TAAENV401A
Work effectively in vocational education and training 

Do I..... 
1. Work within the vocational education and training policy framework?
2. Work within the training and/or assessment organisation's quality framework?
3. Manage work and work relationships?
4. Demonstrate a client focussed approach to work?
Ask yourself: "Do I Work within the vocational education and training policy framework?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
1.1 Relevant national vocational education and training policies and frameworks are accessed, analysed and applied to guide work practices and responsibilities 

1.2 Key vocational education and training organisations and stakeholders are identified and accessed to inform and update work practices 

1.3 Commonwealth and state/territory legislation and guidelines are accessed and used to ensure work practices comply with policy requirements

 1.4 Sources of information and advice on vocational education and training policy and operating context are accessed on a regular basis and changes are noted 

1.5 Opportunities are taken up to contribute to vocational education and training organisational policy developments 

1.6 Vocational education and training terminology is used to communicate effectively within the sector

Ask yourself: "Do I Work within the training and/or assessment organisation's quality framework?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
2.1 Relevant organisational documentation is accessed and used to inform, support and guide work roles and responsibilities 

2.2 Work is conducted in accordance with the training and/or assessment organisation's quality assurance strategies, processes, policies and procedures

 2.3 Ethical and legal responsibilities are adhered to in work practices

 2.4 Work is undertaken in accordance with prevailing industrial and employee relations systems and practices 

2.5 Feedback and advice on work quality is actively sought from colleagues and clients 

Ask yourself: "Do I Manage work and work relationships?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
3.1 Work is planned, prioritised and organised to achieve agreed and expected outcomes

 3.2 Workloads are assessed and guidance/support is sought from relevant personnel where work issues arise

 3.3 Relevant technological skills are used to enhance work outcomes 

3.4 Work is undertaken in a collaborative manner with colleagues through sharing of information and ideas and working together on work outcomes 

3.5 Feedback on managing work and professional relationships is obtained from clients and colleagues and is evaluated and acted upon 

Ask yourself: "Do I Manage work and work relationships?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
3.1 Work is planned, prioritised and organised to achieve agreed and expected outcomes 

3.2 Workloads are assessed and guidance/support is sought from relevant personnel where work issues arise 

3.3 Relevant technological skills are used to enhance work outcomes 

3.4 Work is undertaken in a collaborative manner with colleagues through sharing of information and ideas and working together on work outcomes 

3.5 Feedback on managing work and professional relationships is obtained from clients and colleagues and is evaluated and acted upon 

Ask yourself: "Do I Demonstrate a client focussed approach to work?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
4.1 Clients and their needs and expectations form the basis for developing effective work practices and outcomes, within operational limits

 4.2 Effective communication strategies are developed and utilised to establish and maintain client relationships 

4.3 Processes for evaluating and improving client satisfaction are developed and built into work practices 

TAAENV402A
Foster and promote an inclusive learning culture 

Do I..... 
1. Practise inclusivity?
2. Promote and respond to diversity?
3. Develop and implement work strategies to support inclusivity?
4. Promote a culture of learning?
5. Monitor and improve work practices ?
This unit specifies the competency required to foster and promote an environment which supports inclusive work practices and learning culture.

Click on the links on the left to display information about this unit, and then enter the documents you will hand in as evidence.
Ask yourself: "Do I Practise inclusivity?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
1.1 Individual differences and clients with particular needs are acknowledged, respected and valued

 1.2 Personal perceptions and attitudes about difference are examined and revised to improve communication and professionalism 

1.3 Principles underpinning inclusivity are integrated into all work practices 

1.4 Individuals' rights and confidentiality are respected

Ask yourself: "Do I Promote and respond to diversity?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
2.1 The ground rules for participation and behaviour with colleagues and clients are established through a cooperative, agreed process

 2.2 Individuals are encouraged to express themselves and to contribute to the work and learning environment 

2.3 Individuals are provided with opportunities to indicate specific needs to support their participation in learning and work 

2.4 Relevant research, guidelines and resources are accessed to support inclusivity 

2.5 Verbal and body language is sensitive to different cultures and backgrounds and differences in physical and intellectual abilities

Ask yourself: "Do I Develop and implement work strategies to support inclusivity?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
3.1 Documented resources to support and guide inclusive practices are identified and used to inform work strategies 

