due to lack of knowledge of a software package and how you overcame this.

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  Explains difficulty with software function

 FORMCHECKBOX 
  Seeks online help

 FORMCHECKBOX 
  Sources software manual

 FORMCHECKBOX 
  Reads training manual

 FORMCHECKBOX 
  Calls help desk

 FORMCHECKBOX 
  Calls software supplier
 FORMCHECKBOX 
  Seeks peer support

 FORMCHECKBOX 
  Informs supervisor
	     


	Question 14 – What are some of the ergonomic practices you routinely apply when using computers?

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  Workstation height and layout

 FORMCHECKBOX 
  Chair height, seat and back adjustment

 FORMCHECKBOX 
  Footrest

 FORMCHECKBOX 
  Screen position

 FORMCHECKBOX 
  Keyboard and mouse position

 FORMCHECKBOX 
  Document holder

 FORMCHECKBOX 
  Posture

 FORMCHECKBOX 
  Avoiding radiation from computer screens

 FORMCHECKBOX 
  Lighting

	     


	Question 15 – In designing a document/media, what factors have you considered, what advanced functions have you used and how have you ensured its readability/viewability?

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	Factors 

 FORMCHECKBOX 
  Requirements of task/author 

 FORMCHECKBOX 
  Purpose of document/media
 FORMCHECKBOX 
  Audience 

 FORMCHECKBOX 
  Information requirements 

 FORMCHECKBOX 
  Readability/Viewability
 FORMCHECKBOX 
  Appearance 

 FORMCHECKBOX 
  Balance 

 FORMCHECKBOX 
  Positioning of graphics

 FORMCHECKBOX 
  Organisational requirements 

Advanced functions 

 FORMCHECKBOX 
  Creation/use of templates 

 FORMCHECKBOX 
  Headers and footers/page # / Labelling
 FORMCHECKBOX 
  Styles

 FORMCHECKBOX 
  Font styles and sizes

 FORMCHECKBOX 
  Tables 

 FORMCHECKBOX 
  Readability 

 FORMCHECKBOX 
  Font size and type 

 FORMCHECKBOX 
  White space

 FORMCHECKBOX 
  Bulleted/numbered points 

 FORMCHECKBOX 
  Headings

 FORMCHECKBOX 
  Placement of graphics 

 FORMCHECKBOX 
  Consistency 

	     


	Question 16 – How have you ensured documents/media met quality standards, timelines and electronic storage procedures?

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	Quality standards

 FORMCHECKBOX 
  Proofreads/Reviews the document /media carefully

 FORMCHECKBOX 
  Checks task requirements against output
 FORMCHECKBOX 
  Checks layout before with preview function of application
 FORMCHECKBOX 
  Checks layout after production 

Timelines 

 FORMCHECKBOX 
  Prioritises tasks

 FORMCHECKBOX 
  Uses software functions to enable efficient document/media production 

 FORMCHECKBOX 
  Seeks help with difficult software functions - online, software manuals, training manuals, help desk

 FORMCHECKBOX 
  Estimates timeframe for completion 

 FORMCHECKBOX 
  Renegotiates timelines as necessary 

Electronic storage procedures 

 FORMCHECKBOX 
  Electronic procedures for storage in directories, sub directories, back-up copies, network system

 FORMCHECKBOX 
  Storage on compact disks, hard or floppy disks, back-up systems

 FORMCHECKBOX 
  Procedures for changing, saving, formatting and naming documents 

 FORMCHECKBOX 
  Procedures for privacy and security of documents and files

 FORMCHECKBOX 
  Accesses data following procedures – privacy, storage, safe storage, administration systems, maintenance 
	     


	Question 17 – Describe typical computer hardware components you have worked with?

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  List at least three common hardware peripherals or internal components
 FORMCHECKBOX 
  Provides an explanation of how these components interact/purpose of
 FORMCHECKBOX 
  Connects components correctly 

 FORMCHECKBOX 
  Checks for effective functioning when finished working on units 

Timelines 

 FORMCHECKBOX 
  Prioritises tasks

 FORMCHECKBOX 
  Uses software functions to enable efficient document production 

 FORMCHECKBOX 
  Seeks help with difficult software functions - online, software manuals, training manuals, help desk

 FORMCHECKBOX 
  Estimates timeframe for completion 

 FORMCHECKBOX 
  Renegotiates timelines as necessary 

Electronic storage procedures 

 FORMCHECKBOX 
  Electronic procedures for storage in directories, sub directories, back-up copies, network system

 FORMCHECKBOX 
  Storage on compact disks, hard or floppy disks, back-up systems

 FORMCHECKBOX 
  Procedures for changing, saving, formatting and naming documents 

 FORMCHECKBOX 
  Procedures for privacy and security of documents and files

 FORMCHECKBOX 
  Accesses data following procedures – privacy, storage, safe storage, administration systems, maintenance 
	     


	Question 18 – Before purchasing peripherals, how do you identify what peripherals are required to meet a client’s need?

