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Introduction
This set of assessment tools is for the unit of competency BSBCRT311 Apply critical thinking skills in a team environment. 

The guide is divided into three sections:

Section 1:
Unit of competency

Section 2:
Assessment resources

Glossary (VET sector terminology)

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

Learners may or may not be employed in the workplace. Where a learner is currently employed, you should endeavour to use relevant workplace documents and resources. Where learners are not currently employed, you must provide example documentation and a simulated environment wherever possible. Encourage classroom learners to take every opportunity to observe a real working environment and discuss what they have seen. Note that observation and assessment in the workplace is mandatory for some units of competency. Refer to section 1.2 of this guide, or to the assessment requirements of the relevant unit of competency, for details of assessment conditions.
This document and set of assessment tools must be used in conjunction with the directions that form part of the qualification’s Training and Assessment Strategy. Assessors must refer to the ICT30120 Training and Assessment Strategy for details on mandatory tool use.

Note that this booklet is designed to be dismantled so that assessors may identify what assessment tools they may wish to use to support the assessment process and provide credible and verifiable evidence to support appropriate decision making.

Section 1 - Unit of competency
The Business Training Package was developed by the Innovation & Business Skills Australia (IBSA) in consultation with industry stakeholders including employers, unions, peak bodies, professional associations, regulatory bodies, registered training organisations (RTOs) and other relevant parties. The training package specifies the skills and knowledge required to perform effectively in the business workplace.

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

This section outlines the requirements of the unit of competency BSBCRT311 Apply critical thinking skills in a team environment and other information relevant to it.

It contains the following information:

1.1 
Elements of competency and performance criteria

1.2
Assessment requirements 
1.3 
Dimensions of competency

1.4
Foundation skills
1.5
Skill sets

1.6
Recognition of prior learning (RPL)
1.7 
Glossary of terms
1.1
Elements of competency and performance criteria

The elements of competency define the skills required to perform a work activity. They describe the required outcomes that need to be assessed. 

The performance criteria define the level of skill necessary to achieve the requirements of the element.

The following table maps the content in the on-line course BSBCRT311 Apply critical thinking skills in a team environment to the unit of competency.

	 BSBCRT311 Apply critical thinking skills in a team environment
	Where covered in on-line course

	Element 1: Prepare to address workplace problem

	1.1 
Identify and select workplace problem to address within scope of job role of team members
	Task 2

	1.2 
Identify organisational and legislative frameworks applicable to selected problem
	Task 2

	1.3 
Develop questions to identify key issues and challenges of selected problem
	Task 2

	1.4 
Consult key stakeholders using questions to gather information on selected problem
	Task 2

	Element 2: Evaluate solutions for workplace problem

	2.1 
Identify a range of critical thinking techniques to generate solutions to selected problem
	Task 2

	2.2 
Develop solutions using knowledge and experience of team members
	Task 2

	2.3 
Explain development process for individual solutions generated to team members
	Task 2

	2.4 
Apply agreed criteria for selecting most suitable option in consultation with team members
	Task 2

	2.5 
Critically evaluate solutions generated and select solution to be implemented
	Task 2

	Element 3: Finalise and review solution development process

	3.1 
Present solution to relevant stakeholders with explanation of critical thinking processes involved
	Task 2

	3.2 
Respond to challenges and questions from stakeholders
	Task 2

	3.3
Evaluate critical thinking processes with team members and using feedback received
	Task 2

	3.4 
Identify critical thinking learnings to apply to individual and team situations
	Task 2


1.2
Assessment requirements 

BSBCRT311 Apply critical thinking skills in a team environment covers the outcomes, skills and knowledge required to develop basic keyboard skills using touch typing techniques in a broad range of settings.

It applies to individuals who perform a range of mainly routine tasks and generally work under direct supervision using limited practical skills and fundamental knowledge.
The assessment requirements consist of three criteria:

· Performance evidence: details the skills to be demonstrated, the consistency of performance (for example, on how many occasions, in what range of situations, using what range of equipment) and any licensing, regulatory or registration requirements
· Knowledge evidence: the scope and depth of knowledge required
· Assessment conditions: specify where assessment can take place, what resources are required and what interactions with other people are required
Performance evidence
The performance evidence for the unit BSBCRT311 Apply critical thinking skills in a team environment consists of assisting with implementing and monitoring at least three different organisational work health and safety (WHS) policies or procedures into a work team’s processes. The candidate must generate and present solutions to a workplace problem on at least two occasions
During the above, the candidate must:

· identify and analyse workplace problems as part of a team

· develop questions on key challenges of a chosen problem

· consult relevant stakeholders to gather information on workplace problem

· use a range of creative thinking techniques as part of a team to generate ideas or responses to questions or issues

· use critical thinking processes to develop relevant questions and criteria for identified workplace issue

· present to relevant stakeholders and respond to answers

· assess feedback to identify key personal and team learnings.
Knowledge evidence
The knowledge evidence within the unit BSBCRT311 Apply critical thinking skills in a team environment consists of:

· organisational and legislative frameworks

· advantages of different perspectives when asking questions

· critical thinking techniques

· applicable criteria to assess potential solutions to workplace issue

· boundaries to be considered when generating ideas and responses

· methods to develop individual critical and creative thinking skills.

Assessment conditions
Skills must be demonstrated in a safe environment where evidence gathered demonstrates consistent performance of typical activities and include access to specific challenges and situations to which critical and creative thinking may be applied to workplace problems as part of a team.
Simulations and scenarios are acceptable. Simulated assessment environments must simulate the real-life working environment where these skills and knowledge would be performed, with all the relevant equipment and resources of that working environment.
Assessment must ensure use of relevant legislation, policies and procedures and industrial awards.

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

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

	Dimensions of competency
	What it means

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

	Task management skills
	The candidate must manage several different tasks to complete a whole work activity, such as working to meet deadlines.

	Contingency management skills
	The candidate must use their problem-solving skills to resolve issues that arise when performing a work activity.

	Job/role environment skills
	The candidate must perform effectively in the workplace when undertaking a work activity by working well with all stakeholders and following workplace policies and procedures.


Assessors and/or their training organisations need to ensure that the range of assessment instruments developed for this unit adequately explore the dimensions of competency.
1.4
Foundation skills

Underpinning all job roles is a set of skills that are essential if learners are to participate successfully in work and be valuable and productive employees. 
The foundation skills embedded in this unit of competency are outlined below:
	Skill
	Performance
Criteria
	Description

	Learning
	1.3, 1.4, 2.1, 2.2, 2.5, 3.1, 3.2, 3.3, 3.4
	· Uses questioning as a strategy to expand knowledge

· Reflects on existing thinking and current practices to generate new ideas

	Reading
	1.2, 2.1, 3.1, 3.3
	· Comprehends textual information and integrates ideas and concepts from various sources

	Writing
	1.4, 2.2, 2.3, 3.1, 3.2, 3.3
	· Documents observations and experiences related to problem solving

	Oral Communication
	1.3, 1.4, 2.2, 2.3, 2.4, 3.1, 3.2, 3.3
	· Participates in a verbal exchange of ideas and elicits the view and opinions of others by listening and questioning

	Teamwork
	1.2, 2.2, 2.3, 2.3, 3.1, 3.2, 3.3, 3.4
	· Collaborates with others to test, strengthen and explore new ideas and different ways of thinking


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

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

Your role is to:

