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Introduction
This set of assessment tools is for the unit of competency ICTWEB305 Produce digital images for the web and ICTWEB306 Develop web presence using social media. 
The guide is divided into three sections:

Section 1:
Unit of competency

Section 2:
Assessment resources

Glossary (VET sector terminology)

As the trainer, 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 Information and Communications Technology Training Package (ICT) was developed by the PwC’s Skills for Australia 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 workplace.

This unit, ICTWEB305 Produce digital images for the web and ICTWEB306 Develop web presence using social media, is drawn from Release 7.2 of this Training Package.
This section outlines the requirements of the unit of competency, ICTWEB305 Produce digital images for the web and ICTWEB306 Develop web presence using social media, 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, ICTWEB305 Produce digital images for the web and ICTWEB306 Develop web presence using social media to the unit of competency.
	ICTWEB305 Produce digital images for the web 
	Where covered in on-line course

	Element 1: Determine client requirements

	1.1 Access and interpret requirements brief
	Task 9

	1.2 Determine and analyse client needs with regard to digital image content, quality and size
	Task 9

	1.3 Research and source required images according to organisational and copyright requirements
	Task 9

	1.4 Select applicable industry-standard, image-editing software
	Task 9

	Element 2: Source and manipulate images

	2.1 Create a range of effects using features of image-editing software
	Task 9

	2.2 Edit and resize images according to web application requirements
	Task 9

	2.3 Create backups of assets to be used
	Task 9

	Element 3: Save and upload images

	3.1 Save images in required formats and maintain their individual effects
	Task 9

	3.2 Upload images to applicable server
	Task 9

	3.3 Link images to required web pages
	Task 9

	3.4 Save images in applicable directory structure
	Task 9

	3.5 Check digital images meet client requirements and confirm with required personnel
	Task 9


	ICTWEB306 Develop web presence using social media
	Where covered in on-line course

	Element 1 Prepare to use social media tools and applications

	1.1 Establish social media requirements according to business specifications
	Task 9

	1.2 Identify and analyse characteristics of social media platforms, tools and applications
	Task 9

	1.3 Identify issues associated with social media tools and applications according to organisational guidelines and policies
	Task 9

	1.4 Compare and discuss purpose and effect of social media platforms, tools and applications with required personnel
	Task 9

	1.5 Compare and review tools and features of different social media platforms, tools and applications
	Task 9

	Element 2: Set up and use social media tools and applications

	2.1 Identify social media tools and applications according to business specifications
	Task 9

	2.2 Initiate and configure preferred social media tools and applications for use
	Task 9

	2.3 Establish social media interface, using text and file content
	Task 9

	2.4 Set up accounts for required users according to organisational procedures
	Task 9

	2.5 Initiate social networking interaction and confirm security of collaboration
	Task 9

	2.6 Link social media and web presence and create content as required
	Task 9

	Element 3: Review use of social media tools and application in developing web presence

	3.1 Test and evaluate tools and applications according to organisational procedures
	Task 9

	3.2 Test and fix errors and confirm website security according to organisational procedures
	Task 9

	3.3 Determine whether use of social media tools is effective in developing web presence according to results
	Task 9

	3.4 Review social media work and apply required changes according to organisational procedures
	Task 9

	3.5 Confirm work performed with required personnel
	Task 9


1.2
Assessment Requirements 

Performance evidence – ICTWEB305
The performance evidence for the unit ICTWEB305 Produce digital images for the consists of demonstrated evidence that the candidate can complete the tasks outlined in the elements, performance criteria and foundation skills which includes producing at least three different digital images for the web according to client requirements. During the above, the candidate must:

· adhere to copyright standards and legislation

· save images in required format and location.
Knowledge evidence – ICTWEB305
The knowledge evidence within the unit ICTWEB305 Produce digital images for the web consists of demonstrated knowledge that the candidate can complete the tasks outlined in the elements, performance criteria and foundation skills which includes:
· industry standards and copyright legislation applicable to using digital images

· digital image formats and their application

· industry-standard digital image editing software

· purposes, specific functions and key features of common digital systems and tools

· organisational policies and procedures, including procedures for:

· accessing client briefs

· sourcing and saving digital images required web content. 
Assessment conditions – ICTWEB305
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. The assessment environment must include access to:

· image manipulation software

· industry standard hardware, digital devices and storage devices

· client briefs relating to images to be produced

· required image editing software

· image sources.
Skills must be demonstrated in a regulated environment or where that is not possible a simulated work environment. The individual being assessed must provide evidence of specified essential knowledge as well as skills.

In addition, simulations and scenarios must be used where the full range of contexts and situations cannot be provided in the workplace or may occur only rarely. These are situations relating to emergency or unplanned procedures where assessment in these circumstances would be unsafe or is impractical.

Simulated assessment environments must simulate the real-life working environment where these skills and knowledge would be performed, with all the relevant equipment and resources of that working environment.
Assessors must satisfy the NVR/AQTF mandatory competency requirements for assessors.
Performance evidence – ICTWEB306
The performance evidence for the unit ICTWEB306 Develop web presence using social media consists of demonstrated evidence that the candidate can complete the tasks outlined in the elements, performance criteria and foundation skills which includes developing a social networking presence and upload and link at least three different file types using social media platforms, tools and applications. During the above, the candidate must:

· evaluate use of social media tools and application and action required changes

· confirm security of social media interactions according to cyber security procedures and protocols

· seek review from required personnel.
Knowledge evidence – ICTWEB306
The knowledge evidence within the unit ICTWEB306 Develop web presence using social media consists of demonstrated knowledge that the candidate can complete the tasks outlined in the elements, performance criteria and foundation skills which includes:
· basic technical terminology in relation to social networking, social media applications and tools

· basic methods of uploading images, text files, portable document format (PDF) files, audio files, video files and linking associated files

· features and functions of social media applications

· import and export software functions

· different types of social media tools and applications, benefits and issues associated with their use

· tagging process and facilitating collaborative folksonomy

· social media applications

· organisational procedures applicable to developing web presence through social media

· cyber security procedures and protocols. 
Assessment conditions – ICTWEB306
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry. The assessment environment must include access to:

· required hardware and its components

· online resources

· social media tools and applications that may be used to develop web presence through social media. 

Skills must be demonstrated in a regulated environment or where that is not possible a simulated work environment. The individual being assessed must provide evidence of specified essential knowledge as well as skills.

In addition, simulations and scenarios must be used where the full range of contexts and situations cannot be provided in the workplace or may occur only rarely. These are situations relating to emergency or unplanned procedures where assessment in these circumstances would be unsafe or is impractical.

Simulated assessment environments must simulate the real-life working environment where these skills and knowledge would be performed, with all the relevant equipment and resources of that working environment.