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  Clarify request with client
 FORMCHECKBOX 
  Discuss options
 FORMCHECKBOX 
  Documents nature of request
 FORMCHECKBOX 
  Verifies new installations are approved as per organisational procedure
 FORMCHECKBOX 
  Ensures client support expectations are covered by vendor warranty and support services
 
	     


	Question 19 – Identify typical peripherals you have connected in your job?

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  Printers, scanners, external drives
 FORMCHECKBOX 
  Speakers, multimedia kits
 FORMCHECKBOX 
  Personal computer, modems
 FORMCHECKBOX 
  Input equipment may include mouse, touch pad, keyboard, pens
 FORMCHECKBOX 
  Mobile phones, tablets and personal digital assistants (PDAs), laptops, and desktop computers
 FORMCHECKBOX 
  Measuring devices/instruments

 FORMCHECKBOX 
  Documentation of install and testing process

 FORMCHECKBOX 
  Testing/evaluation process

 FORMCHECKBOX 
  Modify/install on O/S

 FORMCHECKBOX 
  Other: 

	     


	Question 20 – What general procedure do you follow to connect peripherals?

	Key points to be addressed by the candidate
	ASSESSOR’S NOTES

	 FORMCHECKBOX 
  Confirms process and access arrangements with clients
 FORMCHECKBOX 
  Removes old peripheral according to manufacturer instructions
 FORMCHECKBOX 
  Installs new equipment according to manufacturer instructions
 FORMCHECKBOX 
  Configures hardware
 FORMCHECKBOX 
  Configures software/ and O/S
 FORMCHECKBOX 
  Tests equipment for operational effectiveness
 FORMCHECKBOX 
  Seeks help with difficult functions/errors - online, software manuals, training manuals, help desk

 FORMCHECKBOX 
  Estimates timeframe for completion 

 FORMCHECKBOX 
  Confirms client satisfaction with the result
 
	     


	Outcomes of the competency conversation interview for Cluster 4 —Technology Use

	Assessors must consider whether the rules of evidence are met (valid, sufficient, current and authentic) in relation to the candidate’s knowledge, and whether the evidence is sufficient to demonstrate the candidate’s ability to complete and manage tasks and manage contingencies in the job role context. Record findings below.

If the evidence shows the candidate has not demonstrated competence, discuss the next steps—practical workplace tasks to be assessed by the assessor in the workplace (see the Workplace Assessment Tasks provided for in this RPL Toolkit) or candidate self-directed professional development activities to build knowledge or skills. If the candidate has demonstrated workplace competence for unit or units, complete the RPL Assessment Outcomes Form.

	     

	Assessor’s name
	     
	The candidate has not yet demonstrated competence, more evidence of knowledge and/or skills is required
	 FORMCHECKBOX 
  

	Assessor’s signature
	
	The candidate has demonstrated competence to the standard expected in the workplace (and the rules of evidence are met)
	 FORMCHECKBOX 
  


Workplace assessment tasks: Instructions for candidates

The assessor should advise the candidate the workplace assessment tasks that are required, agree a date and workplace location, and provide the correct set of instructions before the workplace assessment task is undertaken.

The following pages include sets of instructions for 14 workplace assessment tasks and a blank template for assessors to add to if they wish to design another assessment task (for example, for a more holistic workplace demonstration by the candidate). 

The instructions provide details of the workplace task assessment requirements and criteria for assessment, thus assisting candidates to prepare for the demonstration and assessment. 

The instructions may also assist the workplace to understand what the task demonstration involves, assisting them to prepare for the activity if required. 
	Candidate instructions for task 1: Identify and report existing and potential hazards

	Is task required?
	 Yes
	 No MACROBUTTON HTMLDirect 

	If yes, date and venue for assessment
	     

	Instructions to the candidate

This workplace assessment task requires you to identify and report existing or potential hazards in your workplace in line with workplace procedures. 

You are required to:

· use workplace procedures to identify any existing or potential hazards 

· report any identified hazards to designated persons

· record hazards according to workplace procedures, for example in a checklist or hazard report

· provide your report to your assessor.

Your assessor will consider your report, and may ask questions during or after the process, such as asking you to define workplace hazards and describe hazards that might exist in early childhood education and care services.

The workplace assessment task should be completed in about one hour (excluding preparation and assessor feedback). 

Your assessor will consider the report, answers to questions, and any workplace observations, and will give you feedback.
	Resources needed to complete this task

Your assessor (or workplace representative) will ensure you have:

· current workplace policies and procedures for work health and safety (WHS)

· a WHS checklist or similar for you to record your observations

· any personal protective equipment (PPE) required for this workplace task.

How will I be assessed in this task?

Your assessor will check that you can:

· undertake a process in line with workplace policies and procedures to identify existing or potential hazards 

· report hazards to designated persons

· record hazards a workplace checklist or other mechanism.

Units of competency related to this task

· BSBWHS211 Contribute to the health and safety of self and others (core unit)
Your Candidate Guide has a brief description of the units related to this task. The units can be viewed at www.training.gov.au


	Candidate instructions for task 2: Undertake a WHS inspection of a workplace 

	Is task required?
	 Yes
	 No MACROBUTTON HTMLDirect 

	If yes, date and venue for assessment
	     

	Instructions to the candidate

This workplace assessment task requires you to undertake a WHS inspection of a workplace within your work setting.