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

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

1.5
Skill sets

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

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

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

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

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

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

· Candidate’s Guide

· Forms

· Workplace Guide

1.7
Glossary of terms
This section provides some general understanding to many of the concepts used in the Business qualifications.
Wherever possible and appropriate, knowledge should be contextualised to the learner’s workplace. For example, when dealing with organisational policies and procedures, look at the actual policies and procedures of the workplace.
accurate: Free from errors, mistakes, or distortion. Correct connotes little more than absence of error; accurate implies a positive exercise of one to obtain conformity with fact or truth; exact stresses perfect conformity to fact, truth, or some standard; precise suggests minute accuracy of detail.  
ambiguous: A sentence having two or more possible meanings. Sensitivity to ambiguity and vagueness in writing and speech is essential to good thinking. 
analyse: To break up a whole into its parts, to examine in detail to determine the nature of, to look more deeply into an issue or situation. A
argue: There are two meanings of this word that need to be distinguished: 1) to argue in the sense of to fight or to emotionally disagree; and 2) to give reasons for or against a proposal or proposition. In emphasizing critical thinking.  To argue in the critical thinking sense is to use logic and reason, and to bring forth facts to support or refute a point. It is done in a spirit of cooperation and good will. 
argument: A reason or reasons offered for or against something, the offering of such reasons. This term refers to a discussion in which there is disagreement and suggests the use of logic and bringing forth of facts to support or refute a point. 
assume: To take for granted or to presuppose. Critical thinkers can and do make their assumptions explicit, assess them, and correct them. 
assumption: A statement accepted or supposed as true without proof or demonstration; an unstated premise or belief. 
authority:  1) The power or supposed right to give commands, enforce obedience, take action or make final decisions.  2) A person with much knowledge and expertise in a field, hence reliable. 
bias: A mental leaning or inclination. 
clarify: To make easier to understand, to free from confusion or ambiguity, to remove obscurities. 
concept: An idea or thought, especially a generalized idea of a thing or of a class of things. 
conclude/conclusion: To decide by reasoning, to infer, to deduce; the last step in a reasoning process; a judgment, decision, or belief formed after investigation or reasoning. 
consistency: To think, act, or speak in agreement with what has already been thought, done, or expressed; to have intellectual or moral integrity. 
contradict/contradiction: To assert the opposite of; to be contrary to, go against; a statement in opposition to another; a condition in which things tend to be contrary to each other; inconsistency; discrepancy; a person or thing containing or composed of contradictory elements.  
criterion (criteria, pl): A standard, rule, or test by which something can be judged or measured. 
critical listening: A way of listening to maximize our accurate understanding of what another person is saying. 
critical person: One who has mastered a range of intellectual skills and abilities. 
critical reading: Critical reading is an active, intellectually engaged process in which the reader participates in an inner dialogue with the writer. A critical reader realises the way in which reading, by its very nature, means entering a point of view other than our own, the point of view of the writer. A critical reader actively looks for assumptions, key concepts and ideas, reasons and justifications, supporting examples, parallel experiences, implications and consequences, and any other structural features of the written text, to interpret and assess it accurately and fairly.   
critical thinking:  1) Disciplined, self-directed thinking which exemplifies the perfections of thinking appropriate to a particular mode or domain of thinking.  2) Thinking that displays mastery of intellectual skills and abilities.  3) The art of thinking about your thinking while you are thinking to make your thinking better: more clear, more accurate, or more defensible. 
critique: An objective judging, analysis, or evaluation of something. The purpose of critique is the same as the purpose of critical thinking: to appreciate strengths as well as weaknesses, virtues as well as failings. 
cultural assumption: Unassessed (often implicit) belief adopted by upbringing in a society. Raised in a society, we unconsciously take on its point of view, values, beliefs, and practices. At the root of each of these are many kinds of assumptions. 
data: Facts, figures, or information from which conclusions can be inferred, or upon which interpretations or theories can be based. 
dialogical thinking: Thinking that involves a dialogue or extended exchange between different points of view or frames of reference. Students learn best in dialogical situations, in circumstances in which they continually express their views to others and try to fit other's views into their own.  
didactic instruction: Teaching by telling. In didactic instruction, the teacher directly tells the student what to believe and think about a subject. The student's task is to remember what the teacher said and reproduce it on demand. 
dogmatism: Not to be thought of as equivalent to having a firm view but rather a stubbornly inflexible one that disrupts inquiry. An open-minded person may have a firm conviction yet be fully prepared to reconsider it if contrary evidence begins to emerge. 
egocentricity: A tendency to view everything in relationship to oneself; to confuse immediate perception (how things seem) with reality. One's desires, values, and beliefs (seeming to be self-evidently correct or superior to those of others) are often uncritically used as the norm of all judgment and experience. Egocentricity is one of the fundamental impediments to critical thinking. 
elements of thought: All thought has a universal set of elements, each of which can be monitored for possible problems: Are we clear about our purpose or goal? about the problem or question at issue? about our point of view or frame of reference? about our assumptions? about the claims we are making? about the reasons or evidence upon which we are basing our claims? about our inferences and line of reasoning? about the implications and consequences that follow from our reasoning? 
emotion: A feeling aroused to the point of awareness, often a strong feeling or state of excitement. 
empirical: Relying or based on experiment, observation, or experience rather than on theory or meaning. It is important to continually distinguish those considerations based on experiment, observation, or experience from those based on the meaning of a word or concept or the implications of a theory. 
ethnocentricity: A tendency to view one's own race or culture as central, based on the deep-seated belief that one's own group is superior to all others. Ethnocentrism is a form of egocentrism extended from the self to the group.
evaluation: To judge or determine the worth or quality of. Evaluation has a logic and should be carefully distinguished from mere subjective preference. 
explicit: Clearly stated and leaving nothing implied; explicit is applied to that which is so clearly stated or distinctly set forth that there should be no doubt as to the meaning; exact and precise in this connection both suggest that which is strictly defined, accurately stated, or made unmistakably clear; definite implies precise limitations as to the nature, character, meaning, etc. of something; specific implies the pointing up of details or the particularizing of references. 
higher order learning: Learning through exploring the foundations, justification, implications, and value of a fact, principle, skill, or concept. Learning to deeply understand. 
humility: Recognizing one's own limitations and liability to error and avoiding arrogance. Open mindedness to submitting ideas to the critical reactions of others.  Avoiding the mistake of thinking that superior knowledge confers infallibility or omniscience.  
idea: Anything existing in the mind as an object of knowledge or thought; concept refers to generalized idea of a class of objects, based on knowledge of particular instances of the class; conception, often equivalent to concept, specifically refers to something conceived in the mind or imagined; thought refers to any idea, whether or not expressed, that occurs to the mind in reasoning or contemplation; notion implies vagueness or incomplete intention; impression also implies vagueness of an idea provoked by some external stimulus.
imply/implication: A claim or truth which follows from other claims or truths. One of the most important skills of critical thinking is the ability to distinguish between what is implied by a statement or situation from what may be carelessly inferred by people. 
infer/inference: An inference is a step of the mind, an intellectual act by which one concludes that something is so considering something else's being so or seeming to be so. Inferences can be strong or weak, justified or unjustified. Inferences are based upon assumptions.   
insight: The ability to see and clearly and deeply understand the inner nature of things. Instruction for critical thinking fosters insight rather than mere performance; it cultivates the achievement of deeper knowledge and understanding through insight. Thinking one’s way into and through a subject, leads to insights as one synthesizes what one is learning, relating one subject to other subjects and all subjects to personal experience.  
intellectual autonomy: Having rational control of one’s beliefs, values, and inferences. The ideal of critical thinking is to learn to think for oneself, to gain command over one’s thought processes. Intellectual autonomy entails a commitment to analysing and evaluating beliefs based on reason and evidence.  
intellectual empathy: Understanding the need to imaginatively put oneself in the place of others to genuinely understand them. 
humility: Awareness of the limits of one's knowledge, including sensitivity to circumstances in which one’s native egocentrism is likely to function self-deceptively; sensitivity to bias and prejudice in, and limitations of one's viewpoint. 
intellectual integrity: Recognition of the need to be true to one’s own thinking, to be consistent in the intellectual standards one applies, to hold oneself to the same rigorous standards of evidence and proof to which one holds one's antagonists, to practice what one advocates for others, and to honestly admit discrepancies and inconsistencies in one's own thought and action. 
intellectual virtues: The traits of mind and character necessary for right action and thinking, the traits of mind and character essential for fair-minded rationality; the traits that distinguish the narrowminded, self-serving critical thinker from the open-minded, truth-seeking critical thinker. These intellectual traits are interdependent. 
interpret/interpretation: To give one's own conception of, to place in the context of one's own experience, perspective, point of view, or philosophy. Interpretations should be distinguished from the facts, the evidence, the situation. 
intuition: The direct knowing or learning of something without the conscious use of reasoning. 
irrational/irrationality:  Lacking the power to reason.  Contrary to reason or logic.  Senseless, absurd.  
judgment:  The act of judging or deciding.   
justify/justification: The act of showing a belief, opinion, action, or policy to be in accord with reason and evidence, to be ethically acceptable, or both.
knowledge: The act of having a clear and justifiable grasp of what is so or of how to do something. Knowledge is based on understanding or skill, which in turn are based on thought, study, and experience. 
logic: Correct reasoning or the study of correct reasoning and its foundations.  The set of rational considerations that bear upon the settlement of any question or set of questions. 
prejudice: A judgment, belief, opinion, point of view-favourable or unfavourable-formed before the facts are known, resistant to evidence and reason, or in disregard of facts which contradict it. 
premise: A proposition upon which an argument is based or from which a conclusion is drawn. A starting point of reasoning. 
rational/rationality: That which conforms to principles of good reasoning, is sensible, shows good judgment, is consistent, logical, complete, and relevant. 
reasoning: The mental processes of those who reason; especially the drawing of conclusions or inferences from observations, facts, or hypotheses; the evidence or arguments used in this procedure. 
relevant: Bearing upon or relating to the matter at hand; relevant implies close logical relationship with, and importance to, the matter under consideration. 
sociocentricity: The assumption that one's own social group is inherently and self-evidently superior to all others. 
teach: The basic inclusive word for the imparting of knowledge or skills. It usually connotes some individual attention to the learner; instruct implies systematized teaching.