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

1.3
Dimensions of competency

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

	Dimensions of competency
	What it means

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

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

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

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


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

Underpinning all job roles is a set of skills that are essential if learners are to participate successfully in work and be valuable and productive employees. 

The foundation skills embedded in this unit of competency are outlined below:

	Skill
	Performance Criteria
	Description

	Reading
(ICTWEB305 and ICTWEB306)
	ICTWEB305

1.1, 1.2,1.3, 3.1
ICTWEB306
1.1, 1.3, 1., 2.1, 2.3, 3.1, 3.2, 3.4
	· Identifies and interprets technical information, software and organisational documentation (ICTWEB305)
· Extracts required information from technical and organisational documents (ICTWEB306)

	Writing
(ICTWEB305 and ICTWEB306)
	ICTWEB305

1.4, 2.2, 3.1
ICTWEB306

2.3, 2.6
	· Uses specific software and technical language to create, format, review, save and access web-based images (ICTWEB305)
· Develops content in a manner that supports and conveys information, using required structures and specialised language (ICTWEB306)

	Self-management
(ICTWEB305 and ICTWEB306)
	ICTWEB305

1.1, 1.2, 3.5
ICTWEB306

1.1, 1.2, 1.3, 1.5, 2.1, 2.4, 2.5, 2.6,3.1, 3.2, 3.3, 3.4
	· Identifies and confirms own role and responsibility (ICTWEB305)
· Takes responsibility for planning, sequencing and prioritising tasks within own workload (ICTWEB305)
· Identifies and applies legal and ethical responsibilities regarding use of social media tools (ICTWEB306)
· Makes routine decisions and implements standard procedures for routine tasks (ICTWEB306)

	Problem solving
(ICTWEB305)
	ICTWEB305


	· Makes some critical and non-critical decisions within mostly familiar situations, to produce digital images according to client needs (ICTWEB305)

	Technology

(ICTWEB306)
	ICTWEB306

1.2, 1.3, 1.4, 2.1, 3.4, 3.5
	· Identifies and confirms purposes, specific functions and key features of basic digital systems and tools (ICTWEB306)


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

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

Your role is to:

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

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

1.5
Skill sets

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

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

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

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

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

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

· Candidate’s Guide

· Forms

· Workplace Guide

1.7
Glossary of terms
Where possible and appropriate the specific knowledge for this unit should be contextualised to the candidates’ workplace. For example, when dealing with organisational policies and procedures, look at the actual policies and procedures of the workplace.
Analytics: Analytics is data that helps you track the performance of your social media content. Analytical data could include page views, time on page, clickthrough rate, and engagement rate. 
Algorithm: An algorithm is a set of formulas developed for a computer to perform a certain function. This is important in the social sphere as the algorithm sites like Facebook and Google use are critical for developing content promotion strategies.
Application Programming Interface (API): An API is a documented interface that allows one software application to interact with another application. An example of this is the Twitter API.

Avatar: An avatar is an image or username that represents a person online, most often within forums and social networks.
Bitly: Bitly is a free URL shortening service that provides statistics for the links users share online. Bitly is popularly used to condense long URLs to make them easier to share on social networks such as Twitter.
Bio: A bio on social media refers to a short bit of explainer text that explains who the user is. To see some examples, check out this roundup of some of the most amusing bios on Twitter.
Blog: Blog is a word that was created from two words: “web log.” Blogs are usually maintained by an individual or a business with regular entries of content on a specific topic, descriptions of events, or other resources such as graphics or video. "Blog" can also be used as a verb, meaning to maintain or add content to a blog.
Blogger: Blogger is a free blogging platform owned by Google that allows individuals and companies to host and publish a blog typically on a subdomain. Example: yourblogname.blogspot.com
Bookmarking: Bookmarking online follows the same idea of placing a bookmark in a physical publication - you're simply marking something you found important, enjoyed, or want to continue reading later. The only difference online is that it's happening through websites using one of the various bookmarking services available, such as Pocket, or right within your browser.
Chat: Chat can refer to any kind of communication over the internet but traditionally refers to one-to-one communication through a text-based chat application, commonly referred to as instant messaging (IM) applications.
Clickbait: Clickbait is a term to describe marketing or advertising material that employs a sensationalized headline to attract clicks. They rely heavily on the "curiosity gap" by creating just enough interest to provoke engagement. 
Clickthrough Rate: Clickthrough rate is a common social media metric used to represent the number of times a visitor clickthrough divided by the total number of impressions a piece of content receives. 
Comment: A comment is a response that is often provided as an answer or reaction to a blog post or message on a social network. 

Connections: The LinkedIn equivalent of a Facebook 'friend' is a 'connection.' Because LinkedIn is a social networking site, the people you are connecting with are not necessarily people you are friends with, but rather professional contacts that you've met, heard speak, done business with, or know through another connection. Connections are categorized by 1st degree, 2nd degree, and 3rd degree.

Conversion Rate: Conversion rate refers to a common metric tracked in social media that is the percentage of people who completed an intended action (i.e. filling out a form, following a social account, etc.).

Creative Commons: Creative Commons is a non-profit corporation dedicated to making it easier for people to share and build upon the work of others, consistent with the rules of copyright. It provides free licenses and other legal tools to mark creative work with the freedom the creator wants it to carry, so others can share, remix, use commercially, or any combination thereof.

Crowdsourcing: Crowdsourcing, like outsourcing, refers to the act of soliciting ideas or content from a group of people, typically in an online setting.

Ebook: An ebook is an electronic version of a book. However, most ebooks are not actually available in print (unless you print them). These are typically published in PDF form. For marketers, ebooks commonly serve as lead generating content -- people must fill out a form to receive their ebook copy.

Employee Advocacy: Employee advocacy refers to the act of employees using their own social presence to increase the reach of the company and its content. 

Emoji: Emojis are small cartoonish images that can be sent along with text in social media and private messages. 

Endorsement: An endorsement on LinkedIn refers to an instance in which another LinkedIn user recognizes you for one of the skills you have listed on your profile. 

Engagement Rate: Engagement rate is a popular social media metric used to describe the amount of interaction - likes, shares, comments - a piece of content receives.

Facebook: Facebook is a social media platform founded by Mark Zuckerberg in 2004. The site connects people with friends, family, acquaintances, and businesses from all over the world and enables them to post, share, and engage with a variety of content such as photos and status updates. The platform currently boasts around 1.49 billion active users.

Fans: Fans is the term used to describe people who like your Facebook Page.

Favourite: Represented by the small star icon on Twitter, favouring a tweet signal to the creator that you liked their content or post. 

Finsta: Short for "fake insta" this term describes one's secret or fake Instagram page that's hidden from their employers. 

Flickr: Flickr is a social network for online picture sharing. The service allows users to store photos online and then share them with others through profiles, groups, sets, and other methods.

Forums: Also known as a message board, a forum is an online discussion site. It originated as the modern equivalent of a traditional bulletin board, and a technological evolution of the dial-up bulletin board system.