3.2 Support persons are identified and included in the work and learning process where appropriate and agreed to 

3.3 Relevant professional support services are identified and accessed, as appropriate 

3.4 Any physical environment support needs are acknowledged and incorporated into work practices, where practicable and approved by appropriate personnel 

3.5 OHS issues associated with inclusivity are identified and addressed

Ask yourself: "Do I Promote a culture of learning?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
4.1 Support and advice is provided to colleagues and clients to encourage new and ongoing participation in learning opportunities 

4.2 The benefits of learning are explored with colleagues and clients 

4.3 Learning and competency achievement is recognised and rewarded in the work and/or learning environment

 4.4 Opportunities to develop own and others generic skills are identified 

4.5 Multiple pathways to achieve own and others future learning goals are discussed

Ask yourself: "Do I Monitor and improve work practices ?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
5.1 Effective work practices to enhance inclusivity and a learning culture are identified 

5.2 Conscious actions are taken to modify and improve work practices 

5.3 Strategies and policies to support inclusivity are regularly reviewed as part of continuous improvement processes 

5.4 Proposed changes to relevant strategies and policies are documented and reported to higher management

TAAENV403A
Ensure a safe and healthy learning environment 

Do I..... 
1. Identify OHS responsibilities?
2. Identify hazards in the learning environment?
3. Assess risks in the learning environment?
4. Develop and implement actions to ensure the health safety and welfare of learners and/or candidates?
5. Provide appropriate OHS requirements to learners and/or candidates?
6. Effective hazard and incident reporting and investigation processes are confirmed on a continuing basis?
Ask yourself: "Do I Identify OHS responsibilities?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
1.1 The purpose and approaches of OHS in the learning environment are defined

 1.2 Documentation outlining the OHS legal responsibilities of the various parties in the learning environment is accessed, read and interpreted

 1.3 Organisational OHS documentation is identified and accessed

Ask yourself: "Do I Identify hazards in the learning environment?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
2.1 Sources of information are researched and accessed to identify hazards common within the industry in which the learning and/or assessment will take place

 2.2 The learning environment is inspected prior to use and in consultation with various parties in order to identify hazards 

2.3 Any specific OHS needs of learners and/or candidates are identified 

2.4 Any potential hazards created by learners and/or candidates with specific needs are identified 

2.5 Personal limitations and responsibilities in identifying hazards are recognised and specialist advisers are consulted when appropriate

Ask yourself: "Do I Assess risks in the learning environment?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
3.1 The likelihood of injury as a result of exposure to the identified hazard/s is assessed 

3.2 The severity of any potential injury, illness or negative/adverse outcome arising from the identified hazard is assessed for risk 

3.3 Hazards are prioritised for action in consultation with various parties 

3.4 Personal limitations in assessing risks are recognised and specialist advisers are consulted when appropriate 

Ask yourself: "Do I Develop and implement actions to ensure the health safety and welfare of learners and/or candidates?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
4.1 Risk controls are developed based on the hierarchy of control 

4.2 A risk control action plan is identified and accessed or formulated in consultation with various parties 

4.3 Actions within the control and responsibility of the trainer/facilitator and/or assessor are implemented 

4.4 Outstanding risk control actions are referred to the various parties for implementation 

4.5 Supervisory arrangements appropriate to learners and/or candidates levels of knowledge/skill/ experience are monitored to ensure their health and safety 

Ask yourself: "Do I Provide appropriate OHS requirements to learners and/or candidates?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
5.1 Learners and/or candidates are provided with appropriate information related to OHS 

5.2 Learners and/or candidates are assessed for knowledge of OHS requirements 

5.3 Learners and/or candidates are supplied with personal protective equipment, if required 

5.4 Learners and/or candidates are able to correctly use and maintain this, if required 

Ask yourself: "Do I Effective hazard and incident reporting and investigation processes are confirmed on a continuing basis?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
6.1 Achievement against the risk control action plan is monitored and any issues addressed

 6.2 The effectiveness and reliability of existing risk controls are confirmed with relevant parties 

6.3 Effective hazard and incident reporting and investigation processes are confirmed on a continuing basis

TAADES401A
Use Training Packages to meet client needs 

Do I..... 
1. Define the basis for using Training Package/s and accredited courses?
2. Analyse and interpret the qualifications framework?
3. Analyse and interpret competency standards and accredited modules for client application/s?
4. Contextualise competency standards and accredited courses for client application/s?
5. Analyse and interpret assessment guidance for client application?
6. Use Training Package/s and accredited courses as an integrated tool for client application?
Ask yourself: "Do I Define the basis for using Training Package/s and accredited courses?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
1.1 Discussions are held with relevant persons to confirm training and/or assessment needs of the client