truth: Conformity to knowledge, fact, actuality, or logic: a statement proven to be or accepted as true, not false or erroneous. Most people uncritically assume their views to be correct and true. Most people, in other words, assume themselves to possess the truth. 
vague: Not clearly, precisely, or expressed or stated; not sharp, certain, or precise in thought, feeling, or expression. 
Adapted from Critical Thinking Glossary: Guide to Critical Thinking Terms and Concepts of https://www.quia.com/files/quia/users/medicinehawk/1607-Thinking/1607-terms-concepts.pdf 
Section 2 - Assessment tools
Assessment is all about collecting evidence and making decisions as to whether a learner has achieved competency. Assessment confirms that the learner can perform to the expected workplace standard, as outlined in the units of competency.

This section contains the summative assessment tools that are to be used in assessing this unit of competency.  The assessment tools have also been mapped against the requirements of unit assessment; these may be reviewed in the TEIA document ICT30120 Mapping Guide. Assessors can use this mapping information to complete required assessment records.

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

Section Two contains the following information:

2.1   
Summative assessment

2.2
Solutions – general guidance

2.3 
Solutions – summative assessment

2.4
Evidence of competency

2.5
Assessment records
2.1
Summative assessment

Separate each assessment tool as required in the assessment process. 
Task 2
Knowledge Questions:

In this assessment you have been given a task to prepare the migration of a school’s Learning Management System (LMS) from Blackboard to a CANVAS. This broad work task covers all the questions.
Question 1

Your first task is to gather information to plan the migration.

a. Why is it important to consider different perspectives when asking questions? Answer using 20-40 words.  

b. What is the purpose of asking questions to gain a variety of perspectives? Explain using 20-40 words. 

c. Identify four (4) audiences in this work task that you may focus on when asking questions to consider different perspectives?  

d. What is the difference between an inductive argument and deductive argument? Explain using 60-120 words. 

Question 2

a. Explain what the creative thinking process is in this situation. Use 20-40 words. 

b. Identify four (4) creative thinking techniques that could be employed.

c. Describe two (2) creative thinking techniques you would use because of convenience or possible value they would provide. Use 20-40 words to describe each technique.
Question 3

a. What are five (5) common blockers to creative thinking you could expect in this situation? 

b. How can you overcome creative blocks? Identify four (4) ways.

c. Describe two (2) creative thinking blockers. Use 30-60 words to describe each blocker.

Question 4

a. Identify four (4) boundaries to consider when generating ideas and responses for this project. 
b. Select two (2) of the boundaries from the question above. Explain each boundary using 20-40 words each and why they should be considered?
Question 5

In this question you are to focus on how you could enhance the effectiveness of the work team and its members in this project.

a. What are five (5) ways of extending and developing individual creative thinking skills? 

b. Identify two (2) tools you can use to extend and develop creative thinking skills. 

c. Describe two (2) ways of extending and developing individual creative thinking skills. Use 30-60 words for each method. 

Scenario:
This assessment task requires you to demonstrate the skills and knowledge to develop the habit of thinking in a more creative way through looking at things differently, testing, experimenting and challenging existing thought patterns. You are required to work to instructions on the migration from one LMS to another. 

During this scenario you are expected to:

Phase 1

· Develop a questioning mindset to generate ideas and responses and enhance creative thinking skills. 

· Use various information sources to provide answers to own questions.

· Use a range of creative thinking techniques to generate ideas or responses to questions or issues.

· Record ideas in response to a predetermined issue or situation.

Phase 2: 

Challenge, test and reinvent ideas.

This assessment task will be completed through independent research online.

Scenario

You are working in a school as an IT support officer. 

Your school is developing a plan to embark on an exciting transformational journey moving from an older learning Management System called Blackboard to a more innovative and intuitive application called CANVAS.

Your supervisor has advised you to assess the current organisational operations, procedures, processes, resources and equipment and identify the steps required to prepare and carry out the migration from one LMS to another. Copies of the various materials, policies and procedures are available in the Task 2 portal. 

You are required to understand the benefits of this migration to the new LMS, the specific Information and Communications Technology (ICT) requirements and changes required, preparation of FAQs and support resources for staff and students and a schedule for the migration. You will need to explain the benefits and processes you are planning to your manager and colleagues and perhaps ask for feedback on how broad, real and achievable they are.

You are to:

1. Identify the questions that may need to be asked and who the targeted audience will be. 

2. The potential barriers to success.

3. The process and policy that the school will adopt for the new LMS.

4. The schedule you propose for the migration from the old to the new.

5. Potential hazards and problems and your contingencies if these arise.

6. Responses to the reflective practice document that is attached. This is completed as the last stage of the assessment.

Your work is to be formed into a logical, well presented portfolio that may also have a digital element such as a webpage, digital documents, etc.

Your observations

You have noticed the following: 

· Staff do not recognise the benefits of changing to another LMS or accepting new practices and operations.

· All the computers in the school are under 2 years old and all use the current version of Windows. 

· There is no support documentation for any LMS in the school.

· There is no clear use of course templates within the current LMS. All the courses look different.

· Change is often unscheduled and there is often conflict as network changes start when the system is under heavy use, i.e. at student report times or when accountability reports need to be completed.

· Both LMS applications are externally hosted.
· CANVAS appears to use lesser bandwidth than Blackboard. 
· The flow of information within the school does not work well. People are often ‘kept in the dark’ about change.
· Some of the employees of the school have the attitude of this is the way it is done here, and they do not want to change their work practices. 

· Policies and procedures of the school have little or no information about maintaining standard course layouts.

Assessment criteria 

· You will be assessed on your skills, knowledge, and expertise to: 

· Identify and ask relevant questions to expand your knowledge in the relevant business areas and domains. 

· Asking questions from different perspectives.

· Providing relevant answers to their questions by exploring a variety of information sources. The information sources may include but are not limited to: 

•
colleagues

•
websites

•
customers/ clients

•
supervisor/ manager 

•
other individuals

•
information databases

•
policies and procedures 

•
other organisational documents 

•
local government

•
legislation and regulation 

•
local media 

•
specific target groups – in the case of opinion polls and surveys

· Identify the central questions, problems and challenges by sorting through information and ideas.

· Determining actual constraints in defining the resolution for a problem, i.e. challenging preconceptions and assumptions. 

· Reflect on existing thinking and current practices to generate new concepts, ideas, views, and thoughts. 

· Generate ideas and responses using a range of creative thinking techniques.

· Identifying and challenging blockers to creative thinking.

· Determining then challenging perceived or actual constraints and existing boundaries.

· Use a variety of ways to broaden their knowledge and record this in ways that support their reflection of practice.

· Comprehending textual information and integrating ideas and concepts from various sources.

· Participating in a verbal exchange of ideas and eliciting the views and opinions of others by listening and questioning.

· Collaborating with others to test, strengthen and explore new ideas and different ways of thinking.

· Assumptions that are behind ideas are identified, interrogated and challenged.

· Using analytical techniques to identify issues and assessing the options of various solutions.

·  Contributing to the design of new approaches within the immediate work environment.
· Understanding and applying basic principles of analytical and lateral thinking to identify and select ideas. 

The assessment task requires you to communicate with a number of organisational stakeholders. The main roles applicable to the assessment task includes: 

Role number 1: Supervisor/manager: The supervisor or manager is the individual who supervises or oversees the organisation (i.e. your course teacher). They are of a higher rank or status. Their job role and responsibilities are:

· Active participation in three (3) creative thinking activities (based on your choice) with the student/candidate. 

· Interactions with the student/candidate and others to reflect the nature of the creative thinking process.

· Review and assess student/candidate performance and provide them with constructive feedback, as necessary. 

· Evaluation of a presentation made by the candidate articulating the process of developing ideas or pieces of work, plus evaluation of candidate’s portfolio. 