Follower: In a social media setting, a follower refers to a person who subscribes to your account to receive your updates. 

Friends: Friends is the term used on Facebook to represent the connections you make and the people you follow. These are individuals you consider to be friendly enough with you to see your Facebook profile and engage with you.

#FYP (For Your Page): #FYP is a hashtag that TikTok users place in their videos to prioritize their content on other users' "Your Page" feed. This feed algorithmically sends users content from people you follow or related to hashtags you might be interested in. 

Geotag: A geotag is the directional coordinates that can be attached to a piece of content online. For example, Instagram users often use geotagging to highlight the location in which their photo was taken. 

GIF: GIF is an acronym for Graphics Interchange Format. In social media, GIFs serve as small-scale animations and film clips. (Check out this round up of reaction GIFs used to illustrate our excitement when Facebook announced that they were supporting their functionality.)

Google Documents: Google Documents is a group of web-based office applications that includes tools for word processing, presentations, spreadsheet analysis, etc. All documents are stored and edited online and allow multiple people to collaborate on a document in real-time.

Groups: Facebook and LinkedIn offer a Groups feature where people in similar industries or with similar passions can join a group and discuss topics related to it. 

Handle: Handle is the term used to describe someone's @username on Twitter. For example, HubSpot's Twitter handle is @HubSpot. 

Header image: A header image refers to the large photo displayed at the top of your profile on Twitter. The header image is also commonly referred to as the banner image on LinkedIn or the cover image on Facebook. 

Hashtag: A hashtag is a tag used on a variety of social networks to annotate a message. A hashtag is a word or phrase preceded by a “#" (i.e. #InboundMarketing). Social networks use hashtags to categorize information and make it easily searchable for users. 

HTML: HyperText Markup Language (HTML) is a programming language for web pages. Think of HTML as the brick-and-mortar of pages on the web. It provides content and structure while CSS supplies style. HTML has changed over the years, and it is on the cusp of its next version: HTML5.

Impressions: An impression refers to a way in which marketers and advertisers keep track of every time ad is "fetched" and counted. 

Insights: Many social media networks, like Facebook or Instagram, offer insights pages to their business account holders. These pages often allow the users to see valuable analytics about their page and how they're performing compared to similar pages. 

Instagram: Instagram is a photo sharing application that lets users take photos, apply filters to their images, and share the photos instantly on the Instagram network and other social networks like Facebook, Flickr, Twitter, and Foursquare. The app is targeted toward mobile social sharing and has gained more than 300 million users. 

Instant Messaging: Instant messaging (IM) is a form of real-time, direct text-based communication between two or more people. More advanced instant messaging software clients also allow enhanced modes of communication, such as live voice or video calling.

Klout: Klout is a measure of social influence. The service allows users to connect various social accounts such as Facebook, Flickr, YouTube, etc., and then provides every user with his or her Klout score. The score is out of 100 -- the higher the score, the more influence it estimates you have in the social world.

Like: A Like is an action that can be made by a Facebook or Instagram user. Instead of writing a comment or sharing a post, a user can click the Like button as a quick way to show approval.

Link Building: Link building is an aspect of search engine optimization in which website owners develop strategies to earn links to their site from other websites with the hopes of improving their search engine ranking. Blogging has emerged as a popular method of link building.

LinkedIn: LinkedIn is a business-oriented social networking site with over 380 million members in over 200 countries and territories. Founded in December 2002 and launched in May 2003, it is mainly used for professional networking. 

Live streaming: Live streaming is the act of delivering content over the internet in real-time. This term was popularized in social media by apps such as Meerkat and Periscope. 

Lurker: A lurker online is a person who reads discussions on a message board, newsgroup, social network, or other interactive system, but rarely or never participates in the discussion.

Mashup: A content mashup contains multiple types of media drawn from pre-existing sources to create a new work. Digital mashups allow individuals or businesses to create new pieces of content by combining multiple online content sources.

Meme: A meme on the internet is used to describe a thought, idea, joke, or concept that's widely shared online. It is typically an image with text above and below it but can also come in video and link form. A popular example is the "I Can Has Cheezburger?" cat meme that turned into an entire site of memes.

Mention: A mention is a Twitter term used to describe an instance in which a user includes someone else's @username in their tweet to attribute a piece of content or start a discussion. 

Native Advertising: Native content refers to a type of online advertising in which the ad copy and format adheres to the format of a regular post on the network it's being published on. The purpose is to make ads feel less like ads, and more like part of the conversation. 

News Feed: A news feed is literally a feed full of news. On Facebook, the News Feed is the homepage of users' accounts where they can see all the latest updates from their friends. The news feed on Twitter is called Timeline.

Newsjacking: Newsjacking refers to the practice of capitalizing on the popularity of a news story to amplify your sales and marketing success. 

Permalink: A permalink is an address or URL of a particular post within a blog or website that remains indefinitely unchanged.

Pinterest: Pinterest is a photo sharing social network that provides users with a platform for uploading, saving, and categorizing "pins" through collections called "boards." Boards are typically organized by theme, such as: Food & Drink, Women's Fashion, Gardening, etc. Users can "pin" and "repin" content that they like to their respective boards. 

Podcast: A podcast is a series of digital media files, usually audio, that are released episodically and often downloaded through an RSS feed.

PPC: PPC is an acronym for pay per click. Pay per click is an online advertising model in which advertisers display ads on various websites or search engines and pay when a visitor clicks through. Bid-based PPC involves an auction in which advertisers compete with other advertisers by setting the max bid -- or highest amount they're willing to pay -- for each click. Each time a visitor triggers the ad spot, the auction process pans out to select which ad will be displayed. 

Quantcast: Quantcast provides website traffic and demographics for websites. The tool is primarily used by online advertisers looking to target specific demographics.

Real-Time Search: Real-time search is the method of indexing content being published online into search engine results with virtually no delay.

Real-Time Marketing: Real-time marketing is a strategy that requires marketers to publish timely content as news breaks. 

Recommendation: A recommendation on LinkedIn is a term used to describe a written note from another LinkedIn member that aims to reinforce the user's professional credibility or expertise. 

Reddit: Reddit is a social news site that contains specific, topic-oriented communities of users who share and comment on stories.

Reply: A reply is a Twitter action that allows a user to respond to a tweet through a separate tweet that begins with the other user's @username. This differs from a mention, because tweets that start with a @username only appears in the timelines of users who follow both parties. 

Retargeting: Retargeting is an online marketing and advertising technique that allows marketers to display ads to people who have visited their website or are part of their contacts database. For more on how a retargeting campaign works, check out this beginner's guide.

Retweet: A retweet is when someone on Twitter sees your message and decides to re-share it with his or her followers. A retweet button allows them to quickly resend the message with attribution to the original sharer's name.