 1.2 Training Packages and/or accredited courses which could satisfy client needs are identified and sourced

 1.3 Endorsed components of the Training Package/s and/or accredited courses are explored to determine whether client needs are addressed 

1.4 Additional sources of information are identified to clarify Training Package and/or accredited courses content and requirements, where necessary 

1.5 The specific purpose and application/s of using Training Packages and/or accredited courses are confirmed with relevant persons 

Ask yourself: "Do I Analyse and interpret the qualifications framework?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
2.1 The qualifications framework of the selected Training Packages and/or accredited courses, including the packaging rules, is read and interpreted accurately

 2.2 Advice is sought from experts and others where guidance on interpretation is needed 

2.3 The qualifications framework is applied to meet client needs, where appropriate 

Ask yourself: "Do I Analyse and interpret competency standards and accredited modules for client application/s?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
3.1 Individual competency standards are selected to meet client needs in accordance with any packaging rules and co relationships between units 

3.2 All parts of the competency standard and/or accredited modules format and structure are read, analysed and interpreted for meaning 

3.3 All parts of the competency standard and/or accredited modules are analysed for English language, literacy and numeracy requirements 

3.4 The selected competency standards and/or accredited modules are analysed to identify the dimensions of competency 

3.5 The relationships between the parts of the competency standard are identified and the whole competency standard is used in the application to meet client needs 

3.6 The relationship between parts of modules are identified and the whole module is used in the application to meet client needs 

3.7 Content links between competency standards and/or accredited modules are analysed to develop effective applications for the client 

3.8 Advice is sought from experts where guidance on interpretation is needed 

3.9 Analysis and interpretation of competency standards and/or accredited modules is documented 

Ask yourself: "Do I Contextualise competency standards and accredited courses for client application/s?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
4.1 Clarification is sought from the client regarding the need for contextualisation of competency standards or accredited courses 

4.2 If required, competency standards or accredited courses are contextualised using the relevant Training Package's or curricula guidelines/advice on contextualisation

 4.3 Feedback is sought from experts to ensure contextualisation meets the competency standards and the Training Package's or accredited courses contextualisation advice

Ask yourself: "Do I Analyse and interpret assessment guidance for client application?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
5.1 All sections of the Assessment Guidelines of the Training Package/s and/or accredited courses are read, interpreted and applied to the application 

5.2 Where two or more Training Packages and/or accredited courses are used to meet client needs, the assessment guidelines of each Training Package and/or curricula are applied 

5.3 Advice is sought from experts where guidance on interpretation is needed

Ask yourself: "Do I Use Training Package/s and accredited courses as an integrated tool for client application?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
6.1 All analysis and interpretation of Training Package and/or accredited courses content is reviewed against the purpose and the application to meet client needs 

6.2 All analysis and interpretation of Training Package and/or accredited courses content is reviewed against requirements and guidelines 

6.3 The interrelationships in content between the three endorsed components of the Training Package are evident in the application or in the case of accredited courses, the relationship between component parts

 6.4 The user of the Training Package and/or accredited courses reflects on the process and continuous improvements for other applications

TAADES402A
Design and develop learning programs 

Do I..... 
1. Define the parameters of the learning program in consultation with the client/s?
2. Generate options for designing the learning program?
3. Develop the learning program content?
4. Design the structure of the learning program?
5. Review the learning program?
Ask yourself: "Do I Define the parameters of the learning program in consultation with the client/s?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
1.1 Define the parameters of the learning program in consultation with the client/s 

1.2 Competency standards or other relevant specifications on which to base the learning program are identified, accessed and confirmed 

1.3 Competency standards/other relevant specifications are read, analysed and interpreted to determine specific learning objectives/outcomes/goals, and language, literacy and numeracy requirements

 1.4 The scope and breadth of the learning program is discussed and interpreted

1.5 The target group learners and their characteristics are identified and considered 

1.6 Other sources of information to support the learning program are identified and accessed

1.7 The learning environment, operational resource requirements and safety implications are identified 

Ask yourself: "Do I Generate options for designing the learning program?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
2.1 Relevant learning strategy documentation is accessed and used to guide the learning program development, where appropriate 

2.2 The competency/educational profile and learning styles of the target group learners are investigated to inform the learning program design 

