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Section 1 
Preparing for delivery
[bookmark: _Toc25047931]

About this guide
In this guide, you will find information you will need in order to prepare for and deliver this unit (or combination of units) to your learners.
[bookmark: _Toc25047932]About this unit 
This unit describes the skills and knowledge required to comply with ethical practice in a real estate agency in order to contribute to the quality and effectiveness of agency activities.
It applies to support workers in the real estate industry undertaking tasks with at least a moderate degree of autonomy and performing routine activities without close supervision
This guide describes the delivery strategy for the following unit(s)
CPPREP3001 – Comply with ethical practice in real estate. 
[bookmark: _Toc25047933]Context.
	Considerations for delivery
	Descriptions

	Target cohort/audience
	This unit is designed to be delivered to pre-employment
This unit is delivered as part of the CPP31519 
- Certificate III in Real Estate Practice

	Contextualisation
	This unit has been contextualised for the Certificate 3 students. All case studies and activity examples are contextualised to suit a trainee employed with in a Real Estate office scenario.

	Delivery mode / location
	Online / Blended/ Classroom 

	Delivery timeline
	10 sessions of 2 hours 

	Assessment strategy
	Refer to Unit Assessment Guide

	Start date
	




[bookmark: _Toc25047934]Resources required
The table below summarises the resources required for successful delivery of this unit
	Resources required 
	Resource outline

	The Facilitator will need to provide:
	Insert resources that should be provided or arranged by the facilitator
Materials
· PowerPoint® Slides
· Other hand outs
· Evaluation Form
· Extra Pens and Pencils
· Calculators
· Assessment guide
Equipment
1. Data projector / smart board
2. VC or Internet access for Skype
3. Software / PC access

	TAFE will provide the student with:
	· Student  portal login details / Skype access
· Student Workbook
· TAFE Digital Campus / Adobe Connect Room

	The student will need to provide:
	· A smartphone with video recorder
· Different supplies (e.g. art / construction) at student’s expense.





[bookmark: _Toc25047935]Planning checklist
Prior to delivery of this unit, the facilitator should ensure that:
[bookmark: _Toc25047936]All delivery modes
	[bookmark: _Toc518291021]All delivery modes
	Description

	Before students arrive to your classroom/ worksite/ location
	1. How do students contact you?
2. Become familiar with the unit delivery structure, resources and activities
3. Ensure you are familiar with the assessment requirements

	During delivery
	4. 

	Post student completion
	5. 


[bookmark: _Toc25047937]If delivering online
	[bookmark: _Toc518291022]If delivering online
	Description

	Before students gain access to live unit
	1. Ensure your details are displayed correctly on TAFE Digital Campus
2. Become familiar with the unit delivery structure, resources and activities
3. Ensure you are familiar with the assessment requirements

	During delivery
	4. Respond to student emails
5. Check your inbox for assessment submissions. Submissions of assessment must be marked within X days.
6. Monitor group chat / forum spaces
7. Review student participation reports

	Post student completion
	8. 



Section 2
Unit delivery strategy


[bookmark: _Toc25047938]How to use this section
Successfully completing this unit of competency will give Student the skills and knowledge to comply with ethical practice in real estate agency in order to contribute to the quality and effectiveness of agency activities.
Student should learn to:
•	Examine ethical practice in work role.
•	Comply with ethical practice.
•	Respond to unethical practice.