RSS Feed: RSS is a family of web feed formats used to publish frequently updated content such as blogs and videos in a standardized format. Content publishers can syndicate a feed, which allows users to subscribe to the content and read it when they please from a location other than the website (such as Feedly or other RSS readers).

Search Engine Optimization: Search engine optimization is the process of improving the volume or quality of unpaid traffic to a website from search engines.

Selfie: A selfie is a self-portrait that is typically taken using the reverse camera screen on a smartphone or by using a selfie stick (a pole that attaches to your camera). Selfies are commonly shared on social media networks like Instagram, Twitter, and Facebook using the hashtag #selfie. 

Skype: Skype is a free program that allows for text, audio, and video chats between users. Additionally, users can purchase plans to place phone calls through their Skype account.

Snapchat: Snapchat is a social app that allows users to send and receive time-sensitive photos and videos known as "snaps," which are hidden from the recipients once the time limit expires (images and videos remain on the Snapchat server). Users can add text and drawings to their snaps and control the list of recipients in which they send them to. 

Story: A Snapchat, Facebook, or Instagram story is a string of videos or images that lasts for 24 hours. Users can create stories to be shared publicly or just a customized group of recipients. 

Social Media Monitoring: Social media monitoring is a process of monitoring and responding to mentions related to a business that occur in social media.

Social Proof: Social proof refers to a psychological phenomenon in which people seek direction from those around them to determine how they are supposed to act or think in each situation. In social media, social proof can be identified by the number of interactions a piece of content receives or the number of followers you have. The thought is that if others are sharing something or following someone, it must be good. 

Social Selling: Social selling is a sales concept in which representatives leverage the power of social communication to engage with prospects by answering their questions, providing helpful content, clarifying information, etc. 

Tag: Tagging is a social media functionality commonly used on Facebook and Instagram that allows users to create a link back to the profile of the person shown in the picture or targeted by the update. 

Thread: A series of comments or discussion posts on a post or in a subreddit.

TikTok: TikTok is one of the fastest-growing social media platforms of all time, The app, beloved by Gen Z, is like Vine in that it highlights bite-sized looping videos that can also have musical overlays. 

Trending Topic: Trending topics refer to the most talked about topics and hashtags on a social media network. These commonly appear on networks like Twitter and Facebook and serve as clickable links in which users can either click through to join the conversation or simply browse the related content. 

Troll: A troll or internet troll refers to a person who is known for creating controversy in an online setting. They typically hang out in forums, comment sections, and chat rooms with the intent of disrupting the conversation on a piece of content by providing commentary that aims to evoke a reaction. 

Tumblr: Tumblr is a microblogging platform that allows users to post text, images, video, audio, links, and quotes to their blog. Users can also follow other blogs and repost other users' content to their own blog.

Twitter: Twitter is a real-time social network that allows users to share 140-character updates with their following. Users can favorite and retweet the posts of other users, as well as engage in conversations using @ mentions, replies, and hashtags for categorizing their content. 

Twitter Topics: A recently launched Twitter feature that allows users to follow specific topic categories from marketing, to politics, to birdwatching. Once users follow topics, they'll see more content related to these categories on their feeds. 
Twitterverse: Also referred to as the Twittersphere, Twitterverse is a nickname for the community of users who are active on Twitter. 

User-Generated Content (or UGC): User-generated content is content - blogs, videos, photos, quotes, etc. - that is created by consumers. Marketers typically tap into their audience in an online setting to collect this type of content to support a campaign or initiative. 

Viral: Viral is a term used to describe an instance in which a piece of content - YouTube video, blog article, photo, etc. - achieves noteworthy awareness. Viral distribution relies heavily on word of mouth and the frequent sharing of one piece of content all over the internet.

Vlogging: Vlogging or a vlog is a piece of content that employs video to tell a story or report on information. Vlogs are common on video sharing networks like YouTube. 

Webinar: A webinar is an online seminar or presentation that is hosted by an individual or a company. Most often, the host requires attendees to fill out a form before granting them access to stream the audio and slides. In marketing, webinars are held to educate audiences about a particular topic while opening the floor for a discussion to occur on social media using the webinar's unique hashtag. 

WhatsApp: WhatsApp is a messaging, phone, and social media app that allows people to connect 
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.
This task requires you to learn about optimising images for use on the web as the first stage in this project. You need to prepare images for use within the Internet – both for web sites and social media posts. When you have mastered that, the second part of the test requires you to establish a social media site for your organisation. 

There are two short courses within this task and your supervisor strongly suggests you do each short course prior to starting the activities in each part of the task.
Preparation:

· Download the Task Planning Sheet for Task 9 (Monitor > Your Task).

· Complete the short course, Preparing images for the web (Computer monitor, Email 1 and Learning Resources).

· Download the image manipulation application, Photofiltre, and install on your computer.

· During the short course, complete the activities – Activity 1 through to 5 – and store responses in an e-portfolio.
· Collect your completed course tasks into an e-portfolio. Send portfolio to your supervisor (i.e. teacher).

	What to submit
	Problems encountered and strategies used to overcome these

	· Your e-portfolio contained responses to the short course’s Activity 1 to 5.
	


Editing images:

· Download and read the instructions for the editing images activity (Email 2).

· Download and consider the Digital Image Adjustment Record sheet (Email 2).

· Download the images for editing. The images are contained in a compressed folder (Email 2 and Learning Resources).

· As each image is edited and manipulated according to the provided instructions, record the edit process in the Digital Image Adjustment Record sheet.

· Place the manipulated images and the completed Digital Image Adjustment Record sheet into a compressed file and send to your supervisor (i.e. teacher).

	What to submit
	Problems encountered and strategies used to overcome these

	· Folder containing 5 edited images with the completed Digital Image Adjustment Record sheet.
	


Social Media:

· Do not progress to this stage of the task until all image manipulation above has been completed.

· Read the third email from Greg Klaus regarding further training in Social Media. (Email 3)

· Complete the short course, Social Media (Computer monitor, Email 2 and Learning Resources).

· During the short course, complete the activities – Activity 1 through to 12 – and store responses in an e-portfolio.

· Collect your completed course tasks into an e-portfolio. Send portfolio to your supervisor (i.e. teacher).

	What to submit
	Problems encountered and strategies used to overcome these

	· Your e-portfolio contained responses to the short course’s Activity 1 to 12.
	


Construction of Social Media Channel:
· Read and print email from Jenny Davies (Email 4).
· Download and complete the task instructions attached to Jenny’s email (Email 4).
· Construct the social media site as per the instructions received in Jenny Davies’ email (Email 4).

	What to submit
	Problems encountered and strategies used to overcome these

	A report outlining:

· Summary of the organisational social media plan

· Summary of how legal and ethical practices for use of social media were addressed

· List of all content sources (indicating internal and external)

· PDF copies of the various elements as shown on the live social media site

· Sample copies of your posts showing use social media tools 

· Summary of potential incidents or points of conflict and escalation to relevant personnel as required

· Recommendations for improvements to marketing and promotion

· The location information related to the site so that your supervisor may go on-line and see and engage with the site.
	