Role number 2: Colleague: The colleague is student’s co-worker or work-fellow (i.e. a fellow student in this course selected by the student). They are associates that the candidate works with. Their job role and responsibilities are:

•
Discuss the opportunities for creative thinking in the workplace 

•
Discuss the ideas and responses 

•
Explore a range of creative thinking techniques to generate ideas and responses 

•
Muse on, play around with and have fun with ideas in relation to a perceived objective 

•
Consider and explore realities beyond the current situation 

Role number 3: Client: Your client is someone who uses your services, products, or goods. In this scenario this will be students and teachers from the school.

The role and responsibilities of the client are:

•
Have access to LMS services 

•
Provide feedback on the LMS services and practices 

Reflective Practice Feedback

Part 1: 

You must correctly identify and use the three (3) creative thinking techniques to complete the assessment activity. The techniques can be used from the options provided below. If you select other creative thinking technique, you must specify the name: 

	Creative thinking techniques
	If used, please tick

	brainstorming:

· stop and go

· sequencing

· buzz session

· bulletin board

· computer-aided


	☐

	daydreaming and mental wandering
	☐

	Edward de Bono's six thinking hats
	☐

	ego alter or heroes
	☐

	graphic organisers:

visual maps

webbing

concept fans


	☐

	lateral thinking games
	☐

	making associations
	☐

	mind mapping
	☐

	morphological analysis
	☐

	storytelling
	☐

	sub-culture surfing
	☐

	trigger words
	☐

	use of metaphors and analogies
	☐

	vision circles
	☐

	visualisation
	☐

	wishful thinking
	☐

	word salads
	☐

	Other, please specify: 
	☐


Creative thinking technique 1 (from above) - Total 200-400 words

	 Creative thinking technique used

	Click or tap here to enter text.


	What is the purpose of the creative thinking technique?

	Click or tap here to enter text.


	Why did you use this creative thinking technique?

	Click or tap here to enter text.


	How did the creative thinking technique assist you with your assessment activities? 

	Click or tap here to enter text.


	What questions did you ask, and how did those questions assist you? 

	Click or tap here to enter text.



Creative thinking technique 2 (from above) - Total 200-400 words

	 Creative thinking technique used

	Click or tap here to enter text.


	What is the purpose of the creative thinking technique?

	Click or tap here to enter text.


	Why did you use this creative thinking technique?

	Click or tap here to enter text.


	How did the creative thinking technique assist you with your assessment activities? 

	Click or tap here to enter text.


	What questions did you ask, and how did those questions assist you? 

	Click or tap here to enter text.



Creative thinking technique 3 (from above) - Total 200-400 words

	 Creative thinking technique used

	Click or tap here to enter text.


	What is the purpose of the creative thinking technique?

	Click or tap here to enter text.


	Why did you use this creative thinking technique?

	Click or tap here to enter text.


	How did the creative thinking technique assist you with your assessment activities? 

	Click or tap here to enter text.


	What questions did you ask, and how did those questions assist you? 

	Click or tap here to enter text.



Part 2

You will be required to identify and challenge the blockers to creative thinking to you might find in this scenario. You are asked to identify and challenge the blockers to creative thinking and be willing to participate in open discussion to promote and enhance creative thinking. This will include:

· Identifying and challenging blockers to creative thinking.

· Considering and exploring realities beyond the current situation and looking around for new inspiration.

· Acknowledging and accepting the opportunity for revelation when least expected.

· Identifying connections and associations from things that seem unconnected.

· Challenging the assumptions, experimenting with variations, and exploring different solutions and ideas.

· Consciously change perspectives and evaluate ideas and situations in new ways.

You must correctly identify below the three (3) blockers to creative thinking you identified and challenged to complete the assessment activity. If you select other, you must specify the name: 

	Blockers to creative thinking 
	If used, please tick 

	Cultural
	☐

	Emotional
	☐

	Environmental
	☐

	Family
	☐

	Ideas and perceptions about how we should behave, such as:

· play according to the rules

· don't ask questions

· don't be silly

· do as you're told

· be practical


	☐

	Intellectual
	☐

	Peer Pressure
	☐

	Perceptual
	☐

	Risk Aversion
	☐

	'Way It's Done Round Here'
	☐

	Other, Please Specify: Click or tap here to enter text.
	☐


Blocker to creative thinking 1 (from above - Part 2) - Total 200-400 words

	Creative thinking blocker

	Click or tap here to enter text.


	How did you identify the blocker is relevant to your assessment criteria? 

	Click or tap here to enter text.


	How have you challenged the blocker to creative thinking? 

	Click or tap here to enter text.



Blocker to creative thinking 2 (from above - Part 2) - Total 200-400 words

	Creative thinking blocker

	Click or tap here to enter text.


	How did you identify the blocker is relevant to your assessment criteria? 

	Click or tap here to enter text.


	How have you challenged the blocker to creative thinking? 

	Click or tap here to enter text.



Blocker to creative thinking 3 (from above - Part 2) - Total 200-400 words

	Creative thinking blocker

	Click or tap here to enter text.


	How did you identify the blocker is relevant to your assessment criteria? 

	Click or tap here to enter text.


	How have you challenged the blocker to creative thinking? 

	Click or tap here to enter text.



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

· candidate’ s own experiences

· candidate’ s workplace experiences

· training situations and strategies presented by the trainer

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

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

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

In general terms:

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

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

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

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

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

2.3
Solutions – Summative assessment
Task 2

Knowledge Questions:

In this assessment you have been given a task to prepare the migration of a school’s Learning Management System (LMS) from Blackboard to a CANVAS. This broad work task covers all the questions.
All responses are subject to assessor judgement. Sample answers are provided.

Question 1

Your first task is to gather information to plan the migration.

e. Why is it important to consider different perspectives when asking questions? Answer using 20-40 words.  

Once people can view the issue and situation both from their own perspective and the other persons' perspectives, they can more easily find mutually beneficial solutions. Perspective-taking also communicates that one really understands their thoughts, feelings, and needs.

f. What is the purpose of asking questions to gain a variety of perspectives? Explain using 20-40 words. 

Such questions may clarify and determine the various perspectives and viewpoints about a topic and why these positions have been taken.

g. Identify four (4) audiences in this work task that you may focus on when asking questions to consider different perspectives?  

The four responses may include:

· clients or customers

· family members

· friends

· funding bodies

· general public

· history

· organising committees

· regulatory authorities

· self

· specialists or experts

· supervisors or managers

· work colleagues
h. What is the difference between an inductive argument and deductive argument? Explain using 60-120 words. 

An inductive argument is an argument in which it is thought that the premises provide reasons supporting the probable truth of the conclusion. In an inductive argument, the premises are intended only to be so strong that, if they are true, then it is unlikely that the conclusion is false.

A deductive argument is an argument in which it is thought that the premises provide a guarantee of the truth of the conclusion. In a deductive argument, the premises are intended to provide support for the conclusion that is so strong that, if the premises are true, it would be impossible for the conclusion to be false.
Question 2

d. Explain what the creative thinking process is in this situation. Use 20-40 words. 

Creative thinking is a way of looking at problems or situations from a fresh perspective that suggests unorthodox solutions. Creative thinking can be stimulated both by an unstructured process such as brainstorming and by a structured process such as lateral thinking.

e. Identify four (4) creative thinking techniques that could be employed.

Any of the following techniques may be used as examples of the four (4) creative thinking techniques: 

•
Mind Mapping. 

•
The Checklist. 

•
Six Thinking Hats. 

•
Lateral Thinking.

•
Random Word Generation.

•
Picture Association. 

•
Change Perspective. 

•
Get Up and Go Out.

f. Describe two (2) creative thinking techniques you would use because of convenience or possible value they would provide. Use 20-40 words to describe each technique.
The candidate may describe any two (2) creative thinking techniques that are acceptable to the assessor. Examples include:

Checklist: This technique is focused on using a structured approach to arrange the information. The technique assists in ensuring consistency and completeness in carrying out the tasks.

Mind mapping: This technique uses a diagram approach to organise the information visually. It is based on a hierarchical structure and shows the relationship among pieces of the whole. 

Question 3

d. What are five (5) common blockers to creative thinking you could expect in this situation? 

Assessor judgement: The five (5) types of common blockers to creative thinking can be selected from the list below or similar:
· cultural
· emotional
· environmental
· family
· intellectual
· peer pressure
· perceptual
· risk aversion
· 'way it's done round here.' 
· ideas and perceptions about how we should behave, such as:
· play according to the rules
· don't ask questions
· don't be silly
· do as you're told
· be practical
e. How can you overcome creative blocks? Identify four (4) ways.