2.3 Research is conducted to identify existing learning programs and/or learning resources and learning materials which could be used and/or customised 

2.4 A range of options for the learning program content is generated in collaboration with other persons and based on research findings and application of learning principles

 2.5 Broad time frames, possible costs and logistics of the learning program are considered 

2.6 The information and ideas are evaluated and the most appropriate option/s selected 

Ask yourself: "Do I Develop the learning program content?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
3.1 The specific subject matter content is researched, developed and documented in accordance with agreed design option/s and based on application of learning principles

 3.2 Existing learning resources, learning materials are accessed and evaluated for content relevance and quality

 3.3 Selected learning resources, learning materials are customised, where appropriate, to suit the learning purposes and audience 

3.4 New, relevant and engaging learning activities and related learning materials are developed and documented, based on application of learning principles 

3.5 In a learning and assessment pathway, assessment requirements for the learning program are specified 

Ask yourself: "Do I Design the structure of the learning program?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
4.1 The learning content is broken into manageable chunks/segments of learning and sequenced appropriately to enhance and support effective learning and to enable achievement of identified criteria 

4.2 The time frame for each segment is determined and the overall time frame is finalised 4.3 The delivery strategies and assessment methods and tools are determined/confirmed 4.4 Organisational requirements to implement the learning program are identified and documented 4.5 The learning program is finalised and documented, outlining each part of the program 

Ask yourself: "Do I Review the learning program?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
5.1 The learning program draft is reviewed in collaboration with key stakeholders using an appropriate evaluation tool 

5.2 The evaluation feedback is gathered, summarised and analysed to enhance the quality of the content 

5.3 The draft learning program is adjusted to reflect the review outcomes, where appropriate 

5.4 Final approval is obtained from appropriate personnel

 5.5 The learning program documentation is held in an accessible form and updated on a regular basis following implementation and feedback 

TAADEL301A
Provide Training through instruction and demonstration of work skills 

Do I..... 
1. Organise instruction and demonstration?
2. Conduct instruction and demonstration?
3. Check training performance?
Ask yourself: "Do I Organise instruction and demonstration?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
1.1 Information about learner characteristics and their learning needs is gathered 

1.2 A safe learning environment is confirmed 

1.3 Learners are notified of the training details 

1.4 Instruction and demonstration objectives are gathered and checked and assistance is sought if required 

1.5 Relevant learning resources and learning materials are obtained and checked for relevance and assistance is sought if required in interpreting the contextual application 

1.6 Any equipment or physical resources required for the demonstration are organised

Ask yourself: "Do I Conduct instruction and demonstration?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
2.1 Interpersonal skills are used to establish a safe and comfortable learning environment 2.2 The learning program and/or delivery plan is followed to ensure all learning objectives are covered 

2.3 Learners are briefed on any occupational health and safety (OHS) procedures and requirements prior to and during training 

2.4 Techniques are used to structure, pace and enhance learning 

2.5 Communication skills are used to provide information, instruct learners and demonstrate relevant work skills 

2.6 Opportunities for practice are provided during instruction and through work activities 2.7 Feedback on learner performance is provided and discussed to support learning 

Ask yourself: "Do I Check training performance?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
3.1 Measures are used to ensure learners are acquiring and can use new technical/generic skills and knowledge

 3.2 Personal delivery style and performance in providing instruction and demonstration is reviewed and strategies for improvement are reflected upon

 3.3 Learner records are maintained, stored and secured in accordance with legal/organisational requirements 

TAADEL401A
Plan and organise group-based delivery 

Do I..... 
1. Interpret the learning environment and delivery requirements?
2. Prepare session plans?
3. Prepare resources needed for delivery?
Ask yourself: "Do I Interpret the learning environment and delivery requirements?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
1.1 The learning context is established and the organisational arrangements for delivery are confirmed

 1.2 The learning program documentation is accessed, read and interpreted to determine delivery requirements

 1.3 Group and individual learning needs and learner characteristics are identified using available information and documentation 

1.4 Processes to identify learner support requirements are undertaken

 1.5 Constraints and risks to delivery are identified and assessed

 1.6 Personal role and responsibilities in the planning, delivery and review of training are confirmed with relevant personnel

Ask yourself: "Do I Prepare session plans?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
2.1 Specific learning objectives and assessment activities (where required) are refined in accordance with learning program requirements and specific needs of individual learners 2.2 Ideas for managing the delivery are generated using knowledge of learning principles and learning theories and reflect the learning needs and characteristics of the group 