[bookmark: _Toc25047939]Unit delivery schedule
Below is a summary for the schedule for sessions delivered in this unit.
	Session / week
	
	Session Content 
	Outcomes 

	1
	Introductions
	Welcome / Getting started













	· Student welcome
· Overview of unit / General housekeeping
· Introductory learning
· Campus Induction 

	
	
	Working in the Real Estate industry








	· Something awesome
· Something relevant to the assessments as per the TP

	2
	Examine ethical practice in work role
	Identify ethical responsibilities and processes required for work role





	· Act & Legislation 
· Rules of Conduct 

	3
	
	[bookmark: _Toc24526562]Identify risks related to not working ethically in the real estate industry


	· Penalty Points
· business
· Clients 
· Agents 

	4
	
	Prepare ethical work plan for work role
	· Work through the Ethical Work Plan 

	5
	Comply with ethical practice
	Perform work role ethically
	· Role
· Policies and Procedures 
· Complaints Register 

	6
	
	Contribute to workplace discussions on the application of ethical practice in the agency/business
	· Understand the role of Meetings
· Professional Language
· Discuss impact of unethical behaviour

	[bookmark: _Hlk24915757]7
	Respond to unethical practice
	Identify unethical behaviour and breaches of ethical practice
	· Identify unethical behaviour
· Understanding complaint systems
· Handling procedures for complaint resolutions 

	8
	
	Identify agency processes to report unethical behaviour and ethical practice breaches
	· Understanding of Fair-trading website regarding consumer complaints  

	9
	
	Assessment 1 overview session
	· Real time Q&A on content delivered so far
· Explanation of Assessment 1 requirements

	10
	
	Assessment 2 overview session
	· Real time Q&A on content delivered so far
· Explanation of Assessmentt2 requirements




Section 2
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[bookmark: _Toc25047940]Session plan 1 - Welcome / Getting started
Before the session, check that you have:
· Student Workbooks
· Have Glossary of Terms
· Real Estate Crossword sheets 
	Item
	Start Time
	Duration
	Topic
	Main points / Key messages
	Activity and references
	Resources required
	Criteria addressed

	1
	9.00
	15 min
	Welcome/Getting Started 
	Acknowledgment of Country
Housekeeping
	Roll Call  
	Name tags
Balloons (icebreaker)
	

	
	9.15
	30min
	Unit overview
	Introduction to the unit
Handout of relevant materials
	Discussion
	Student Workbook 
UAG
	

	
	9.45
	1.15
	Working in the Real Estate industry 
	Jargon in the industry – common terms and their meaning

	Crossword 
	Glossary of Terms
Crossword Industry related  

	Understand words and terms used in industry 


[bookmark: _Toc25047941]Session plan 2 - Examine ethical practice in work role 
Before the session, check that you have:
· Ensure there is internet available

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	9.00
	0.45
	[bookmark: _Hlk24915371]Examine ethical practice in work role
	Identify ethical responsibilities and processes required for work role 
	Discussion
	Student Workbook 
Topic 1
	

	2
	9.45
	0.45
	
	Act & Legislation 
	Look at the Legislation
	R T Act 2010 and Regulations 2010
Swimming Pools Act 1992 and Regulations 2008
Conveyancers Licensing Act 2003 and Regulations 2015
Uncollected Goods Act 1995 and Regulations 2017
Privacy and Personal Information Protection Act 1998
Competition and Consumer Act 2010
Anti-Discrimination Act 1977
	Relevant Legislation and Acts

	3
	10.30
	0.30
	
	Rules of Conduct
	Drill into 
SCHEDULE 1 – General rules of conduct applying to all licensees and registered persons
	Internet 
Schedule 1 PS&BA Reg
	Knowledge pm Rules of conduct 




[bookmark: _Toc25047942]Session plan 3 - Examine ethical practice in work role 
Before the session, check that you have:
· Ensure there is internet available

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	9.00
	1.20
	Identify risks related to not working ethically in the real estate industry
	Penalty Points
Clients 
Agents
	Look in PS&BA Regs for Penalties
Discussion over the impact 
	Internet 
Student Workbook 
Topic 1
	Understand Penalty points


 


[bookmark: _Toc25047943]Session plan 4 - Examine ethical practice in work role 
Before the session, check that you have:
· Ensure there is internet available
· Work Plan Template


	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	9.00
	60
	Prepare ethical work plan for work role
	Look at what an ethical work plan could be 
	Discussion about requirements
	