Draft responses for social media posts:
· Read and print email from Jenny Davies (Email 5).
· Download and consider the printed posts attached to Jenny’s email (Email 5).
· Write responses to the three social media posts in a Word document that can be submitted to your supervisor (i.e. teacher).

	What to submit
	Problems encountered and strategies used to overcome these

	Draft responses to social media posts
	


Certification Questionnaire:
· Read and print email from Jenny Davies (Email 6).
· Download and consider the questionnaire attached to Jenny’s email (Email 6).
· Write responses to the questions in the provided Word document that can be submitted to your supervisor (i.e. teacher).

	What to submit
	Problems encountered and strategies used to overcome these

	Completed questionnaire.
	


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, this guide provides a more comprehensive listing from which candidate responses may be drawn. However, 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, an example is provided 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, assessors should consider different phrasing used by the candidate, or different responses that may be equally correct.

· For activities that take place in the workplace or involve workplace documentation, this guide can only provide an example response. Assessors should consider whether the candidate has achieved the intent of the activity, considering the candidate’s workplace context.

· For activities that involve writing reports or completing documentation provided, this guide 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

Assessor judgment is required. Comments to assist the assessor are provided in this section.
Preparation:

During the short course, complete the activities – Activity 1 through to 5 – and store responses in an e-portfolio.
Collect your completed course tasks into an e-portfolio. 

Activity 1

1. What are the three common sources of digital images?
· Stock libraries where images may be purchased

· Images produced by yourself

· Images obtained from copyright free sources
2. There is a stock image library called ‘Shutterstock’. Locate this website and summarise below what it costs to use their images.

3. There is an online stock photograph library called ‘Dreamstime’. Locate this website and then find the information about ‘licences.
Copy this information onto a Word document and place it in your e-portfolio.
Assessor judgement must be applied to ensure current pricing from these sources are provided. Check pricing at:


www.shutterstock.com

www.dreamstime.com
Activity 2

Describe in detail the backup procedures in place at your workplace. Your description should include:

Where the backups are saved to. 

When the backups are done.

Who is responsible for ensuring the backups happen. 

Assessor judgement required. The three queries must be clearly answered in the response.

Activity 3

You are to source three images over which you have permission to use adhering to copyright requirements. This means the images may come from a ‘royalty free’ image library, your own photograph or drawing or other image source.

Place the images in a folder called ‘Originals’ and in a Word document provide the source of each image linked to the image’s file name. Example: 

Dog1 – A photograph taken by me of our family pet. 

Dog 2 – Image downloaded from FreePhotos.com.au on 5 May 2022.

You are now to manipulate each image in the areas of size, composition cropping so that they would be suitable for inclusion in a simple website. Save your edited files into a folder called ‘Edits’

Compress this folder and include the resulting file in your e-portfolio.
Due to the variation possible in the candidate’s responses to this activity, assessor judgement is required. Please ensure the following criteria are addressed:

· A large image has been reduced in size to fit within a standard web page (maximum size of 1 Mb though much smaller size (300 to 400 Kb) is more relevant).

· A full page width image is generally around 2000 pixels wide so work on image dimensions from this starting point. Note industry standard for large images across whole screen in g 1920 x 1080 pixels.

· Photographic images are in jpg formats; vector drawings are in png format.

· Each image has the required notations as requested in the activity notes.

· Images have been provided correctly named and in a compressed folder.

Activity 4

Below are the acronyms of each image file format currently in use in websites and social media.

What does each acronym stand for and what type of image is that file format best suited for.  

jpeg

png

svg
WebP
gif

The response must have:

JPEG

Joint Photographic Expert Group image

.jpg, .jpeg

PNG

Portable Network Graphics



.png

GIF

Graphics Interchange Format



.svg

WebP

Web Picture format




.webp

SVG

Scalable Vector Graphics



.svg

Activity 5

1. Outline one source of content that you could use for images.  
Assessor judgement may be used. There are many sources of images – an answer that denotes a website by name and URL is sufficient though an explanation of any other source must be provided.

2. What content is available from that source? 
Assessor judgement required. Details and an explanation of the types of images using the correct image formats and descriptions of the images are necessary.

3. Is the content free to use?
Assessor judgement required.
4. What are the copyright implications of using images from that site?
5. Assessor judgement required.
Editing images:

· Download and read the instructions for the editing images activity (Email 2).

· Download and consider the Digital Image Adjustment Record sheet (Email 2).

· Download the images for editing. The images are contained in a compressed folder (Email 2 and Learning Resources).

· As each image is edited and manipulated according to the provided instructions, record the edit process in the Digital Image Adjustment Record sheet.

· Place the manipulated images and the completed Digital Image Adjustment Record sheet into a compressed file and send to your supervisor (i.e. teacher).

Assessor judgement required.

The following must be present in the response:

· The edited images, i.e. the images after editing occurred.

· A printed copy of each digital image. Note, is this is not possible due to distance/time constraints then the images placed into a document and saved as a PDF file may suffice (assessor’s decision).

· A completed entry for each edited image on the Digital Image Adjustment Record Sheet. Note full details of edit must be evident.

· Images are to be submitted as .jpg and not pasted into a Word document.
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Picture 1 - Bird - contrast enhanced.
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Picture 2 - Frog – background adjusted to just include the frog; camera flash removed.
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Picture 3 - Hong Kong – image straightened. 
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Picture 4 - Painted Trees - text removed; restored branch and white space removed. 
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Picture 5 - Tower Bridge, London – bridge straightened up; colour contrasted.

Social Media:

· Do not progress to this stage of the task until all image manipulation above has been completed.

· Complete the short course, Social Media (Computer monitor, Email 2 and Learning Resources).

· During the short course, complete the activities – Activity 1 through to 12 – and store responses in an e-portfolio.

· Collect your completed course tasks into an e-portfolio. Send portfolio to your supervisor (i.e. teacher).

Activity 1
1. What is social media? 
Assessor judgement may be used but the concepts contained in the following statement must be within the candidate’s response: Social media is the collective of online communications channels dedicated to community-based input, interaction, content sharing and collaboration.

2. Give an example of a social media platform for each of the five generic categories used to group these applications. 
Assessor judgement required due to the varied responses possible. The five generic types of social media must be evident in the response: Social networking, photo sharing, Video sharing, Interactive media and Community building. Each of the five types must be linked to a social media service that carries out that generic role.