You are required to:

· conduct a safety audit of the workspace
· Identify any safety or health issues within the workspace

· recommend how safety and health issues may be addressed
· record the results of your inspection and recommendations
· provide the findings to your assessor.

Your assessor may ask questions during or after the process, such as asking you to outline the strategies for improving the safety of the workspace.
The workplace assessment task should be completed in about one hour (excluding preparation and assessor feedback). 

Your assessor will consider your findings, answers to questions, and any workplace observations, and will give you feedback.
	Resources required to complete this task

Your assessor (or workplace representative) will ensure you have:

· access to the standard operational procedures within your designated workplace
· current workplace policies and procedures for work health and safety (WHS)

How will I be assessed in this task?

Your assessor will check that you can:

· conduct a WHS inspection 
· correctly determine the safety and suitability of a work environment within a work context
· record the results of the inspection and resulting recommendations in line with workplace procedures.

Units of competency related to this task

· BSBWHS201 Contribute to the health and safety of self and others (core unit)
Your Candidate Guide has a brief description of the units related to this task. The units can be viewed at www.training.gov.au


	Candidate instructions for task 3: Work effectively with ICT clients

	Is task required?
	 Yes
	 No MACROBUTTON HTMLDirect 

	If yes, date and venue for assessment
	     

	Instructions to the candidate

This workplace assessment task requires you to:

· Identify the tools and processes you use to organise and prioritise your workload
· Show future planning you have implemented for your work tasks 
· Identify a range of common communication issues you may encounter in your IT workplace.

Your response to the points will be in the form of a written report.

The workplace assessment task should be completed in about one hour (excluding preparation and assessor feedback). 

Your assessor will consider your response to all points, any discussion and will give you feedback. 
	Resources needed to complete this task

Your assessor (or workplace representative) will ensure you have access to:

· Your workplace where you have the routine tools you use to organise and prioritise your work tasks
· relevant workplace policies and procedures, standards or protocols.
How will I be assessed in this task?

Your assessor will check that you can:

· establish priorities for the wide range of work tasks that you are responsible for; priorities are to be supportive of the enterprise’s goals
· plan for immediate, short term and long-term future actions

· discuss a range of common communication issues that may apply to a person working in an IT context
· work within legal and ethical frameworks relevant to your work role.

Units of competency related to this task

· ICTICT219 Interact and resolve queries with ICT clients (elective unit)
Your Candidate Guide has a brief description of the units related to this task. The units can be viewed at www.training.gov.au


	Candidate instructions for task 4: Sustainable practices

	Is task required?
	 Yes
	 NoMACROBUTTON HTMLDirect 

	If yes, date and venue for assessment
	     

	Instructions to the candidate

This workplace assessment task requires you to:

· Identify the current resource use within your workspace and how these comply with government legislation.
· Identify changes in resource use that would enhance the environmentally sustainability of the workplace.
You are to prepare a brief oral presentation sharing your findings with the assessor.

The workplace assessment task should be completed in about an hour (excluding preparation and assessor feedback). 

Your assessor will consider your response, your answers to any questions asked, the presentation and will give you feedback. 
	Resources needed to complete this task

Your assessor (or workplace representative) will ensure you have access to:

· Your workplace 
· relevant workplace policies and procedures, standards or protocols.

How will I be assessed in this task?
Your assessor will check that you can:

· identify current use of resources; 
· plan for improving the sustainability of workplace through more prudent use of resources.

Units of competency related to this task

· BSBSUS201 Participate in environmentally sustainable work practices (core unit)

Your Candidate Guide has a brief description of the units related to this task. The units can be viewed at www.training.gov.au


	Candidate instructions for task 5: Prepare documents

	Is task required?
	 Yes
	 No MACROBUTTON HTMLDirect 

	If yes, date and venue for assessment
	     

	Instructions to the candidate

This workplace assessment task requires you to

· write text in an email format with appropriate formatting at the level of enterprise 

· design and produce a memo from notes, shorthand notes or audio transcripts 

· Your assessor will read out text for 3 email messages and a memo to be distributed to employees (Resources attached)
Your assessor will consider your agreed activity and provide you with feedback.
	Resources needed to complete this task

Your assessor (or workplace representative) will ensure you have access to:

· The necessary technology to enable you to produce business level documents;
· the relevant organisational standards, policies, protocols and procedures of your school/centre.

How will I be assessed in this task?

Your assessor will check that you can:

· investigate and document how you design and produce documents to the standard required by a business enterprise;
· the level of work organisation, safe work practices and adherence to organisational standards.