2.3 Existing learning resources, learning materials and documented learning activities identified in the learning program are evaluated and selected for use in the specific delivery context

 2.4 Session plans are developed and documented for each segment of the learning program to be addressed 

Ask yourself: "Do I Prepare resources needed for delivery?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
3.1 Selected existing learning resources, learning materials and learning activities are modified and contextualised for the particular group 
3.2 Additional new, relevant and engaging learning activities and associated learning materials are developed and documented to meet specific session requirements based on the application of learning principles and learner styles of individuals and the group 
3.3 All learning materials required by learners are finalised and organised in time for delivery 3.4 Specific facility, technology and equipment needs for each session are identified and organised in time for delivery 
3.5 Additional resourcing to meet identified learner support needs isidentified and organised, where required, in time for delivery 
3.6 The overall delivery plan is confirmed with relevant personnel 

TAADEL403A
Facilitate individual learning 

Do I..... 
1. Identify individual learning facilitation requirements?
2. Establish the learning/ facilitation relationship?
3. Maintain and develop the learning/facilitation relationship?
4. Close and evaluate the learning/facilitation relationship
Ask yourself: "Do I Identify individual learning facilitation requirements?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
1.1 The need for individual learning/facilitation in the learning area is identified
 1.2 The goals for learning for individual learning/ facilitation are identified and discussed with relevant persons
 1.3 Appropriate individual learning/facilitation techniques and processes are identified and documented to support individual learning needs and goals
 1.4 Evaluation processes are developed and agreed 
1.5 Organisational support for implementation is obtained, where relevant 

Ask yourself: "Do I Establish the learning/ facilitation relationship?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
2.1 The individual's learning style, learner characteristics and the context for learning are identified
2.2 The appropriate technique/process to facilitate individual learning is selected or organised and the basis of the technique/process is explained and discussed with the individual learner
 2.3 The boundaries and expectations of the learning/ facilitation relationship are clarified and agreed using effective communication and interpersonal skills 
2.4 Any equity or additional support needs are clarified 
2.5 An individualised learning plan is developed, documented and discussed with the learner 

Ask yourself: "Do I Maintain and develop the learning/facilitation relationship?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
3.1 Preparation for each meeting/session is evident
 3.2 Effective communication and interpersonal skills are used to grow the relationship and sustain active participation 
3.3 Structured learning activities are developed to support and reinforce new learning, build on strengths and identify areas for further development 
3.4 Leadership and motivational skills are demonstrated to enable the learner to take responsibility for learning 
3.5 Learner cues are observed and changes in approach are made, where necessary, to maintain momentum 
3.6 Ethical behaviours are practised at all times 
3.7 Regular meetings are agreed to by both parties and scheduled to monitor the effectiveness of the learning/facilitation relationship 3.8 Appropriate documentation to support the relationship is mutually developed and maintained 

Ask yourself: "Do I Close and evaluate the learning/facilitation relationship?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
4.1 Tools and signals are used to determine readiness for closure of individual learning/facilitation relationship 
4.2 The closure is carried out smoothly using appropriate interpersonal and communication skills
 4.3 Feedback is sought from the learner on the outcomes achieved and the value of the relationship 
4.4 The impact of the learning/facilitation relationship is reviewed using identified evaluation processes 
4.5 Self evaluation and reflection on own performance in managing the relationship is carried out and areas for improvement are identified 
4.6 The outcomes of the learning/facilitation relationship and evaluation of the process are documented and filed in accordance with legal, organisational and personal requirements

TAADEL404A
Facilitate work-based learning 

Do I..... 
1. Establish an effective work environment for learning?
2. Develop a worK-based learning pathway?
3. Implement the work based learning pathway?
4. Monitor learning and address barriers to effective participation?
5. Review the effectiveness of the work based learning pathway?
Ask yourself: "Do I Establish an effective work environment for learning?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
1.1 The purpose or objectives of the work based learning are established and agreed with appropriate personnel
 1.2 The areas of work encompassed by the work based learning are defined and documented 
1.3 Work practices and routines are analysed to determine their effectiveness in meeting the work based learning objectives 
1.4 Changes are proposed to work practices, routines and the work environment to support more effective learning, where appropriate, and discussed with relevant persons 
1.5 Occupational health and safety (OHS) and industrial relations implications of using work as the basis for learning are identified and addressed 

