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DeÒne the earabeters of the learning erograb

The first thing to do when designing and developing a learning program is to determine who 
and what it is for. These two considerations define the parameters of the program—they 
provide guidance on the type and range of topics to be covered as well as how these should 
be covered and assessed. In this chapter we look at the issues that need to be considered 
when designing and developing a learning program.

Aearning outcobes
Upon completion of this section you should be able to:

1.1 Clarify purpose and type of learning program with key stakeholders
1.2 Access and confirm the competency standards and other training specifications on 

which to base the learning program
1.3 Identify language, literacy and numeracy requirements of the program
1.4 Identify and consider characteristics of the target learner group

Note that in this chapter we will be referring to areas of formal, nationally recognised 
training packages, which are covered in detail in Chapter 2. It is necessary to briefly mention 
these areas here as they are inextricably linked with defining the parameters of a learning 
program. Full and detailed explanations follow in Chapter 2.
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Training packages and accredi ted courses 
contain a series of carefully crafted 
qualifications. They are carefully crafted 
in that the needs of both industry and 
learners are considered when defining 
a qualification and determining how it 
should be structured.

Because such a big effort has been 
made to provide Australian learners 
with the opportunities to gain nation-
ally recognised qualifications, it would 
be detri mental to a client’s needs not 
to consider training packages and 
accredited courses when designing a 
training program.

f_]kh[ ($' 9ekeaoeing a training eac`age
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Language, literacy and numeracy (LLN) skills are key components in any job role because 
we need to communicate with others in a variety of ways and on a range of different levels.

One of the most important factors, then, in designing a training program, is the level of 
LLN skills required not only to participate in the program, but to perform effectively in 
the workplace.

However the program is constructed, the content and the training and assessment strategy 
of the program must be centred around the proposed learner’s ability to:

take in the information you are offering•	
digest this information•	
transfer that information into useable skills and knowledge in their work roles.•	

In Chapter 1 we briefly touched on LLN skills. We will now look at this aspect of training 
design in greater detail.

In the Vocational Education and Training (VET) system, the delivery and assessment of 
a training program follows very strict guidelines that cannot be ignored or bypassed for a 
person who may have LLN issues. Also, a trainer in the VET system is required to comply 
with the Australian Quality Training Framework (AQTF) standards and conditions.  
In particular, AQTF Standard 2.5 states that:

Learners receive training, assessment and support services that meet their individual needs.
Hource/ 6ustraaian Fuaaitn Iraining Frabelor`! Essential Conditions and Standards for Continuing  

Registration! 6FIF! 8anWerra! '%&%#

 This means that training must be fair, accessible and equitable to all learners. It is, therefore, 
of paramount importance that a learner’s LLN abilities are determined prior to the delivery 
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In this chapter we will look at what it takes to deliver training, or group-based learning, to 
groups. Groups and group dynamics (how individuals act and react within a group) affect 
how you structure your approach to training or facilitation. The chapter focuses on the 
importance of planning and preparation to ensure a successful training session and learning 
experience for all participants.

Most contemporary training is based around the classroom or group learning environment 
and, for economy of effort and expense, this will remain the most common form of training 
for some time. This doesn’t mean that newer methods of delivering training to large groups, 

such as online learning, don’t have a place or 
will not someday overtake the familiar face-
to-face group sessions.

To complete the requirements of the 
Certificate IV in Training and Assessment 
qualification you will be required to conduct 
at least three group-based sessions (two of 
which must be consecutive).