Units of competency related to this task

· ICTICT213 Use computer operating systems and hardware (core unit)

· BSBTEC202 Use digital technologies to communicate in a work environment (core unit)

· ICTICT214 Operate application software packages (core unit)

· ICTICT216 Design and create basic organisational documents using computing packages (elective unit)

· ICTICT221 Identify and use specific industry standard technologies (elective unit)

Your Candidate Guide has a brief description of the units related to this task. The units can be viewed at www.training.gov.au


Practical Task 4 Resource
Message 1 - Request for training

Please fill in the details and register a date for training two new staff members.
You will need to do this ASAP as they start next week in their new role.
Sorry for the short notice.  Thanks
Caroline

Message 2 - An appraisal to be signed off and forwarded to your Team Manager

15/11/22

“Can you please sign off my training as complete and forward on to the Team Manager at his request.”
Betty

Message 3 - An email message from one of the staff reads

6pm, Thursday, November 14
“As you are aware from our meeting last week, we have a new promotion starting next month and all staff need to be trained prior to its launch. Can you please complete a training schedule including all staff members and put it on my desk by the end of business today?”
Greg Jones

Memo to staff regarding issue of and use of a computer or laptop

Issue of a Computer/Laptop:

Where the use of a company computer/laptop is included in a staff member’s employment conditions, a computer/laptop will be issued to that staff member for carrying out business activities.

A mouse, power pack & carry case for laptops and software appropriate to each staff member’s position will also be supplied.

The computer/laptop and accessories are to be returned upon termination of employment in good and working order.

Use of computer/laptop:

The computer/laptop is to be used for business purposes only, i.e. no personal software installations - downloads, no instant messaging software or usage, no music downloads etc

All reasonable efforts to maintain the computer/laptop issued including protecting against threats of virus, allowing for software security upgrades, maintaining data integrity, handling with care as fragile and pack away laptops into protective carry case during transportation. 

Laptops are to be place in protective carry case every day at the close of business and placed in a secure area out of sight within the staff members work area.

	Candidate instructions for task 6: Media package

	Is task required?
	 Yes
	 No MACROBUTTON HTMLDirect 

	If yes, date and venue for assessment
	     

	Instructions to the candidate

This workplace assessment task requires you to prepare an audio-visual media package on a topic of your choice. Discuss with your assessor the topic of the product you wish to construct along with the media formats you wish to use. 
Your output package should:

· Be of a multi-media nature; 
· Be viewable and in an easily playable format;
· Of an enterprise standard.

You will be required to share your media package with others from your workplace as negotiated with your assessor.

Your assessor will consider the outcomes of the agreed activity and provide you with feedback.
	Resources needed to complete this task

Your assessor (or workplace representative) will ensure you have access to:

· the resources required to construct the output product; 

· relevant organisational standards, policies, protocols and procedures; and,

· a software application selected by the candidate.

How will I be assessed in this task?

Your assessor will check that you:

· effectively using the software;
· can describe, document and discuss the structure of the multi-media package you have constructed;
· can ensure that the product is playable in common situations.

Units of competency related to this task

· ICTICT215 Operate a digital media technology package (core unit)

· ICPDMT3210 Capture a digital image (elective unit)

· ICTICT221 Identify and use specific industry standard technologies (elective unit)

Your Candidate Guide has a brief description of the units related to this task. The units can be viewed at www.training.gov.au


	Candidate instructions for task 7: Hardware

	Is task required?
	 Yes
	 NoMACROBUTTON HTMLDirect 

	If yes, date and venue for assessment
	     

	Instructions to the candidate

This workplace assessment task requires you to demonstrate your skills in installing hardware both in external and internal arrangements. The assessor will provide you with the necessary equipment, resources and PC for this activity.  Instructions will be provided prior to you commencing work. 

Your work should result in:

· An external peripheral established, installed and tested; 
· An internal peripheral established, installed and tested;
· A enterprise level software package installed and functional on the computer.
You will be required to report on the task as negotiated with your assessor.

Your assessor will consider the outcomes of the agreed activity and provide you with feedback.
	Resources needed to complete this task

Your assessor (or workplace representative) will ensure you have access to:

· An external peripheral commonly found in work contexts; 

· An internal peripheral commonly found in computers so that a replacement of hardware can be carried outwork contexts; and,

· a software application selected by the candidate.

How will I be assessed in this task?

Your assessor will check that you:

· effectively installing the software;

· can effectively install both the internal and external peripherals;
· can describe, document and discuss the processes used.
Units of competency related to this task

· ICTICT213 Use computer operating systems and hardware (core unit)

· ICTICT206 Install software applications (elective unit)

· ICTICT221 Identify and use specific industry standard technologies (elective unit)

Your Candidate Guide has a brief description of the units related to this task. The units can be viewed at www.training.gov.au


	Candidate instructions for workplace assessment task: [to be determined by the assessor]

	Is task required?
	 Yes
	 No MACROBUTTON HTMLDirect 

	If yes, date and venue for assessment
	     

	Instructions to the candidate


	Resources needed to complete this task

How will I be assessed in this task?