	9 points in Student workbook 

	2
	10.00
	60
	Work through the Ethical Work Plan
	Build and develop a work plan 
	Discussion of ways to develop a plan and consideration
	Template 
	Knowledge of the roll staff play 


  


[bookmark: _Toc25047944]Session plan 5 – Comply with ethical practice
Before the session, check that you have:
· Ensure there is internet available
· Job description game 
· Complaints register sample 

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	9.00
	0.30
	Comply with ethical Practice 
	Outline importance of Staff working ethically 
	Discussion 
	
	Understanding the importance

	2
	9.30
	0.30
	Perform work role 
	Role
	Explanation of the Roles in a real estate office 
	Match Job to description game 
	Identify the roles in industry 

	3
	10.00
	0.30
	
	Policies and Procedures 

	Investigate the government policies 
Office Procedures 
	
	Identify government requirements and internal requirements 

	4
	10.30
	0.30
	
	Complaints Register
	Discussion about the role and implementation 
	Sample 
	Understand the steps and requirements 





[bookmark: _Toc25047945]Session plan 6 - Comply with ethical practice  
Before the session, check that you have:
· Sample Scripts.

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	9.00
	0.60
	Contribute to workplace discussions on the application of ethical practice in the agency/business
	Understand the role of Meetings
	Discussion 
	
	Knowledge over roles of staff and licensee play in meetings

	2
	10..00
	0.15
	
	Professional Language
	
	Sample Scripts
	Awareness of vocabulary used 

	3
	10.15
	0.45
	
	Discuss impact of unethical behaviour
	Review the behaviour of Agents 
	
	Identify the impact on variety of  aspects within the industry 





[bookmark: _Toc25047946]Session plan 7 - Respond to unethical practic 
Before the session, check that you have:
· Sample Complaint register
	Sample Complaint register Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	9.00
	0.30
	Respond to unethical practice
	Discussion
	
	Student Workbook
Topic 3
	

	2
	9.30
	0.45
	Identify unethical behaviour and breaches of ethical practice
	Identify unethical behaviour

	Look at Act and what Licensee in charge should do 
	Student Workbook
Topic 3
	Understand Compliance 

	3
	10.15
	0.45
	Understanding complaint systems
	Handling procedures for complaint resolutions
	Handle a complaint 
	Sample Complaint register
	Understand how to process a complaint 


[bookmark: _Toc25047947]Session plan 8 - Respond to unethical practice 
Before the session, check that you have:
· Ensure there is internet available
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	9.00
	0.60
	Identify agency processes to report unethical behaviour and ethical practice breaches
	Breaches in behaviour and practice 
	Discussion
	Internet
Student Workbook
Topic 3
	Understanding of a breach in ethical practice 

	2
	10.00
	0.60
	Understanding of Fair-trading website regarding consumer complaints  
	Reporting unethical practices 
	Look at Dept Fair Trading Complain Form 
	Internet
	Understanding the options available 


[bookmark: _Toc25047948]Session plan 9 - Assessment 
Before the session, check that you have:
· Done this task
· That task
· The other thing that you always forget about unless you look at this list for a prompt.

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	9.00
	15
	Assessment 1 overview session
	Real time Q&A on content delivered so far
	
	Assessments
	

	2
	9.15
	10
	
	Explanation of Assessment 1 requirements
	
	
	

	3
	9.25
	1.35
	Assessment Time
	
	
	
	





[bookmark: _Toc25047949]Session plan 10- Assessment 
Before the session, check that you have:
· Done this task
· That task
· The other thing that you always forget about unless you look at this list for a prompt.

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	9.00
	15
	Assessment 2 overview session
	Real time Q&A on content delivered so far
	
	Assessments
	

	2
	9.15
	10
	
	Explanation of Assessment 2 requirements
	
	
	

	3
	9.25
	1.35
	Assessment Time
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