Assessor judgement; any four the following or similar may be provided as a response: 

· Get in down on paper 

· Do not be afraid to step away when you find yourself not concentrating 

· Put some fun in the workplace 

· Explore creative disciplines 

· Go against the flow 

· Grab some ‘you time.’

f. Describe two (2) creative thinking blockers. Use 30-60 words to describe each blocker.

Assessor judgement providing any two (2) creative thinking blockers. Examples:
Emotional: Emotional blockers play a vital role as it prohibits us from thinking creatively to achieve our goals. For example, people react differently to different things, if the reaction is not positive, it may affect the workplace and its productivity and overall working environment.
Cultural: Organisational culture plays a significant role as it sets up how the employees work in the organisation. The patterns of behaviour we witness on a regular basis or the way we represent our organisation affects our productivity, workplace environment and processes. 
Question 4

c. Identify four (4) boundaries to consider when generating ideas and responses for this project. 
Assessor judgement required; four (4) boundaries may be selected from the list below or similar: 

· available resources (human, financial, physical)

· established tradition or practice in a given field of activity

· communication protocols

· procedures and processes

· specifications

· unspoken agreements about who does what and how

· work conditions

d. Select two (2) of the boundaries from the question above. Explain each boundary using 20-40 words each and why they should be considered?
Assessor judgement. The student may select any two (2) boundaries and their explanations mentioned below or similar: 

· available resources (human, financial, physical): The available resources such as human, financial and physical resources are important aspects to consider because more resources are usually equivalent to more ideas and perspectives. 

· established tradition or practice in a given field of activity: It can prohibit or increase the ideas and perspectives, depending on the established set of protocols for individuals to communicate and express their thoughts and ideas. 

· communication protocols: The set of rules that allow two or more individuals to communicate and transmit information is a key consideration. The same language, syntax, semantics and synchronisation of communication can help to create more ideas and perspectives.  

· procedures and processes: The set of guidelines that allow two or more individuals to communicate and transmit information is a key consideration. The conditions, environment, guidelines of communication can help to create more ideas and perspectives. 

· specifications: The set of specifications that allow two or more individuals to communicate and transmit information is a key consideration. The specifications may include time, place, method of communication and other detailed description of how to create more ideas and perspectives. 

· unspoken agreements about who does what and how: The set of undocumented and unstated guidelines and procedures that are in place at a workplace to represent about who does what and how as this allows to communicate with the right individuals and generate more ideas and perspectives. 

work conditions:  Working conditions refers to the working environment and aspects of an employee's terms and conditions of employment. This covers such matters as the organisation of work and work activities; training, skills and employability; health, safety and well-being; and working time and work-life balance. The work conditions promote or demote the communication process; hence, the process of generating ideas and different viewpoints.
Question 5

In this question you are to focus on how you could enhance the effectiveness of the work team and its members in this project.

d. What are five (5) ways of extending and developing individual creative thinking skills? 

The ways may be selected from the list below or similar: 

· Consciously challenge and question thought patterns

· Identify and take opportunities

· Learn about new ideas

· Practice and experiment across work/life situation

· Talk to others

· Encourage and develop new ideas and patterns of thinking.

e. Identify two (2) tools you can use to extend and develop creative thinking skills. 

Assessor judgement required. Sample answer could be:

Force field analysis – lists all forces for and against the proposal and then scores them to determine if the proposal is a good idea.
SWOT – identify Strengths, Weaknesses, Opportunities and Threats.
f. Describe two (2) ways of extending and developing individual creative thinking skills. Use 30-60 words for each method. 

Assessor judgement required. Sample answer could be:

i. Consciously challenge and question thought patterns: You can extend and develop individual critical thinking skills by regularly challenging and questioning your thought processes, identifying the best possible ways to do something and achieving success. 
ii. Identify and take opportunities: You should be ready to listen and observe, research and identify, understand and absorb information and knowledge. Focussing on outcomes-based strategy would assist you in identifying, classifying and using the opportunities the right way in your life.
Scenario:

This assessment task requires you to demonstrate the skills and knowledge to develop the habit of thinking in a more creative way through looking at things differently, testing, experimenting and challenging existing thought patterns. You are required to work to instructions on the migration from one LMS to another. 

During this scenario you are expected to:

Phase 1

· Develop a questioning mindset to generate ideas and responses and enhance creative thinking skills. 

· Use various information sources to provide answers to own questions.

· Use a range of creative thinking techniques to generate ideas or responses to questions or issues.

· Record ideas in response to a predetermined issue or situation.

Phase 2: 

Challenge, test and reinvent ideas.

This assessment task will be completed through independent research online.

Note, due to the wide variety of potential answers in this scenario, assessor judgement is required. Ensure judgements are made that focus on the performance criteria, performance evidence and knowledge evidence.
Note, that all tables, forms and checklists must be completed and submitted as part of the assessment.
Scenario

You are working in a school as an IT support officer. 

Your school is developing a plan to embark on an exciting transformational journey moving from an older learning Management System called Blackboard to a more innovative and intuitive application called CANVAS.

Your supervisor has advised you to assess the current organisational operations, procedures, processes, resources and equipment and identify the steps required to prepare and carry out the migration from one LMS to another. Copies of the various materials, policies and procedures are available in the Task 2 portal. 

You are required to understand the benefits of this migration to the new LMS, the specific Information and Communications Technology (ICT) requirements and changes required, preparation of FAQs and support resources for staff and students and a schedule for the migration. You will need to explain the benefits and processes you are planning to your manager and colleagues and perhaps ask for feedback on how broad, real and achievable they are.

You are to:

7. Identify the questions that may need to be asked and who the targeted audience will be. 

8. The potential barriers to success.

9. The process and policy that the school will adopt for the new LMS.

10. The schedule you propose for the migration from the old to the new.

11. Potential hazards and problems and your contingencies if these arise.

12. Responses to the reflective practice document that is attached. This is completed as the last stage of the assessment.

Your work is to be formed into a logical, well presented portfolio that may also have a digital element such as a webpage, digital documents, etc.

Your observations

You have noticed the following: 

· Staff do not recognise the benefits of changing to another LMS or accepting new practices and operations.

· All the computers in the school are under 2 years old and all use the current version of Windows. 

· There is no support documentation for any LMS in the school.

· There is no clear use of course templates within the current LMS. All the courses look different.

· Change is often unscheduled and there is often conflict as network changes start when the system is under heavy use, i.e. at student report times or when accountability reports need to be completed.

· Both LMS applications are externally hosted.
· CANVAS appears to use lesser bandwidth than Blackboard. 
· The flow of information within the school does not work well. People are often ‘kept in the dark’ about change.
· Some of the employees of the school have the attitude of this is the way it is done here, and they do not want to change their work practices. 

· Policies and procedures of the school have little or no information about maintaining standard course layouts.

Assessment criteria 

· You will be assessed on your skills, knowledge, and expertise to: 

· Identify and ask relevant questions to expand your knowledge in the relevant business areas and domains. 

· Asking questions from different perspectives.

· Providing relevant answers to their questions by exploring a variety of information sources. The information sources may include but are not limited to: 

•
colleagues

•
websites

•
customers/ clients

•
supervisor/ manager 

•
other individuals

•
information databases

•
policies and procedures 

•
other organisational documents 

•
local government

•
legislation and regulation 

•
local media 

•
specific target groups – in the case of opinion polls and surveys

· Identify the central questions, problems and challenges by sorting through information and ideas.

· Determining actual constraints in defining the resolution for a problem, i.e. challenging preconceptions and assumptions. 

· Reflect on existing thinking and current practices to generate new concepts, ideas, views, and thoughts. 

· Generate ideas and responses using a range of creative thinking techniques.

· Identifying and challenging blockers to creative thinking.

· Determining then challenging perceived or actual constraints and existing boundaries.

· Use a variety of ways to broaden their knowledge and record this in ways that support their reflection of practice.

· Comprehending textual information and integrating ideas and concepts from various sources.

· Participating in a verbal exchange of ideas and eliciting the views and opinions of others by listening and questioning.

· Collaborating with others to test, strengthen and explore new ideas and different ways of thinking.

· Assumptions that are behind ideas are identified, interrogated and challenged.

· Using analytical techniques to identify issues and assessing the options of various solutions.

·  Contributing to the design of new approaches within the immediate work environment.
· Understanding and applying basic principles of analytical and lateral thinking to identify and select ideas. 