Units of competency related to this task

The full text of the units can be viewed at www.training.gov.au


Workplace Assessment Tasks: Observation Tools 

The assessor should use the following assessment tools when assessing workplace assessment tasks. There are 14 workplace assessment tasks that could be used, and one blank template for assessors to add to if they wish to design another workplace assessment task (for example, for a more holistic workplace demonstration by the candidate).
	Observation tool for workplace assessment task 1: Identify and report existing and potential hazards

	Units of competency:

· BSBWHS211 Contribute to the health and safety of self and others (core unit)
The full text of the units can be viewed at www.training.gov.au


	Candidate’s name
	     
	Date completed
	     

	Assessor’s name
	     
	Times (duration)
	     

	Workplace
	     
	Location
	     

	Description of the workplace assessment task

	This workplace assessment task requires the candidate to undertake a process to identify and report existing and potential hazards in a regulated early childhood education and care service. The assessor should:

· ask questions during or after the process, such as asking the candidate to define workplace hazards, and to describe some of the more common hazards in early childhood education and care services
· consider the hazard report

· record observations on the observation checklist

· consider the candidate’s report, answers to questions and any workplace observations in determining the assessment outcomes.
	The assessor is required to verify that the candidate can: 

· undertake a process in line with workplace policies and procedures to identify existing or potential hazards 

· report hazards to designated persons

· record hazards a workplace checklist or other mechanism.

The workplace task should be completed in about one hour (excluding preparation and assessor feedback). 

The assessment outcomes should be recorded on this observation tool and the Assessment Outcomes form.

	Instructions for the assessor
	Completed or provided?

	Provide the candidate with the Candidate instructions for task 1: Identify and report existing and potential hazards, ensuring you give reasonable notice of the assessment, and that details are recorded in the RPL Assessment Plan.
	 Yes
	 No MACROBUTTON HTMLDirect 


	Ensure suitable arrangements are made for access to an education setting.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Provide or ensure access to current workplace policies and procedures for work health and safety (WHS) and any required personal protective equipment, and to a checklist or other mechanism for recording the hazards in line with the procedures. 
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Ensure that the candidate has reading skills to accurately read and interpret workplace safety policies and procedures including safety signs, dangerous goods classifications and safety instructions. 
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Consider the candidate’s hazard report, asking questions (during or after the process). Complete the observations for task 1.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Observation checklist

	Did the candidate demonstrate that they can…
	Regulations, workplace or industry standards
	Is behaviour observed?


Yes
No
	Assessor notes, including examples of candidate responses or application

	Identify, record and report existing and potential workplace hazards 
	Workplace policies/procedures for WHS, including workplace procedures for hazard identification and reporting
	
	 MACROBUTTON HTMLDirect 

	     

	Follow legislative and regulatory requirements
	Relevant WHS legislation and regulations; workplace regulations, codes of practice and industry standards
	
	 MACROBUTTON HTMLDirect 

	     

	The candidate completed the assessment task to workplace standards
	 Yes       No


	Additional assessor comments on candidate performance (Assessor to sign and date)

	     


	Observation tool for workplace assessment task 2: Undertake a WHS inspection of a workspace

	Units of competency:

· BSBWHS211 Contribute to the health and safety of self and others (core unit)
The full text of the units can be viewed at www.training.gov.au


	Candidate’s name
	     
	Date completed
	     

	Assessor’s name
	     
	Times (duration)
	     

	Workplace
	     
	Location
	     

	Description of the workplace assessment task

	This workplace assessment task requires the candidate to undertake a risk analysis (also termed a workplace risk assessment):

· conduct a risk analysis of the procedure
· check that the procedures pose no risk to the people if affects
· record the results of your risk analysis

· provide the findings of your risk analysis to your assessor.

The assessor should:

· ask questions during or after the process, such as asking the candidate to explain risk management strategies in a variety of contexts 

· consider the risk analysis developed by the candidate

· record observations on the observation checklist 

· consider the candidate’s risk analysis, answers to questions and any workplace demonstration in determining the assessment outcomes.
	The assessor is required to verify that the candidate can: 

· conduct a risk analysis in a business setting
· record the results of the risk analysis in line with workplace procedures.
The workplace task should be completed in about one hour (excluding preparation and assessor feedback). 

The assessment outcomes should be recorded on this observation tool and the Assessment Outcomes form.

	Instructions for the assessor
	Completed or provided?

	Provide the candidate with the Candidate instructions for task 2: Undertake a risk analysis of a workplace procedure, ensuring you give reasonable notice of the assessment and that details are recorded in the RPL Assessment Plan.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Provide or ensure access to a business setting; current workplace policies and procedures for work health and safety (WHS); any required personal protective equipment.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Ensure that the candidate has reading skills to accurately read and interpret workplace safety policies and procedures including safety signs, dangerous goods classifications and safety instructions. 
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Consider the candidate’s risk analysis, asking questions (during or after the process). Complete task 2 observation checklist.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Observation checklist

	Did the candidate demonstrate that they can…
	Regulations, workplace or industry standards
	Is behaviour observed?