3. Brainstorm how any two of the five categories formed above could be used in a business setting.
Assessor judgement required due to the varied responses possible. The business uses could include marketing, sales, service to customers, etc.
Activity 2
In this activity, you are to interview people from three organisations that you have identified as using social media platforms, as well as having their own website. (Examples: A school, Local council, Local business)

Assessor judgement required due to the varied responses possible. A mandatory element of the response is that the collected information must be categorised under the following headings for each of the three organisations:
Name of Organisation 

Organisation's URL 

Name and position of person interviewed 

Social media platforms being used 

Reasons for social media - goal and objectives summary

Activity 3
Record the meanings in a document; add other meanings of terms you believe are important to this topic. 

Tag lines

Folksonomy

Call-to-action

Analytics

Media sharing networks
Taglines - a short but succinct and memorable description of a product, service or organisation

Folksonomy - a online content classification system, also called ‘hash tagging’

Call-to-action - an object on a social media page that entices the viewer to do something and links to a website

Analytics - information resulting from the systematic analysis of data or statistics
Media sharing networks – an online place to find and share media online, i.e. photos, video and streaming video.

Activity 4
1. Describe one resource that you would need to have in place to apply a social media strategy.
Assessor judgement to be used. Any of the following may be used though there are other valid responses:

Content that is appropriate for use in social media


A social media channel or platform that addresses the needs of the organisation

Necessary expertise within the business or available to the business


A clear purpose or vision on how social media will be used to achieve the organisation’s goals and objectives

2. To successfully complete this short course, you need to be observed doing comparisons of several social media platforms, including their features and tools. You are to compare and contrast three social media platforms working within a group of three to four persons drawn from those within your organisation. You are to prepare a report that tells what platforms were reviewed for comparison purposes, as well as containing a summary of what features and tools within the platforms were part of the comparison process.
Assessor judgement must be used in this element. An exemplar is provided below:


[image: image12]
3. Finally, you are to select one social media platform, after consultation with your supervisor, and this will be the platform you will use in your final assessment piece later in this unit. This will allow you time to independently start to investigate the selected platform, learn how to use it and become familiar with its features and tools.
Activity 5

Why would you need to use Social Media Management Tools? 

When a business or organisation’s needs in managing social media have grown from manually handling postings, content and audience then some form of centralised management and automation is required. This is the role of the social media management tools (applications). 

How can they help confirm your social media strategy aligns to the business objectives?
The tools ensure that the organisation’s social media use remains:

· Current

· Focused on the business purpose, goals and strategies
· Responsive to the clients’ use of the social media channel.

Activity 6
Establish a schedule checklist of testing activities relating to the social media platform that you may use in the development of social media sites. The response needs to use the selected social media platform, a description of each test to occur and a description of how the testing will be performed. 

Present this checklist in either a Word table or spreadsheet format and share with your supervisor.
Assessor judgement required.
Activity 7
1. Outline one source of content that you could use for your social media postings.  

Assessor judgement required.
2. What content is available from that source? 

Assessor judgement required. Answer must align to the type of content available from the source identified in above sub-task.
3. Is the content free to use?
Assessor judgement required. Answer must align to the type of content available from the source identified in above sub-task.
Activity 8
Provide a response to the following and sent the response to your supervisor.

Select one of the listed content sources from the previous page.  Go to that course’s website and outline what content you can get form there and how it can be used in your social media communications.
Assessor judgement required due to the varied responses possible. The source must be drawn from one of the following:
Curata

Pocket

Scoop.It

Feed.ly

Storify

PublishThis

Activity 9
Why should people responsible for user generated content be given credit for their work that is included in any social media produced by an organisation?
Original work is protected by copyright laws that are quite strict with resulting penalties. There is also the ethical and moral positions about recognising other people’s intellectual work.

Activity 10
What are your responsibilities about copyright while utilising social media platforms?

The person seeking to use other work must always:
· Seek permission from the copyright owner

· Give credit – recognise the source of the content even if the content is user generated.

· Do not change or alter the content generated by someone else – the work must be left as it is unless you have written permission from the copyright owner.

· The content cannot be used outside of the context for which it was originally prepared unless, again, written approval is provided to use the content in a different way.

Activity 11
How can social media monitoring assist a business to review its social media marketing planning?
The gathered data provides a source of information that can be used in the organisation’s strategic and operational planning. The three major areas of this use of collected data are:
· Measuring the results of the social media campaign and content results

· Measuring the social results or standing of the organisation within the broader community/society

· Measuring the credibility of the organisation within the broader community/society.
Activity 12
In this activity you are to summarise what security protocols you have used that relate to the social media presence you are establishing as part of your assessment for this unit. This would include:

Social media platform security tools

What cyber security methods the business has in place

Any cyber security procedures and guidelines you have put in place

Outline your summary in a Word document and when completed present the document to your supervisor for review and discussions.
Assessor judgement required due to the varied responses that will be received. The responses must include the following elements:
A list of the security tools used by the candidate to secure their social media platform

At least one cyber security method/procedure that they have in place, e.g. backups, virus checks, firewalls, password security, etc.
Construction of Social Media Channel:
· Read and print email from Jenny Davies (Email 3).
· Download and complete the task instructions attached to Jenny’s email (Email 3).
· Construct the social media site as per the instructions received in Jenny Davies’ email (Email 3).

This is assessor judgement. The candidate will need to have submitted a report that addresses the dot points below and is to the level required by the unit of competency’s performance and knowledge criteria. 
The report must:

· Contain a summary of the organisational social media plan

· Contain a summary of how legal and ethical practices for use of social media were addressed

· List of all content sources (indicating internal and external)

· Have PDF copies of the various elements as shown on the live social media site

· Sample copies of the candidate’s posts showing use social media tools 

· Summary of potential incidents or points of conflict and escalation to relevant personnel as required

· Recommendations for improvements to marketing and promotion

· The location information related to the site so that your supervisor may go on-line and see and engage with the site.

Draft responses for social media posts:
· Read and print email from Jenny Davies (Email 4).
· Download and consider the printed posts attached to Jenny’s email (Email 4).
· Write responses to the three social media posts in a Word document that can be submitted to your supervisor (i.e. teacher).

Assessor judgement to be used – ensure the response are in line with what an organisation would like – courteous, firm statement of their purpose, focus on emergent needs, etc.
Certification Questionnaire:
· Read and print email from Jenny Davies (Email 5).
· Download and consider the questionnaire attached to Jenny’s email (Email 5).
· Write responses to the questions in the provided Word document that can be submitted to your supervisor (i.e. teacher).

Questions
Assessor judgement to be used throughout. Sample answers provided.