The assessment task requires you to communicate with a number of organisational stakeholders. The main roles applicable to the assessment task includes: 

Role number 1: Supervisor/manager: The supervisor or manager is the individual who supervises or oversees the organisation (i.e. your course teacher). They are of a higher rank or status. Their job role and responsibilities are:

· Active participation in three (3) creative thinking activities (based on your choice) with the student/candidate. 

· Interactions with the student/candidate and others to reflect the nature of the creative thinking process.

· Review and assess student/candidate performance and provide them with constructive feedback, as necessary. 

· Evaluation of a presentation made by the candidate articulating the process of developing ideas or pieces of work, plus evaluation of candidate’s portfolio. 

Role number 2: Colleague: The colleague is student’s co-worker or work-fellow (i.e. a fellow student in this course selected by the student). They are associates that the candidate works with. Their job role and responsibilities are:

•
Discuss the opportunities for creative thinking in the workplace 

•
Discuss the ideas and responses 

•
Explore a range of creative thinking techniques to generate ideas and responses 

•
Muse on, play around with and have fun with ideas in relation to a perceived objective 

•
Consider and explore realities beyond the current situation 

Role number 3: Client: Your client is someone who uses your services, products, or goods. In this scenario this will be students and teachers from the school.

The role and responsibilities of the client are:

•
Have access to LMS services 

•
Provide feedback on the LMS services and practices 

Reflective Practice Feedback

Part 1: 

You must correctly identify and use the three (3) creative thinking techniques to complete the assessment activity. The techniques can be used from the options provided below. If you select other creative thinking technique, you must specify the name: 

	Creative thinking techniques
	If used, please tick

	brainstorming:

· stop and go

· sequencing

· buzz session

· bulletin board

· computer-aided


	☐

	daydreaming and mental wandering
	☐

	Edward de Bono's six thinking hats
	☐

	ego alter or heroes
	☐

	graphic organisers:

visual maps

webbing

concept fans


	☐

	lateral thinking games
	☐

	making associations
	☐

	mind mapping
	☐

	morphological analysis
	☐

	storytelling
	☐

	sub-culture surfing
	☐

	trigger words
	☐

	use of metaphors and analogies
	☐

	vision circles
	☐

	visualisation
	☐

	wishful thinking
	☐

	word salads
	☐

	Other, please specify: 
	☐


Creative thinking technique 1 (from above) - Total 200-400 words

	 Creative thinking technique used

	Click or tap here to enter text.


	What is the purpose of the creative thinking technique?

	Click or tap here to enter text.


	Why did you use this creative thinking technique?

	Click or tap here to enter text.


	How did the creative thinking technique assist you with your assessment activities? 

	Click or tap here to enter text.


	What questions did you ask, and how did those questions assist you? 

	Click or tap here to enter text.



Creative thinking technique 2 (from above) - Total 200-400 words

	 Creative thinking technique used

	Click or tap here to enter text.


	What is the purpose of the creative thinking technique?

	Click or tap here to enter text.


	Why did you use this creative thinking technique?

	Click or tap here to enter text.


	How did the creative thinking technique assist you with your assessment activities? 

	Click or tap here to enter text.


	What questions did you ask, and how did those questions assist you? 

	Click or tap here to enter text.



Creative thinking technique 3 (from above) - Total 200-400 words

	 Creative thinking technique used

	Click or tap here to enter text.


	What is the purpose of the creative thinking technique?

	Click or tap here to enter text.


	Why did you use this creative thinking technique?

	Click or tap here to enter text.


	How did the creative thinking technique assist you with your assessment activities? 

	Click or tap here to enter text.


	What questions did you ask, and how did those questions assist you? 

	Click or tap here to enter text.



Part 2

You will be required to identify and challenge the blockers to creative thinking to you might find in this scenario. You are asked to identify and challenge the blockers to creative thinking and be willing to participate in open discussion to promote and enhance creative thinking. This will include:

· Identifying and challenging blockers to creative thinking.

· Considering and exploring realities beyond the current situation and looking around for new inspiration.

· Acknowledging and accepting the opportunity for revelation when least expected.

· Identifying connections and associations from things that seem unconnected.

· Challenging the assumptions, experimenting with variations, and exploring different solutions and ideas.

· Consciously change perspectives and evaluate ideas and situations in new ways.

You must correctly identify below the three (3) blockers to creative thinking you identified and challenged to complete the assessment activity. If you select other, you must specify the name: 

	Blockers to creative thinking 
	If used, please tick 

	Cultural
	☐

	Emotional
	☐

	Environmental
	☐

	Family
	☐

	Ideas and perceptions about how we should behave, such as:

· play according to the rules

· don't ask questions

· don't be silly

· do as you're told

· be practical


	☐

	Intellectual
	☐

	Peer Pressure
	☐

	Perceptual
	☐

	Risk Aversion
	☐

	'Way It's Done Round Here'
	☐

	Other, Please Specify: Click or tap here to enter text.
	☐


Blocker to creative thinking 1 (from above - Part 2) - Total 200-400 words

	Creative thinking blocker

	Click or tap here to enter text.


	How did you identify the blocker is relevant to your assessment criteria? 

	Click or tap here to enter text.


	How have you challenged the blocker to creative thinking? 

	Click or tap here to enter text.



Blocker to creative thinking 2 (from above - Part 2) - Total 200-400 words

	Creative thinking blocker

	Click or tap here to enter text.


	How did you identify the blocker is relevant to your assessment criteria? 

	Click or tap here to enter text.


	How have you challenged the blocker to creative thinking? 

	Click or tap here to enter text.



Blocker to creative thinking 3 (from above - Part 2) - Total 200-400 words

	Creative thinking blocker

	Click or tap here to enter text.


	How did you identify the blocker is relevant to your assessment criteria? 

	Click or tap here to enter text.


	How have you challenged the blocker to creative thinking? 

	Click or tap here to enter text.



2.4
Evidence of competency

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

Rules of evidence

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

· valid – it must cover the performance evidence and knowledge evidence
· sufficient – it must be enough to satisfy the competency

· current – skills and knowledge must be up to date

· authentic – it must be the learner’s own work and supporting documents must be genuine.

Principles of assessment

High quality assessments must be:

· fair – assessments are not discriminatory and do not disadvantage the candidate

· flexible – assessments meet the candidate’ s needs and include an appropriate range of assessment methods

· valid – assessments assess the unit/s of competency performance evidence and knowledge evidence
· reliable – there is a common interpretation of the assessments.

Types of evidence

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

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

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

· training records and other recognised qualifications

· skills and knowledge assessments

· volunteer work.

Gathering evidence

Evidence can be gathered through:

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

· structured activities.

Evidence can also be gathered through:

· formative assessments: where assessment is progressive throughout the learning process and validated along the way by the trainer – also known as assessment for learning

· summative assessment: where assessment is an exercise or simulation at the end of the learning process – also known as assessment of learning.

Evaluating evidence

The following steps may help you evaluate evidence.

	Step 1: Evidence is gathered.
	
	
	
	


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


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


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


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


2.5
Assessment records

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

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

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

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

· The Performance Evidence Checklist facilitates the observation process; it allows trainers to identify skill gaps and provide useful feedback to learners.

· The Knowledge Evidence Checklist can be used to record the learner’s understanding of the knowledge evidence; it allows trainers to identify knowledge gaps and to provide useful feedback to learners.

· The Portfolio of Evidence Checklist helps the trainer annotate or detail aspects of the learner’s portfolio of evidence.

· The Workplace Assessment Checklist can be used by the learner’s supervisor to show workplace-based evidence of competence.
· The Observation Checklist/Third Party Report records the candidate’s performance in the workplace.

· The Record of Assessment form is used to summarise the outcomes of the assessment process in this unit.

· The Request for Qualification Issue is used by the assessor to inform the RTO authorities that the process for issuing a Statement of Attainment or Qualification may commence. 