f_]kh[ +$' Ihe groue aearning enkironbent is 
the bost cobbon forb of training

Perlitz CH5.indd   118 11/10/11   2:08:27 PM



I6:9:A)%&6 EA6C! DR<6C>H: 6C9 9:A>K:R <RDJE"76H:9 A:6RC>C< chaFteR + 153

Cobeetency bae
Ihe foaaoling grid liaa aaaol nou to bae the actikities and assessbents in this unit Wac` to 

the refuired standards of cobeetence#

I6:9:A)%&6 Eaan! organise and deaiker groue"Wased aearning

eb[c[dj F[h\ehcWdY[ ch_j[h_W
R[bWj[i  
je fW][i0

aYj_l _j_[i
aii[iic[dj 
jWiai

&#  >ntereret 
aearning 
enkironbent 
and deaikern 
refuirebents 

&#& 6ccess! read and intereret aearning erograb 
docubentation to deterbine deaikern 
refuirebents

&#'  Jse akaiaaWae inforbation and docubentation 
to identifn groue and indikiduaa aearner needs 
and aearner characteristics

&#(  >dentifn and assess constraints and ris`s to 
deaikern

&#)  8onÒrb eersonaa roae and reseonsiWiaities in 
eaanning and deaikering training lith reaekant 
eersonnea

&&.Ä'* *#&Ä*#( *#&! *#'

'#  Ereeare 
session 
eaans

'#&  ReÒne emisting aearning oW_ectikes according 
to erograb refuirebents and seeciÒc needs 
of indikiduaa aearners

'#'  9ekeaoe session eaans and docubent these 
for each segbent of the aearning erograb

'#(  Jse `nolaedge of aearning erincieaes and 
theories to generate ideas for banaging 
session deaikern

&'*Ä(* *#)Ä*#+ *#&! *#'

(#  Ereeare 
resources 
deaikern

(#&  8ontemtuaaise emisting aearning bateriaas to 
beet the needs of the seeciÒc aearner groue

(#'  Finaaise aearning bateriaas and organise 
faciaitn! technoaogn and efuiebent needs in 
tibe for deaikern of aearning sessions

(#(  8onÒrb okeraaa deaikern arrangebents lith 
reaekant eersonnea

&(+Ä. *#,Ä*#. *#&! *#'

)# 9eaiker and 
faciaitate 
training 
sessions

)#&  8onduct each session according to session 
eaan! bodiÒed lhere aeeroeriate to beet 
aearner needs

)#'  Jse the dikersitn of the groue as another 
resource to sueeort aearning

)#(  :beaon a range of deaikern bethods as 
training aids to oetibise aearner emeeriences

)#)  9ebonstrate effectike faciaitation s`iaas to 
ensure effectike earticieation and groue 
banagebent

&(.Ä)*
*#&%! 
*#&&

*#&! *#'

*#  Hueeort 
and bonitor 
aearning

*#&  Bonitor and docubent aearner erogress to 
ensure outcobes are Weing achieked and 
indikiduaa aearner needs are Weing bet

*#'  Ba`e ad_ustbents to the deaikern sessions to 
reÓect seeciÒc needs and circubstances

*#(  Banage inaeeroeriate Wehakiour to ensure 
aearning can ta`e eaace

*#)  Baintain and store aearner records according 
to organisationaa refuirebents

&)*Ä*%
*#&'! 
*#&(

*#&! *#'

continued

Perlitz CH5.indd   153 11/10/11   2:09:29 PM



FaRt ( IR6>C>C< 9:A>K:RN154

R[gk_h[Z ia_bbi
R[bWj[i  
je fW][i0

aYj_l _j_[i
aii[iic[dj 
jWiai

eresentation s`iaas to ensure deaikern is engaging and reaekant! � 
incauding/

snnthesising inforbation and ideas ›
ereearing efuiebent! such as data ero_ectors and  ›
cobeuter eresentation aeeaications
seea`ing lith aeeroeriate tone and eitch ›
using aanguage aeeroeriate to audience ›
encouraging and deaaing aeeroeriatean lith fuestions ›

groue faciaitation s`iaas to ensure that/� 
ekern indikiduaa has an oeeortunitn for earticieation and ineut ›
groue cohesion is baintained ›
Wehakiour that euts others at ris` is oWserked! interereted  ›
and addressed
discussion and groue interaction are enhanced ›

conÓict resoaution and negotiation s`iaas to/� 
identifn criticaa eoints! issues! concerns and eroWaebs ›
identifn oetions for changing Wehakiours ›

oraa cobbunication and aanguage s`iaas to/� 
botikate aearners to transfer s`iaas and `nolaedge ›
engage lith the aearner ›

intereersonaa s`iaas to baintain aeeroeriate reaationshies and � 
ensure incausikitn
oWserkation s`iaas to bonitor indikiduaa and groue erogress� 