1.
Outline the pros and cons of using social media in business.
Assessor judgement may be used, Examples below:

	Advantages
	Disadvantages

	Generates business leads

Is an affordable marketing strategy

Increased media awareness

Provides market data

Interaction with customers

Builds customer loyalty

Increase market reach
	Can be used to diminish a reputation 
Requires ongoing and constant attention

Risks to client’s and organisation’s privacy

Return on Investment is hard to track


2. What is the difference between replying publicly and privately to negative comments in social media?

When replying to a customer do so publicly on social media as you are not only answering that customer but displaying the organisation’s customer service (or lack thereof) to all current and future customers. The primary focus is to help the customer in question but remember that you’re also sending a subliminal message to anyone else who might come across this comment (and your response). By tending to that customer’s needs, you’re also showing other potential customers that you care about your customers and will make things right if something goes wrong.
Even if the content isn’t particularly relevant to others, continue to reply publicly. It still shows transparency between you and your customers, which can help build trust.

However if any personal information will be required to resolve their question or issue, take the conversation over to a direct message (private communication). Comment publicly that this is happening. When doing so, be sure to reach out privately first (if possible). Example of how to take a conversation from a public setting to a private message: “Thank you for reaching out.  I’m sorry to hear you’re having issues with your delivery. I’ve just sent you a private message so we can get this sorted for you right away. Cheers, Laura.”

3. List a range of metrics that you consider important.

Assessor judgement required – at least four of the following metrics must be mentioned.
Impressions - the number of times content is shown to users.
Reach - the number of users who see the content, even if they see the content multiple times.
Audience growth rate - the speed at which the number of followers grows.

Engagement rate - the number of likes, comments, and shares on your content.
Click-through rate - the percentage of times a user sees a link to the content and clicks on it to get the website.

Bounce rate - the percentage of users who visit your page and leave without clicking on any other pages.

Average time on page - the amount of time each user spends on a page.

Referrals - the source from which a user came to the website or landing page.

Cost-per-click - the amount of money it costs the organisation for each click on one of its advertisements.

Response rate - the percentage of the audience being responding to.

Response time - how long it takes the organisation to respond to its audience.
1. Why is it beneficial to use images in your posts?

Images allow greater communication with your audience. Followers get to keep track of the organisation’s activities. With images, you can tell a story or express a thought much better than a written article. Images also engage users through visual stimulation.
2. What should an organisational social media policy include?
Purpose and goals of the policy

Roles and responsibilities of the organisation’s staff

Security protocols
Plans of action – PR and security issues

Legislation compliance

Guidance for staff personal use of social media

Employee advocacy guidelines
3. What is content curation? 

Content curation is the process of finding and collecting online content and presenting the best pieces in a structured way.
4. What does it mean to include a call to action?

Call to action is a marketing term for any design to prompt an immediate response or encourage an immediate sale.
5. How can understanding the interests of your organisation’s clients/stakeholders help you create meaningful social media content?

By having some understanding of the clients’ interest and work context, a business may tailor the content it places on its social media platform to connect to that group.
6. How does social media marketing tie into business objectives?

When considered and aligned to business strategy and its objectives, social media can help to increase the organisation's number of customers, their level of engagement with the business’ brand, products, and services, can create community conversations about the business, gather insights from the client base that helps direct innovation and development and enhance the service to customers.     
7. Why would you need to track enquiries?

Tracking enquiries enables a better service to the customer and ensure the organisation’s service is of a high standard.
10.
How can social media postings be against the law?

     
Consumer protection laws prohibit businesses from making false, misleading or deceptive claims about their products or services on social media. Also where a social media post breaks laws relating to discrimination, personal information/privacy, defamation of character or incites violence, then legal action will be taken.
11.
What is social media defamation?

     
Social media defamation is the publication of defamatory material on any Internet platform, including but not limited to social media platforms such as Facebook, Instagram, Twitter, LinkedIn, etc. Defamation law protects people from false or damaging statements being made about them which can negatively impact their personal or professional reputation. To be liable for defamation, a person must be a 'publisher' of the defamatory content. The High Court of Australia has judged that this means that anyone who posts on social media will be considered a 'publisher' of comments made on their content, including those made by other social media users, whether they are known to them or not. It is possible, and there have been several cases of, persons being taken to court for social media defamation.
12.
How could you diffuse a negative comment in social media?

     Here is a list of actions to follow:

Respond to the comment as soon as possible

Be apologetic if there was a problem that the organisation was responsible for.

Ask to discuss the problem privately
Use facts and data to call out generalisation and inaccuracies.

Appreciate their feedback

Ask them how you can help, and help

Don’t delete their comments

Pick your battles

Challenge the message, never the person who spread it.

Be polite in your reply, don't become abusive yourself.
13.
What should you do with trolls?

     Call out their behaviour. Many people recommend you simply ignore trolls and don't respond in any way, but this gives the trolls even more power. Respond once, then ignore.

Also check your own privacy settings and bar any person trolling.

14.
How would you deal with the following post?

“My waitress was a %^&*.”

     Assessor judgement required.
15. How would you deal with the following post?

“I’m going to burn this restaurant down.”

     Report the threat to police.
16. How can social media complaints be used to improve business performance?

Like any business practice, the collecting of customer feedback is important in any continuous improvement process. In this case, social media provides a very viable form of collecting customer concerns, then addressing these quickly, all the while collecting data on the types of complaints, the ways of resolving these concerns and even the time required for resolution. A range of important data can be collected, then analysed for inclusion in the next round of planning for an organisation.
17. How can you use feedback to improve the organisation’s social media?

Customer feedback can be collected from online surveys and polls seeking direct comment on the organisation’s social media. A more subtle or indirect manner is to analyse the customer’s use of the social media platform using a range of analytical tools. This will provide direct feedback as to what elements of the social media channel are being used effectively and what elements require further refinement.
18. What are the benefits of User Generated Content?

There are a range of benefits in using User generated Content. These include:
· Establishing greater trust between customer and business as the social media users seek content and comments from other clients’ own experiences and not the business’s own content.  

· Reduces the needs of the organisation to constantly generate their own content.

· Encourages client engagement with the organisation.

· Content developed by UGC is generally unique and not found elsewhere on the web.

· It is a different way of generating feedback from clients.

· Generates more traffic and sales.

· Cost effective way of generating content.

· Customers and potential customers value the authenticity of the content.