Yes
No
	Assessor notes, including examples of candidate responses or application

	Undertake a risk analysis of equipment, correctly determining safety with regard age of students, location and potential risk and recording outcomes
	Organisational standards, policies/procedures including risk management strategies for children’s health and safety
	
	 MACROBUTTON HTMLDirect 

	     

	Follow legislative and regulatory requirements
	Relevant WHS legislation and regulations; safe work practices regarding equipment; safety measures to minimise risks for children and others; sun safety; workplace regulations, codes of practice and industry standards
	
	 MACROBUTTON HTMLDirect 

	     

	Duty of care
	Duty of care requirements
	
	 MACROBUTTON HTMLDirect 

	     

	The candidate completed the assessment task to workplace standards
	 Yes       No

	Additional assessor comments on candidate performance (Assessor to sign and date)

	     

	


	Observation tool for workplace assessment task 3: Sustainable practices

	Units of Competency:

· BSBSUS201 Participate in environmentally sustainable work practices (core unit)
The full text of the units can be viewed at www.training.gov.au


	Candidate’s name
	     
	Date completed
	     

	Assessor’s name
	     
	Times (duration)
	     

	Workplace
	     
	Location
	     

	Description of the workplace assessment task

	This workplace assessment task requires the candidate to:

· Identify the current resource use within your workspace and how these comply with government legislation.
· Identify changes in resource use that would enhance the environmentally sustainability of the workplace.
The assessor should confirm the candidate’s ability to:

· Present the report in an oral presentation
· Investigate resource use
	The assessor is required to verify that the candidate can: 

· identify current use of resources; 

· plan for improving the sustainability of workplace through more prudent use of resources.

The time taken to complete the research will depend on the candidate’s level of knowledge and the selected activity. The assessment outcomes should be recorded on this observation tool and the Assessment Outcomes form.

	Instructions for the assessor
	Completed or provided?

	Provide the candidate with Candidate instructions for task 5: Prepare documents, ensuring you give reasonable notice of the assessment and that details are recorded in the RPL Assessment Plan. 
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Determine the activity in consultation with the candidate.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Ensure access to the necessary location, organisational standards, policies and procedures.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Ensure the candidate has reading skills to interpret and apply the task instructions in the context of own work role.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Consider the candidate’s presentation and readability of the document outputs. Complete the task 5 observation checklist.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Observation checklist

	Did the candidate demonstrate that they can…
	Regulations, workplace or industry standards
	Is behaviour observed?


Yes
No
	Assessor notes, including examples of candidate responses or application

	Identify current resource usage
	Relevant organisational standards, templates and style guides
	
	MACROBUTTON HTMLDirect 

	     

	Interact with individuals and work groups, to ensure knowledge of workplace and resource use is accurate
	Organisational standards, policies, protocols and procedures
Communication protocols and effectiveness
	
	MACROBUTTON HTMLDirect 

	     

	Identify and analyse enhancements to operating procedures and resource use
	Current environmental and WHS legislation. 
	
	MACROBUTTON HTMLDirect 

	     

	Present findings in an oral presentation
	Language use
	
	MACROBUTTON HTMLDirect 

	     

	The candidate completed the assessment task to workplace standards
	 No Yes      

	Additional assessor comments on candidate performance (Assessor to sign and date)

	     


	Observation tool for workplace assessment task 4: Work effectively in an IT environment

	Units of competency:

· ICTICT202 Work and communicate effectively in an ICT environment (elective unit)
The full text of the units can be viewed at www.training.gov.au


	Candidate’s name
	     
	Date completed
	     

	Assessor’s name
	     
	Times (duration)
	     

	Workplace
	     
	Location
	     

	Description of the workplace assessment task

	This workplace assessment task requires the candidate to:

· Identify the tools and processes used to organise and prioritise workload

· Show future planning implemented for work tasks 

· Identify a range of common communication issues that may be encountered in a IT workplace.

The assessor should:

· observe the candidate demonstrating workplace activities relevant to their response

· ask the candidate questions before or after their demonstration
· record observations on the observation checklist 

· consider the candidate’s planning, answers to questions and report.
	The assessor is required to verify that the candidate can: 

· establish priorities for the wide range of work tasks that you are responsible for; priorities are to be supportive of the enterprise’s goals

· plan for immediate, short term and long-term future actions

· discuss a range of common communication issues that may apply to a person working in an IT context

· work within legal and ethical frameworks relevant to your work role.

The workplace task should be completed in about one hour (excluding preparation and assessor feedback). The assessment outcomes should be recorded on this observation tool and the Assessment Outcomes form.

	Instructions for the assessor
	Completed or provided?

	Provide the candidate with Candidate instructions for task 4: Organise and prioritise work tasks, ensuring you give reasonable notice of the assessment and that details are recorded in the RPL Assessment Plan.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Provide a report on the tools and processes used to organise their workload, examples of their training and development planning and ways they addressed common ethical issues.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Observe the candidate’s response, asking questions (during or after). Complete the observation checklist for task 4.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Observation checklist

	Did the candidate demonstrate that they can…
	Regulations, workplace or industry standards
	Is behaviour observed?