Ask yourself: "Do I Develop a worK-based learning pathway?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
2.1 The documented work areas are analysed to determine an effective work based learning pathway 
2.2 Organisational strategies to support the work based learning are proposed
 2.3 Any contractual requirements and responsibilities for learning at work are addressed 2.4 Connections are made with the training and/or assessment organisation to integrate and monitor the external learning activities with the work based learning pathway where relevant
 2.5 The proposed work based learning pathway is evaluated against appropriate criteria 2.6 Agreement is obtained from relevant personnel to implement the work based learning pathway 

Ask yourself: "Do I Implement the work based learning pathway?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
3.1 The learners' profile and characteristics are evaluated to determine possible requirements for support
 3.2 The purposes/objectives for undertaking work based learning and the processes involved are clearly explained to the learners 
3.3 The introduction of workplace tasks, activities and processes is sequenced to reflect the agreed work based learning pathway 
3.4 Agreed organisational strategies are put into effect
 3.5 Relations with other work personnel affected by the work based learning pathway are managed to ensure effective implementation
 3.6 Appropriate communication and interpersonal skills are used to develop a collaborative relationship with learners 

Ask yourself: "Do I Monitor learning and address barriers to effective participation?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
4.1 Access and equity considerations are addressed, where appropriate
 4.2 The readiness of the worker to participate in and/or take on new tasks and responsibilities is effectively monitored 
4.3 Work performances are observed and alternative approaches suggested where needed 4.4 Learners are encouraged to take responsibility for learning and to self reflect 
4.5 Techniques for learners to demonstrate transferability of skills and knowledge are developed 
4.6 OHS requirements are monitored to ensure health, safety and welfare
 4.7 Feedback is provided to learners about work performance and success is communicated and acknowledged 

Ask yourself: "Do I Review the effectiveness of the work based learning pathway?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
5.1 Work performance and learning achievement are documented and recorded in accordance with legal/organisational requirements 
5.2 Learners are encouraged to provide critical feedback on their learning experiences 5.3 The effectiveness of the work based pathway is evaluated against the objectives, processes and models used 
5.4 The effectiveness of any integration of work based learning and external learning activities is assessed
 5.5 Improvements and changes to work based practice are recommended in light of the review process 

TAAASS401A
Plan and organise assessment 

Do I..... 
1. Determine focus of assessment?
2. Prepare the assessment plan?
3. Contextualise and review assessment plan?
4. Organise assessment arrangements?
Ask yourself: "Do I Determine focus of assessment?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
1.1 Candidate/s are identified/confirmed and the purpose/s and context of assessment are established/ confirmed with relevant people in accordance with legal/organisational/ethical requirements 
1.2 The assessment strategy is accessed and used to guide the development of the assessment plan, where applicable
 1.3 The benchmarks for assessment are identified/confirmed and accessed 

Ask yourself: "Do I Prepare the assessment plan?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
2.1 The assessment benchmarks are interpreted to determine the evidence and types of evidence needed to demonstrate competency in accordance with the rules of evidence 
2.2 Where competency standards are used as benchmarks, all component parts of the competency standards, are addressed in defining and documenting the evidence to be collected
 2.3 Any related documentation to support planning the assessment process is accessed and interpreted
 2.4 Assessment methods and assessment tools are selected/confirmed which address the evidence to be collected in accordance with the principles of assessment 
2.5 Specific material and physical resources required to collect evidence are identified and documented 
2.6 Roles and responsibilities of all people involved in the assessment process are clarified, agreed and documented 2.7 Timelines and time periods for evidence collection are determined and all information to be included in the assessment plan is documented 2.8 The assessment plan is confirmed with relevant personnel 

Ask yourself: "Do I Contextualise and review assessment plan?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
3.1 Characteristics of the candidate/s and any allowances for reasonable adjustments and/or specific needs are identified/clarified with relevant people and documented 
3.2 Where required, competency standards are contextualised, to reflect the operating environment in which assessment will occur, in accordance with contextualisation guidelines 
3.3 Selected assessment methods and assessment tools are examined and adjusted, where required, to ensure continuing applicability taking into account: - any contextualisation of competency standards - reasonable adjustment/s, where identified - integration of assessment activities, where appropriate and practical - capacity to support application for recognition of current competence
 3.4 Adjusted assessment tools are reviewed to ensure the specifications of the competency standards are still addressed
 3.5 The assessment plan is updated, as needed, to reflect ongoing contextualisation needs, any changes in organisational resource requirements or changes in response to the conduct of assessment
 3.6 Assessment plan/s are stored and retrieved in accordance with assessment system policies and procedures and legal/organisational/ethical requirements 