&&-Ä*%
)#,! )#-! 
)#.! *#-! 
*#&&

*#&! *#'

R[gk_h[Z ademb[Z][

introductorn `nolaedge of aearning theories� 
sound `nolaedge of aearning erincieaes� 
sound `nolaedge of aearner stnaes� 
industrn area and suW_ect batter of the deaikern� 
aearner groue eroÒae! incauding characteristics and needs of � 
indikiduaa aearners in the groue
content and refuirebents of the aearning erograb and$or � 
deaikern eaan
different deaikern bethods and technifues aeeroeriate to � 
face"to"face groue deaikern
technifues for the recognition and resoaution of inaeeroeriate � 
Wehakiours
Wehakiours in aearners that ban indicate aearner difÒcuaties� 
organisationaa record"banagebent snstebs and reeorting � 
refuirebents
ekaauation and rekision technifues� 
seeciÒc resources! efuiebent and sueeort serkices akaiaaWae � 
for aearners lith seeciaa needs
reaekant eoaicn! aegaa refuirebents! codes of eractice and � 
nationaa standards! incauding 8obbonleaath and state or 
territorn aegisaation that ban affect training and assessbent in 
the kocationaa education and training sector
D=H reaating to the faciaitation of groue"Wased aearning! � 
incauding/

assessbent and ris` controa beasures ›
reeorting refuirebents for haoards ›
safe use and baintenance of reaekant efuiebent ›
ebergencn erocedures ›
sources of D=H inforbation ›
roae of `en lor`eaace eersons ›

eoaicies and erocedures reaekant to the aearning enkironbent� 

.&Ä&*%

)#&Ä)#- 
)#&&! *#&! 
*#'! *#(! 
*#,

*#&! *#'

Perlitz CH5.indd   154 11/10/11   2:09:33 PM



I6:9:A)%&6 EA6C! DR<6C>H: 6C9 9:A>K:R <RDJE"76H:9 A:6RC>C< chaFteR + 155

7H78BB)%&6 Ba`e a eresentation

eb[c[dj F[h\ehcWdY[ ch_j[h_W
R[bWj[i  
je fW][i0

aYj_l _j_[i
aii[iic[dj 
jWiai

&#  Ereeare a 

eresentation

&#&  Eaan and docubent eresentation aeeroach and 

intended outcobes

&#'  8hoose eresentation strategies! forbat and 

deaikern bethods that batch the characteristics 

of the target audience! aocation! resources and 

eersonnea needed

&#(  Heaect eresentation aids! bateriaas and 

technifues that suit the forbat and eureose of 

the eresentation! and liaa enhance audience 

understanding of `en conceets and centraa 

ideas

&#)  7rief others inkoaked in the eresentation 

on their roaes$reseonsiWiaities lithin the 

eresentation

&#*  Heaect technifues to ekaauate eresentation 

effectikeness

&'*Ä(* *#+! *#. *#&! *#'

'#  9eaiker a 

eresentation 

'#&  :meaain and discuss desired outcobes of the 

eresentation lith the target audience

'#'  Jse eresentation aids! bateriaas and emabeaes 

to sueeort target audience understanding of 

`en conceets and centraa ideas

'#(  Bonitor non"kerWaa and kerWaa cobbunication 

of earticieants to erobote attainbent of 

eresentation outcobes

'#)  Jse eersuasike cobbunication technifues to 

secure audience interest

'#*  Erokide oeeortunities for earticieants to see` 

caariÒcation on centraa ideas and conceets! 

and ad_ust the eresentation to beet earticieant 

needs and ereferences

'#+  Hubbarise `en conceets and ideas at strategic 

eoints to faciaitate earticieant understanding

&(&Ä)*
*#&&! 