Yes
No
	Assessor notes, including examples of candidate responses or application

	Recognise and discuss common work issues
	Organisational standards, policies, protocols and procedures
	
	 MACROBUTTON HTMLDirect 

	     

	Identify strategies to identify and address issues
	Principles of ethical decision-making
	
	 MACROBUTTON HTMLDirect 

	     

	Follow legislative and regulatory requirements
	Codes of practice, licensing, accreditation/registration to professional bodies, service agreements
	
	 MACROBUTTON HTMLDirect 

	     

	Communication processes
	Responsibilities
	
	 MACROBUTTON HTMLDirect 

	     

	Managing workload and priorities
	Tools and processes used
	
	MACROBUTTON HTMLDirect 

	     

	The candidate completed the assessment task to workplace standards
	 No Yes      


	Additional assessor comments on candidate performance (Assessor to sign and date)

	     


	Observation tool for workplace assessment task 5: Prepare documents

	Units of competency:

· ICTICT213 Use computer operating systems and hardware (core unit)

· BSBTEC202 Use digital technologies to communicate in a work environment (core unit)

· ICTICT214 Operate application software packages (core unit)

· ICTICT216 Design and create basic organisational documents using computing packages (elective unit)

· ICTICT221 Identify and use specific industry standard technologies (elective unit)

The full text of the units can be viewed at www.training.gov.au


	Candidate’s name
	     
	Date completed
	     

	Assessor’s name
	     
	Times (duration)
	     

	Workplace
	     
	Location
	     

	Description of the workplace assessment task

	This workplace assessment task requires the candidate to prepare digital documents. The assessor should confirm the candidate’s ability to:

· write text in an email format with appropriate formatting at the level of enterprise 

· design and produce a memo from notes, shorthand notes or audio transcripts 

· Form text from audio and note input: text for 3 email messages and a memo to be distributed to employees 

	The assessor is required to verify that the candidate can: 

· design and produce documents to the standard required by a business enterprise;

· the level of work organisation, safe work practices and adherence to organisational standards the candidate demonstrates.

The time taken to complete the research will depend on the candidate’s level of knowledge and the selected activity. The assessment outcomes should be recorded on this observation tool and the Assessment Outcomes form.

	Instructions for the assessor
	Completed or provided?

	Provide the candidate with Candidate instructions for task 5: Prepare documents, ensuring you give reasonable notice of the assessment and that details are recorded in the RPL Assessment Plan. 
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Determine the activity in consultation with the candidate, e.g. it could involve developing an information brochure for clients, preparing user documentation, etc.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Ensure access to the necessary technology and software, and organisational standards, policies and procedures.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Ensure the candidate has reading skills to interpret and apply the task instructions in the context of own work role.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Consider the candidate’s presentation and readability of the document outputs. Complete the task 5 observation checklist.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Observation checklist

	Did the candidate demonstrate that they can…
	Regulations, workplace or industry standards
	Is behaviour observed?


Yes
No
	Assessor notes, including examples of candidate responses or application

	Produce a range of and type of documents to business standard
	Relevant organisational standards, templates and style guides
	
	MACROBUTTON HTMLDirect 

	     

	Interact with individuals and work groups, to ensure context, content and purpose of intended documents is understood
	Organisational standards, policies, protocols and procedures
Communication protocols and effectiveness
	
	MACROBUTTON HTMLDirect 

	     

	Maintains confidentiality
	Privacy legislation. Safe information technology use.
	
	MACROBUTTON HTMLDirect 

	     

	Effectively use Standard Australian English in a business content (i.e. spelling, grammar, punctuation, etc.)
	Language use
	
	MACROBUTTON HTMLDirect 

	     

	The candidate completed the assessment task to workplace standards
	 No Yes      

	Additional assessor comments on candidate performance (Assessor to sign and date)

	     


	Observation tool for workplace assessment task 6: Media package

	Units of competency:

· ICTICT213 Use computer operating systems and hardware (core unit)

· ICTICT215 Operate a digital media technology package (core unit)

· ICPDMT3210 Capture a digital image (elective unit)

· ICTICT221 Identify and use specific industry standard technologies (elective unit)

· ICTSAS214 Protect devices from spam and destructive software (elective unit)
The full text of the units can be viewed at www.training.gov.au


	Candidate’s name
	     
	Date completed
	     

	Assessor’s name
	     
	Times (duration)
	     

	Workplace
	     
	Location
	     

	Description of the workplace assessment task

	This workplace assessment task requires the candidate to prepare an audio-visual media package on a topic of their choice. Discuss with the assessor the topic of the product to construct along with the media formats to be used.
The output package should:

· Be of a multi-media nature; 

· Be viewable and in an easily playable format;

· Of an enterprise standard.


	The assessor is required to verify that the candidate: 

· effectively using the software;

· can describe, document and discuss the structure of the multi-media package you have constructed;

· can ensure that the product is playable in common situations.

The time taken to complete the activity will depend on the candidate’s level of knowledge and the selected activity. The assessment outcomes should be recorded on this observation tool and the Assessment Outcomes form.

	Instructions for the assessor
	Completed or provided?