Ask yourself: "Do I Organise assessment arrangements?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
4.1 Identified material and physical resource requirements are arranged in accordance with assessment system policies and procedures and legal/organisational/ethical requirements 
4.2 Any specialist support required for assessment is organised and arranged in accordance with organisational/ethical/legal requirements, where required 
4.3 Roles and responsibilities of all people involved in the assessment process are organised
4.4 Effective communication strategies are established to encourage regular communication flow and feedback with relevant people involved in the assessment process
 4.5 Assessment record keeping and reporting arrangements are confirmed 

TAAASS402A
Assess competence 

Do I..... 
1. Establish and maintain the assessment environment?
2. Gather quality evidence?
3. Support the candidate?
4. Make the assessment decision?
5. Record and report the assessment decision?
6. Review the assessment process?
Ask yourself: "Do I Establish and maintain the assessment environment?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
1.1 The assessment plan is interpreted and assessment system policies and procedures and organisational/ legal/ethical requirements for conducting assessment are confirmed with relevant people
 1.2 The relevant benchmarks for assessment and nominated assessment tools are accessed and interpreted to confirm the evidence to be collected and how it is to be collected
 1.3 Details of the assessment plan and the assessment process are explained, discussed and clarified with the candidate including opportunities for assessment, reasonable adjustment, reassessment and appeals
 1.4 Proposed changes to the assessment process are negotiated and agreed with the candidate, where relevant 

Ask yourself: "Do I Gather quality evidence?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
2.1 The assessment plan is followed to guide the conduct of assessment and assessment methods and assessment tools are used to gather, organise and document evidence in a format suitable for determining competence 
2.2 The principles of assessment and rules of evidence are applied in gathering quality evidence
 2.3 Opportunities for evidence gathering in work activities/simulated work activities are determined with the candidate and relevant personnel 
2.4 Opportunities for integrated assessment activities are identified and assessment tools are modified, where required 
2.5 Identified assessment system policies and procedures and organisational/legal/ethical and requirements for assessment are addressed 

Ask yourself: "Do I Support the candidate?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
3.1 Candidates are guided in gathering their own evidence to support recognition of current competence 
3.2 Appropriate communication and interpersonal skills are used to develop a professional relationship with the candidate which reflects sensitivity to individual differences and enables twoway feedback 
3.3 Decisions on reasonable adjustment/s, where applicable, are made with the candidate, based on candidate's needs and characteristics 
3.4 Reasonable adjustments must maintain the integrity of the relevant competency standards and provide balanced application of the principles of assessment and rules of evidence 
3.5 Specialist support is accessed, where required, in accordance with the assessment plan 3.6 Any occupational health and safety (OHS) risk to person or equipment is addressed immediately 

Ask yourself: "Do I Make the assessment decision?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
4.1 Limitations in obtaining and evaluating quality evidence are identified and assistance is sought, where required, from relevant people 
4.2 Collected evidence is examined and evaluated to ensure that it reflects the evidence required to demonstrate competency and which: · encompasses all component parts of the competency standards and the dimensions of competency (where competency standards are the benchmarks for assessment) · addresses other related documentation · complies with the rules of evidence
 4.3 Judgement is used to infer whether competence has been demonstrated, based on the available evidence 
4.4 Relevant assessment system policies and procedures and organisational/legal/ethical considerations are addressed in making the assessment decision
 4.5 Clear and constructive feedback is provided to the candidate regarding the assessment decision and a follow-up action plan is developed, where required 

Ask yourself: "Do I Record and report the assessment decision?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
5.1 Assessment outcomes are recorded promptly and accurately in accordance with assessment system policies and procedures and organisational/legal/ethical requirements 5.2 An assessment report is completed and processed in accordance with assessment system policies and procedures and organisational/legal/ethical requirements 
5.3 Recommendations for follow up action are submitted to relevant people, where required 
5.4 Other relevant parties are informed of the assessment decision where required, and in accordance with confidentiality conventions 