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 – ICTWEB305 AND ICTWEB306
	Candidate’s name:       
Unit of competency: 

ICTWEB305 Produce digital images for the web 



ICTWEB306 Develop web presence using social media 

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 – 
	
	     

	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 – ICTWEB305 AND ICTWEB306
	Candidate’s name:            
Unit of competency: 

ICTWEB305 Produce digital images for the web 


ICTWEB306 Develop web presence using social media 
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 take place?       
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 – ICTWEB305 AND ICTWEB306
	Candidate’s name:       
	Part D

	Unit of competency: 
ICTWEB305 Produce digital images for the web 

ICTWEB306 Develop web presence using social media 
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
	

	1. I can use a web build application to create a simple web site of three or more pages.
	
	
	
	     

	2. I can create, maintain and save files in required location or directory.
	
	
	
	     

	3. I can upload files to required folder using file transfer protocol (FTP).
	
	
	
	     

	4. I can insert and format text content into a website according to client requirements.
	
	
	
	     

	5. I can insert images, data tables and simple forms into a website.
	
	
	
	     

	6. I can access markup language and make basic modifications to code.
	
	
	
	     

	7. I can create sitemap and plan navigation for a simple website.
	
	
	
	     

	8. I seek feedback on my work from required personnel and amend accordingly.
	
	
	
	     

	9. I can create links between web pages using text and images.
	
	
	
	     

	10. I can test elements of website content across multiple browsers and browser versions.
	
	
	
	     

	11. I can evaluate test results and confirm website meets client requirements.
	
	
	
	     

	Candidate signature:
	     
	Date:
	     


Performance evidence checklist – ICTWEB305 AND ICTWEB306
	Candidate’ s name:            

Unit of competency: 
ICTWEB305 Produce digital images for the web 

ICTWEB306 Develop web presence using social media 
Trainer/assessor:           

Date:           

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

	· Create a website with at least three different web pages according to client requirements using applicable features of a selected integrated development environment.
	
	
	

	· Create and maintain files and upload them to required locations and servers
	
	
	

	· Test consistency and security of created web content.
	
	
	

	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 – ICTWEB305 AND ICTWEB306
	Candidate’ s name:            

Unit of competency: 
ICTWEB305 Produce digital images for the web 


ICTWEB306 Develop web presence using social media
Trainer/assessor:           

Date:           

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

	· Legislative requirements applicable to developing simple web content
	
	
	

	· Web content accessibility guidelines including The World Wide Web Consortium (W3C)
	
	
	

	· Web navigation functions required in supporting web content functionality, including links between pages features of web authoring tools used for web page design
	
	
	

	· Website publishing and markup languages
	
	
	

	· File transfer protocol (FTP) function
	
	
	

	· Common browsers used for accessing the web
	
	
	

	· Basic coding techniques
	
	
	

	· Site map creation methods
	
	
	

	· Website testing methodologies
	
	
	

	· Organisational procedures applicable to creating web pages.
	
	
	

	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 – ICTWEB305 AND ICTWEB306
	Candidate’ s name:       
	Part E

	Unit of competency:  
ICTWEB305 Produce digital images for the web 


ICTWEB306 Develop web presence using social media
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 – ICTWEB305 AND ICTWEB306
	Candidate’ s name:       
	Part F

	Unit of competency: 

ICTWEB305 Produce digital images for the web 


ICTWEB306 Develop web presence using social media
Trainer/assessor:                

Date:                

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

	Performance evidence 

Candidate demonstrates the ability to:
	Evidence provided/observation comments

	
	· Create a website with at least three different web pages according to client requirements using applicable features of a selected integrated development environment.
	     

	
	· Create and maintain files and upload them to required locations and servers
	     

	
	· Test consistency and security of created web content.
	     

	Knowledge evidence
Candidate knows and understands:
	

	
	· Legislative requirements applicable to developing simple web content
	     

	
	· Web content accessibility guidelines including The World Wide Web Consortium (W3C)
	     

	
	· Web navigation functions required in supporting web content functionality, including links between pages features of web authoring tools used for web page design
	     

	
	· Website publishing and markup languages
	     

	
	· File transfer protocol (FTP) function
	     

	
	· Common browsers used for accessing the web
	     

	
	· Basic coding techniques
	     

	
	· Site map creation methods
	     

	
	· Website testing methodologies
	     

	
	· Organisational procedures applicable to creating web pages.
	     

	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:
	ICTWEB305 Produce digital images for the web 
ICTWEB306 Develop web presence using social media


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

	· Produce images suitable for use on the web. 
	
	

	· Use the required features of a selected integrated development environment.
	
	

	· Create and maintain files and upload them to required locations and servers
	
	

	· Test consistency and security of created web content
	
	

	· Demonstrates basic HTML and CSS coding skills
	
	

	· Uploads and downloads web content using a FTP application
	
	

	· Tests websites using several different apps and approaches
	
	

	· Following work health and safety (WHS) principles and responsibilities, including ergonomic principles to avoid injury associated with using computer systems.
	
	

	Task 1
Video the candidate conducting the following activities:
· Establishing web navigation (menu and links)
· Inserting an image into a webpage
· Adjusting the CSS of a website
· Testing the functionality of a website

· Uploading content using a FTP application
	
	

	Comment (if relevant):
     

	Workplace Supervisor comment:

What IDE/web application does the candidate routinely use in their work tasks associated with web development?

	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 – ICTWEB305
ICTWEB305 Produce digital images for the web 

	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. Determine client requirements
	       

	1.1 Access and interpret requirements brief

1.2 Determine and analyse client needs with regard to digital image content, quality and size

1.3 Research and source required images according to organisational and copyright requirements

1.4 Select applicable industry-standard, image-editing software
	

	2. Source and manipulate images
	       

	2.1 Create a range of effects using features of image-editing software

2.2 Edit and resize images according to web application requirements

2.3 Create backups of assets to be used
	

	3. Save and upload images
	      

	3.1 Save images in required formats and maintain their individual effects

3.2 Upload images to applicable server

3.3 Link images to required web pages

3.4 Save images in applicable directory structure

3.5 Check digital images meet client requirements and confirm with required personnel
	

	How candidate meets unit of competency 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

       


	Record of Assessment 

ICTWEB306 Develop web presence using social media

	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 use social media tools and applications
	       

	1.1 Establish social media requirements according to business specifications

1.2 Identify and analyse characteristics of social media platforms, tools and applications

1.3 Identify issues associated with social media tools and applications according to organisational guidelines and policies

1.4 Compare and discuss purpose and effect of social media platforms, tools and applications with required personnel

1.5 Compare and review tools and features of different social media platforms, tools and applications
	

	2. Set up and use social media tools and applications
	       

	2.1 Identify social media tools and applications according to business specifications

2.2 Initiate and configure preferred social media tools and applications for use

2.3 Establish social media interface, using text and file content

2.4 Set up accounts for required users according to organisational procedures

2.5 Initiate social networking interaction and confirm security of collaboration

2.6 Link social media and web presence and create content as required
	

	3. Review use of social media tools and application in developing web presence
	      

	3.1 Test and evaluate tools and applications according to organisational procedures

3.2 Test and fix errors and confirm website security according to organisational procedures

3.3 Determine whether use of social media tools is effective in developing web presence according to results

3.4 Review social media work and apply required changes according to organisational procedures

3.5 Confirm work performed with required personnel
	

	How candidate meets unit of competency 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

	
	ICTWEB306       Web presence social media
	
	ICTWEB306       Web presence social media

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

	
	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

	
	
	
	

	
	
	
	


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 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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[image: image13.png]Social media for business

There are many social media platforms available for businesses to connect with potential customers.
Here are some of the more popular social media sites and uses for each.

Facebook Linkedin Twitter Instagram