Assessment instructions – BSBCRT311
	Candidate’ s name:       
Unit of competency:  BSBCRT311 Apply critical thinking skills in a team environment
Trainer/assessor:       
Date:       

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

	
	Y/N
	Whole activity/ specific questions

	Candidate Self-assessment
	
	     

	Final assessment - 
	
	     

	Final assessment - 
	
	     

	Final assessment - 
	
	     

	Portfolio
	
	     

	Workplace Assessment 
	
	     

	Workplace Assessment (video)
	
	     

	Competency Conversation (using RPL)
	
	     

	Workplace Observation
	
	     

	Third Party Report
	
	     

	Other assessment activities as detailed below:
	
	

	     
	
	     

	     
	
	     

	     
	
	

	Candidate signature: 
	     
	Date:
	     

	Assessor/trainer signature: 
	     
	Date:
	     


Pre-assessment checklist – BSBCRT311
	Candidate’ s name:            
Unit of competency:  BSBCRT311 Apply critical thinking skills in a team environment                 Trainer/assessor:           

Date:           

	Checklist

	Talked to the candidate about the purpose of the assessment
	 Yes 
 No     

	Explained the unit of competency
	 Yes 
 No     

	Discussed the various methods of assessment
	 Yes 
 No     

	In consultation with trainer/assessor, the following assessment methods will be used:

	   Question/answer
	   Observation/Demonstration
	   Log, Journal, Diary

	   Case study
	   Portfolio, work samples
	   Third Party Reports

	   Reports
	
	

	Assessment environment and process

When will assessment occur?       
Where will assessment occur?       
Special needs (if any)       
How many workplace visits are required (if appropriate)?       
What resources are required?      

	Information has been provided on the following:

	   Confidentiality procedures
	   Re-assessment policy
	   Appeals process

	   Regulatory information
	   Authenticity of candidate’ s work

	Discussed self-assessment process
	 Yes 
 No     

	Summarised information and allowed candidate to ask questions
	 Yes 
 No     

	Candidate signature: 
	     
	Date:
	     

	Assessor/trainer signature: 
	     
	Date:
	     


Self-assessment record – BSBCRT311
	Candidate’ s name:       
	Part D

	Unit of competency:  BSBCRT311 Apply critical thinking skills in a team environment
Trainer/assessor:      
Date:      

	Tasks
	I do the workplace task…
	Candidate’s comments

	
	…very well
I’m sure I can do the task
	…quite well
I think I can do the task
	…no, or not well
I don’t (or can’t) do the task
	

	I can identify workforce problems at my level of authority.
	
	
	
	     

	I can prepare resources and persons to work on addressing workplace problems.
	
	
	
	     

	I can seek assistance from appropriate people when solving problems.
	
	
	
	     

	I can evaluate a range of options when problem solving and select an appropriate solution based on several criteria.
	
	
	
	     

	I consult with my team members and supervisors.
	
	
	
	     

	I can present and advocate for solutions to be implemented.
	
	
	
	     

	I can assist in engaging with required personnel to identify and implement solutions to workplace problems.
	
	
	
	     

	I can respond to challenges and stakeholder questioning in appropriate ways.
	
	
	
	     

	I can identify strategies and opportunities for critical thinking processes within our workplace context.
	
	
	
	     

	I can work in creative ways while remaining within our workplace’s organisational and legislative frameworks.
	
	
	
	     

	Candidate signature:
	     
	Date:
	     


Performance evidence checklist – BSBCRT311
	Candidate’s name:            

Unit of competency:  BSBCRT311 Apply critical thinking skills in a team environment
Trainer/assessor:           

Date:           

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

	· Generate and present solutions to a workplace problem on at least two occasions.
	
	
	

	During the above, the candidate must:
	
	
	

	· Identify and analyse workplace problems as part of a team.
	
	
	

	· Develop questions on key challenges of a chosen problem.
	
	
	

	· Consult relevant stakeholders to gather information on workplace problem.
	
	
	

	· Use a range of creative thinking techniques as part of a team to generate ideas or responses to questions or issues.
	
	
	

	· Identify and analyse workplace problems as part of a team.
	
	
	

	· Develop questions on key challenges of a chosen problem.
	
	
	

	· Consult relevant stakeholders to gather information on workplace problem.
	
	
	

	In the assessment/s of the candidate’s performance evidence, did they demonstrate the four dimensions of competency?

	Task skills
	
	
	

	Task management skills
	
	
	

	Contingency management skills
	
	
	

	Job/role environment skills
	
	
	

	The candidate’ s performance was:
	   Not satisfactory
	   Satisfactory

	Feedback to candidate:

     

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


Knowledge evidence checklist – BSBCRT311 
	Candidate’s name:            

Unit of competency:  BSBCRT311 Apply critical thinking skills in a team environment
Trainer/assessor:           

Date:           

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

	Organisational and legislative frameworks.
	
	
	

	Advantages of different perspectives when asking questions.
	
	
	

	Critical thinking techniques.
	
	
	

	Applicable criteria to assess potential solutions to workplace issue.
	
	
	

	Boundaries to be considered when generating ideas and responses.
	
	
	

	Methods to develop individual critical and creative thinking skills.
	
	
	

	In the assessment/s of the candidate’s knowledge evidence, did they demonstrate the four dimensions of competency?

	Task skills
	
	
	

	Task management skills
	
	
	

	Contingency management skills
	
	
	

	Job/role environment skills
	
	
	

	The candidate’ s performance was:
	   Not satisfactory
	   Satisfactory

	Feedback to candidate:

     

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


Portfolio of evidence checklist – BSBCRT311 
	Candidate’s name:       
	Part E

	Unit of competency:  BSBCRT311 Apply critical thinking skills in a team environment
Trainer/assessor:                

Date:                

	Description of evidence to 
include in portfolio
	Assessor’ s comments
	Tick* 

	
	
	V
	S
	C
	A

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	     
	     
	
	
	
	

	Candidate signature:
	     
	Date:
	     

	Assessor/trainer signature:
	     
	Date:
	     


* V = Valid; S = Sufficient: C = Current; A = Authentic
Workplace assessment checklist – BSBCRT311 
	Candidate’s name:       
	Part F

	Unit of competency:  BSBCRT311 Apply critical thinking skills in a team environment
Trainer/assessor:                

Date:                

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

	Performance evidence 

Candidate demonstrates the ability to:
	Evidence provided/observation comments

	
	Generate and present solutions to a workplace problem on at least two occasions.
	     

	
	During the above, the candidate must:
	

	
	Identify and analyse workplace problems as part of a team.
	     

	
	Develop questions on key challenges of a chosen problem.
	     

	
	Consult relevant stakeholders to gather information on workplace problem.
	     

	
	Use a range of creative thinking techniques as part of a team to generate ideas or responses to questions or issues.
	     

	
	Identify and analyse workplace problems as part of a team.
	     

	
	Develop questions on key challenges of a chosen problem.
	     

	
	Consult relevant stakeholders to gather information on workplace problem.
	     

	Knowledge evidence
Candidate knows and understands:
	

	
	Organisational and legislative frameworks.
	     

	
	Advantages of different perspectives when asking questions.
	     

	
	Critical thinking techniques.
	     

	
	Applicable criteria to assess potential solutions to workplace issue.
	     

	
	Boundaries to be considered when generating ideas and responses.
	     

	
	Methods to develop individual critical and creative thinking skills.
	     

	Workplace supervisor’ s signature:
	     
	Date:
	     


	TEIA Ltd

	Observation Checklist/Third Party Report

	This is a confidential report. It is for the perusal of the supervisor, the candidate and the assessor. (Part G)

	Name of candidate:
	     

	Units of competency:
	 BSBCRT311 Apply critical thinking skills in a team environment


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

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


	This report is being completed as:
	   Assessor Observation

    Third Party Report

	Name of Supervisor:
	     

	Position of Supervisor:
	     

	Workplace:
	     

	Address:
	     

	Telephone:
	     

	Email:
	     

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

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

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

	What is your relationship to the candidate?
	     

	How long have you worked with the person being assessed?
	     

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


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



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

	Participates in the solving of workplace problems.
	
	

	Evaluates, individually and as part of a team, potential workplace problems and finds creative solutions to these challenges.
	
	

	Generates and presents solutions to a workplace problem on at least two occasions.
	
	

	Works within the set organisational and legislative frameworks of the workplace.
	
	

	Is the person able to critically think about workplace and work duty problems?
	
	

	Task 1
· Have the candidate explain the process they use in their workplace when an unusual work challenge is evident to them?.
	
	

	Comment (if relevant):
     

	Task 2
· 
	
	

	Comment (if relevant):
     

	Task 3

	
	

	Comment (if relevant):
     

	

	Does the candidate:
	Yes
	No

	· perform job tasks to industry standards?
	
	

	· manage job tasks effectively?
	
	

	· implement safe working practices?
	
	

	· solve problems on-the-job?
	
	

	· work well with others?
	
	

	· adapt to new tasks?
	
	

	· cope with unusual or non-routine situations?
	