	Provide the candidate with Candidate instructions for task 6: Prepare a presentation, ensuring you give reasonable notice of the assessment and that details are recorded in the RPL Assessment Plan.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Ensure suitable arrangements are made for access to the necessary organisational materials associated with products/services and documents; technology and software…
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Ensure access to required organisational standards, policies and procedures.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Ensure the candidate has reading skills to interpret and apply organisational goals and processes in the context of own work role.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Consider the candidate’s evidence of preparing presentations to an enterprise standard. Complete task 6 checklist.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Observation checklist

	Did the candidate demonstrate that they can…
	Regulations, workplace or industry standards
	Is behaviour observed?


Yes
No
	Assessor notes, including examples of candidate responses or application

	Construct a presentation to a standard acceptable for public use by a business
	Use of technology and software 
	
	MACROBUTTON HTMLDirect 

	     

	Provide an effective and easily operated multi-media presentation
	Organisational standards, policies, protocols and procedures
	
	MACROBUTTON HTMLDirect 

	     

	Follow legislative and regulatory requirements, including maintaining confidentiality
	Privacy legislation. Relevant WHS legislation and regulations. Safe information technology use.
	
	MACROBUTTON HTMLDirect 

	     

	The candidate completed the assessment task to workplace standards
	 No Yes      


	Additional assessor comments on candidate performance (Assessor to sign and date)

	     


	Observation tool for workplace assessment task 7: Hardware and software

	Units of competency:

· ICTICT213 Use computer operating systems and hardware (core unit)

· ICTICT206 Install software applications (elective unit)

· ICTICT221 Identify and use specific industry standard technologies (elective unit)

The full text of the units can be viewed at www.training.gov.au


	Candidate’s name
	     
	Date completed
	     

	Assessor’s name
	     
	Times (duration)
	     

	Workplace
	     
	Location
	     

	Description of the workplace assessment task

	This workplace assessment task requires the candidate to to demonstrate their skills in installing hardware both in external and internal arrangements. The assessor is to provide the candidate with the necessary equipment, resources and PC for this activity.  
The output should:

· An external peripheral established, installed and tested; 

· An internal peripheral established, installed and tested;

· An enterprise level software package installed and functional on the computer.


	The assessor is required to verify that the candidate: 

· effectively installs the software;

· effectively installs both the internal and external peripherals;

· describes, documents and discusses the processes used.

The time taken to complete the activity will depend on the candidate’s level of knowledge and the selected activity. The assessment outcomes should be recorded on this observation tool and the Assessment Outcomes form.

	Instructions for the assessor
	Completed or provided?

	Provide the candidate with Candidate instructions for task 6: Prepare a presentation, ensuring you give reasonable notice of the assessment and that details are recorded in the RPL Assessment Plan.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Ensure suitable arrangements are made for access to the necessary organisational materials associated with products/services and documents; technology and software…
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Ensure access to required organisational standards, policies and procedures.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Ensure the candidate has reading skills to interpret and apply organisational goals and processes in the context of own work role.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Consider the candidate’s evidence of preparing presentations to an enterprise standard. Complete task 6 checklist.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Observation checklist

	Did the candidate demonstrate that they can…
	Regulations, workplace or industry standards
	Is behaviour observed?


Yes
No
	Assessor notes, including examples of candidate responses or application

	Install external peripherals
	Use of technology and software 
	
	MACROBUTTON HTMLDirect 

	     

	Install internal peripherals
	Use of technology and software 
	
	MACROBUTTON HTMLDirect 

	     

	Installed software
	Use of technology and software
	
	MACROBUTTON HTMLDirect 

	     

	Follow enterprise and legislative requirements
	Privacy legislation. Relevant WHS legislation and regulations. Safe information technology use.
	
	MACROBUTTON HTMLDirect 

	     

	The candidate completed the assessment task to workplace standards
	 No Yes      


	Additional assessor comments on candidate performance (Assessor to sign and date)

	     


	Observation tool for workplace assessment task: [to be determined by the assessor]

	Units of competency:

· [insert code and title of unit/s]
The full text of the units can be viewed at www.training.gov.au


	Candidate’s name
	
	Date completed
	

	Assessor’s name
	
	Times (duration)
	

	Workplace
	
	Location
	

	Description of the workplace assessment task

	[Sum up the assessment task and points the assessor needs to cover.]
	[Summarise the criteria for assessment.]

	Instructions for the assessor
	Completed or provided?

	Ensure access to [add any requirements to be provided or accessed such as resources, equipment, documentation].
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Ensure candidate has [add any foundation skills specified in the unit]
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Ensure access to the [add any relevant standards, regulations, documents or policies], and relevant frameworks  [specified in the unit.]
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Consider the candidates’ performance, asking questions during the process. Complete the observation checklist for this task.
	 Yes
	 NoMACROBUTTON HTMLDirect 


	Observation checklist

	Did the candidate demonstrate that they can…
	Regulations, workplace or industry standards
	Is behaviour observed?

     Yes
           No
	Assessor notes, including examples of candidate responses or application

	
	
	     
	      MACROBUTTON HTMLDirect 

	

	
	
	     
	      MACROBUTTON HTMLDirect 

	

	
	
	     
	      MACROBUTTON HTMLDirect 

	

	The candidate completed the assessment task to workplace standards
	 Yes       No

	Additional assessor comments on candidate performance (Assessor to sign and date)
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