Ask yourself: "Do I Review the assessment process?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
6.1 The assessment process is reviewed against criteria in consultation with relevant people to improve and modify future assessment practice 
6.2 The review is documented and recorded in accordance with relevant assessment system policies and procedures and organisational/ legal/ethical requirements 
6.3 Reflection skills are used to review and self-evaluate assessment practice 

TAAASS403A
Develop assessment tools 

Do I..... 
1. Determine the focus of the assessment tool?
2. Determine assessment tool needs?
3. Design and develop assessment tools?
4. Review and trial assessment tools?
Ask yourself: "Do I Determine the focus of the assessment tool?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
1.1 The target group of candidates and the purpose/s and context/s of assessment are identified/clarified 
1.2 The relevant benchmarks for assessment are accessed and interpreted to establish the evidence required to demonstrate competency
 1.3 Where competency standards form the assessment benchmark/s, all component parts of the competency standards are interpreted and, where relevant, these standards are contextualised to meet organisational/legal/ethical requirements, in accordance with contextualisation guidelines 
1.4 Other related documentation is identified to inform assessment tool development 

Ask yourself: "Do I Determine assessment tool needs?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
2.1 Assessment methods are selected which will support the collection of defined evidence, taking into account the context in which the assessment will take place and meeting the principles of assessment
 2.2 Nominated assessment methods enable candidates to show or support their claim for recognition of current competency
 2.3 Different instruments for the selected assessment methods are considered and options for assessment activities are generated using critical thinking skills

Ask yourself: "Do I Design and develop assessment tools?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
3.1 Specific instruments are developed to address the evidence to be collected based on devising assessment activities which: · meet the competency standards · reflect the principles of assessment · incorporate principles of access and equity · meet the rules of evidence · provide choice, where appropriate · are sequenced to reflect competency development in a learning and assessment pathway · are userfriendly · reflect the assessment environment · are practicable
 3.2 Assessment instruments are developed using appropriate: · style and format · language, literacy and numeracy · sensitivity to audience diversity · visual and aural representation · media 
3.3 Clear and specific procedures instructing the assessor and/or candidate on the administration and use of the instruments are defined and documented 
3.4 Relevant assessment system policy and procedures requirements are considered and addressed including storage and retrieval needs, review and evaluation, version control procedures

Ask yourself: "Do I Review and trial assessment tools?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
4.1 Draft assessment tools are checked against evaluation criteria and amended, where necessary 
4.2 Draft assessment tools are trialled to validate content and applicability 
4.3 Feedback from relevant people involved in trialling is collected and documented 
4.4 Amendments to the final tools are made based on analysis of feedback, where required 4.5 Revised assessment tools are appropriately formatted and filed in accordance with assessment system policies and procedures and organisational/legal/ethical requirements

TAAASS404A
Participate in assessment validation 

Do I..... 
1. Prepare for validation?
2. Contribute to validation process?
3. Contribute to validation outcomes?
Ask yourself: "Do I Prepare for validation?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
1.1 The purpose, focus and context of validation is confirmed and discussed with relevant people 
1.2 The approach to validation is discussed and confirmed in accordance with the defined purpose/s, context, relevant assessment system policies and procedures and organisational/ legal/ethical requirements 
1.3 Relevant benchmarks for assessment are analysed and the evidence needed to demonstrate that competency is collectively agreed
1.4 Any related documentation relevant to validation proceedings is identified and collectively agreed 
1.5 Material/s to be used in validation sessions are obtained, read and interpreted and validation activities collectively agreed

Ask yourself: "Do I Contribute to validation process?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
2.1 Active participation in validation sessions and activities is demonstrated using appropriate communications skills 
2.2 Participation in validation sessions and activities, includes the review, comparison and evaluation of: · The overall assessment process · Assessment plans · Interpretation of competency standards or other benchmarks for assessment · Selection and application of assessment methods · Selection and use of assessment tools · The collected evidence · Assessment decisions including the exercise of judgement 
2.3 The review, comparison and evaluation is undertaken in accordance with the principles of assessment and rules of evidence 
2.4 All documents used in the validation process are checked for accuracy and version control

Ask yourself: "Do I Contribute to validation outcomes?" 

If yes, you might like to read the points below which give you more detail. If no, you could try going to another unit. 
3.1 Validation findings are collectively discussed, analysed and agreed to support improvements in the quality of assessment 
3.2 Recommendations to improve assessment practice are discussed, agreed and recorded 3.3 Changes to own assessment practice, arising from validation and appropriate to assessment role and responsibilities, are implemented 

PAGE  
22