	

	·      
	
	

	Overall, do you believe the candidate performs to the standard required by the units of competency on a consistent basis?
	    No  Yes        

	Identify any further training in this area that the candidate may require:

	     

	Comments:

	     

	Supervisor’s Signature: 
	Date:      


	Record of Assessment 

 BSBCRT311 Apply critical thinking skills in a team environment

	Name of candidate
	     

	Name of assessor
	     

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

	
	Yes       No

	1. Prepare to address workplace problem
	      

	1.1 
Identify and select workplace problem to address within scope of job role of team members.
1.2 
Identify organisational and legislative frameworks applicable to selected problem.
1.3 
Develop questions to identify key issues and challenges of selected problem.
1.4 
Consult key stakeholders using questions to gather information on selected problem.
	

	
	

	2. Evaluate solutions for workplace problem
	      

	2.1 
Identify a range of critical thinking techniques to generate solutions to selected problem.
2.2 
Develop solutions using knowledge and experience of team members.
2.3 
Explain development process for individual solutions generated to team members.
2.4 
Apply agreed criteria for selecting most suitable option in consultation with team members.
2.5 
Critically evaluate solutions generated and select solution to be implemented.
	

	
	

	
	

	3. Finalise and review solution development process
	      

	3.1 
Present solution to relevant stakeholders with explanation of critical thinking processes involved.
3.2 
Respond to challenges and questions from stakeholders.
3.3 
Evaluate critical thinking processes with team members and using feedback received.
3.4 
Identify critical thinking learnings to apply to individual and team situations.
	

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

	
	Yes
	No

	· Critical evidence requirements met
	       

	· Underpinning knowledge and understanding demonstrated
	       

	· Key competencies / Employability skills demonstrated at appropriate level
	       

	· Sufficiency of evidence
	       

	


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

	
	
	
	


	Candidate is:

	Competent  
	
	Not competent currently       
	

	Withdrawn after participation
	
	Withdrawn without participation  
	

	Not seeking assessment  
	
	
	

	Signed by the assessor:                                                                          Date:       


	Feedback to candidate

       


Request for Qualification Issue

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

	Organisation:
	 


Qualification/Statements of Attainment Details

	Statement/s of Attainment
Units of Competency to be issued  

	  
Tick if SOA required
	Full Qualification

ICT30120 Certificate III in Information Technology

	
Tick if Qualification required

	
	BSBCRT311
Apply critical thinking skills in a team environment*
	
	BSBCRT311
Apply critical thinking skills in a team environment*

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

	
	BSBXTW301     Work in a team*
	
	BSBXTW301     Work in a team*

	
	ICTICT313         Identify IP, ethics and privacy policies in ICT environments*
	
	ICTICT313         Identify IP, ethics and privacy policies in ICT environments*

	
	ICTPRG302      Apply introductory programming techniques*
	
	ICTPRG302      Apply introductory programming techniques*

	
	ICTSAS305       Provide ICT advice to clients*
	
	ICTSAS305       Provide ICT advice to clients*

	
	ICPDMT3210      Capture a digital image
	
	ICPDMT3210      Capture a digital image

	
	ICTWEB304       Build simple web pages
	
	ICTWEB304       Build simple web pages

	
	ICTWEB305       Produce digital images for web
	
	ICTWEB305       Produce digital images for web

	
	ICTWEB306       Web presence social media
	
	ICTWEB306       Web presence social media

	
	ICTSAS308
Run standard diagnostic tests
	
	ICTSAS308
Run standard diagnostic tests

	
	ICTSAS309
Maintain and repair ICT equipment and software
	
	ICTSAS309
Maintain and repair ICT equipment and software

	
	BSBTEC101      Operate a digital device
	
	BSBTEC101      Operate a digital device

	
	BSBTEC203   
Research using internet
	
	BSBTEC203   
Research using internet


Qualification requirements:  6 core units (asterisk) and 6 elective units
Assessor’s Review 

	As the assessor I have…
	Yes
	No

	Checked that all units of competency listed have been judged Competent.

	
	

	Checked other Training Package requirements have been addressed (e.g. foundation skills, essential elements, etc.)

	
	

	Confirmed Literacy and Numeracy requirements as per qualification have been achieved.
	
	

	Comments:
     


	Assessor’s Name:
	

	Assessor’s Email:
	     
	Assessor’s Telephone:
	     

	Authorised by School/Institution Representative:
	

	Date:
	

	Processed at RTO by:
	     

	Date:
	     


Note:  The issuing of the qualification incurs a fee.  This may change so contact TEIA for the most current arrangement. An invoice will accompany the printed documents and be returned by post to either the candidate or the funding organisation.

Glossary

This glossary explains common terminology used in the VET sector and in this trainer’s and assessor’s guide.

Access and equity: Applying access and equity principles to training and assessment means meeting the individual needs of learners without discriminating in terms of age, gender, ethnicity, disability, sexuality, language, literacy and numeracy level, etc.

Assessment: Assessment means collecting evidence and making decisions as to whether or not a learner has achieved competency. Assessment confirms the learner can perform to the expected workplace standard, as outlined in the units of competency.

Assessment mapping: Assessment mapping ensures assessments meet the requirements of the unit/s of competency through a process of cross-referencing.

Assessment records: Assessment records are the documentation used to record the learner’s evidence of competency.

Assessment tools: Assessment tools are the instruments and procedures used to gather, interpret and evaluate evidence.

AQTF: The AQTF is the Australian Quality Training Framework. It was superseded by the VET Quality Framework and the Standards for NVR Registered Training Organisations in some jurisdictions in July 2011. 
AQTF standards: The AQTF standards are national standards designed to ensure high-quality training and assessment outcomes. They were superseded by the VET Quality Framework and the Standards for NVR Registered Training Organisations in some jurisdictions in July 2011.

ASQA: ASQA is the Australian Skills Quality Authority, the national regulator for Australia’s vocational education and training sector. ASQA regulates courses and training providers to ensure nationally approved quality standards are met.

Authentic/authenticity: Authenticity is one of the rules of evidence. It means the learner’s work and supporting documents must be genuinely their own.

Competency: Competency relates to the learner’s ability to meet the requirements of the unit/s of competency in terms of skills and knowledge.

Current/currency: Currency is one of the rules of evidence. It means ensuring the learner’s skills and knowledge are up to date.

Delivery plans: Delivery plans are lesson plans that guide the process of instruction for trainers.

Dimensions of competency: The dimensions of competency relate to all aspects of work performance. There are four dimensions of competency: task skills, task management skills, contingency management skills and job/role environment skills.

Fair/fairness: Fairness is one of the principles of assessment. It means assessments must not be discriminatory and must not disadvantage the candidate.

Flexible/flexibility: Flexibility is one of the principles of assessment. It means assessments must meet the candidate’s needs and include an appropriate range of assessment methods.

Knowledge evidence: Knowledge evidence is specified in the unit of competency. It identifies what a person needs to know to perform the work in an informed way.

Performance evidence: Performance evidence is specified in the unit of competency. It describes how the knowledge evidence is applied in the workplace.

Principles of assessment: Principles of assessment ensure quality outcomes. There are four principles of assessment – fair, flexible, valid and reliable.

Recognition: Recognition is an assessment process where learners match their previous training, work or life experience with the performance and knowledge evidence outlined in the units of competency relevant for a qualification.

Reliable/reliability: Reliability is one of the principles of assessment. It means that assessment must have a common interpretation.

Rules of evidence: Rules of evidence guide the collection of evidence. There are four rules of evidence – it must be valid, sufficient, current and authentic.

Skill sets: Skill sets are single units of competency or combinations of units of competency that link to a licence, regulatory requirement or defined industry need. They build on a relevant qualification.

Standards for NVR Registered Training Organisations 2011: The Standards for NVR Registered Training Organisations superseded the AQTF in some jurisdictions in July 2011. They are designed to ensure nationally consistent, high-quality training and assessment services for the clients of Australia’ s vocational education and training (VET) system.

Sufficient/sufficiency: Sufficiency is one of the rules of evidence. Sufficiency of evidence means there is enough to satisfy the unit/s of competency.

Training and assessment strategy: A training and assessment strategy must be developed by training organisations for all their training programs. It is a framework that guides the learning requirements.

Valid: The term valid relates to the rules of evidence and principles of assessment. It means meeting the unit/s of competency’s performance and knowledge evidence requirements.

Validation of assessment: Validation of assessment means a range of assessors must review, compare and evaluate assessments and assessment processes on a regular basis to ensure they meet the unit/s of competency assessed. The evaluation process must be documented and form part of the RTO’s continuous improvement process.

VET Quality Framework: The VET Quality Framework superseded the AQTF in some jurisdictions in July 2011. It is aimed at achieving greater national consistency in the way providers are registered and monitored and in how standards in the VET sector are enforced.
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