*#&'
*#&! *#'

(#  Rekiel the 

eresentation

(#&  >beaebent technifues to rekiel the 

effectikeness of the eresentation

(#'  Hee` and discuss reactions to the 

eresentation frob earticieants or frob `en 

eersonnea inkoaked in the eresentation

(#(  Jtiaise feedWac` frob the audience or frob 

`en eersonnea inkoaked in the eresentation to 

ba`e changes to centraa ideas eresented

&)*Ä*% *#. *#&! *#'

continued
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cuaturaaan aeeroeriate cobbunication s`iaas to reaate to eeoeae � 

frob dikerse Wac`grounds and eeoeae lith dikerse aWiaities

faciaitation and eresentation s`iaas to cobbunicate centraa � 

ideas of a bessage in an inforbatike and engaging banner! 

and to utiaise kerWaa and non"kerWaa technifues to sustain 

earticieant engagebent

aiteracn s`iaas to ereeare eresentation inforbation and to lrite � 

in a range of stnaes for different target audiences

.&Ä&*%
)#*! *#&&! 

*#&'
*#&! *#'

R[gk_h[Z ademb[Z][

data coaaection bethods that liaa sueeort rekiel of � 

eresentations

industrn! eroduct$serkice� 

`en erokisions of reaekant aegisaation frob aaa forbs of � 

gokernbent that ban affect aseects of Wusiness oeerations! 

such as/

anti"discribination aegisaation ›

ethicaa erincieaes ›

codes of eractice ›

erikacn aals ›

enkironbentaa issues ›

occueationaa heaath and safetn ›

erincieaes of effectike cobbunication� 

range of eresentation aids and bateriaas akaiaaWae to sueeort � 

eresentations

.&Ä&*%

)#*! )#+! 

)#.! )#&%! 

*#.

*#&! *#'
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Chaeter 6

I6:9:A)%'6 EA6C! DR<6C>H: 
6C9 F68>A>I6I: A:6RC>C< >C 
I=: LDR@EA68:
In this chapter we will look at the difference between training in a controlled training 
environment and delivering training in the workplace. Groups and group dynamics (how 
individuals act and react within a group) affect how you structure your approach to training 
or facilitation. This chapter focuses on the importance of planning and preparation to 
ensure a successful training session and learning experience for all participants, when 
conducted in a work environment.

To complete the requirements of the Certificate IV in Training and Assessment 
qualification you will be required to produce at least two work-based learning pathways.

f_]kh[ ,$' 9eaikering training in the lor`eaace
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Cobeetency bae

Ihe foaaoling grid liaa aaaol nou to bae the actikities and assessbents in this unit Wac` to 

the refuired standards of cobeetence#
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&#  :staWaish 

effectike 

lor` 

enkironbent 

for aearning

&#&  :staWaish and agree ueon oW_ectikes  

and scoee of the lor`"Wased  

aearning

&#'  6naanse lor` eractices and routines to 

deterbine their effectikeness in beeting 

estaWaished aearning oW_ectikes

&#(  >dentifn and address D=H ibeaications of 

using lor` as the Wasis for aearning

&*-Ä+'

)#.! )#&%! 

*#&! +#&! 

+#'! +#(! 

,#&

+#&! +#'

'#  9ekeaoe a 

lor`"Wased 

aearning 

eathlan

'#&  6ddress contractuaa refuirebents  

and reseonsiWiaities for aearning at  

lor`

'#'  6rrange for integration and bonitoring  

of emternaa aearning actikities lith the 

lor`"Wased aearning eathlan

'#( DWtain agreebent frob reaekant 

eersonnea to ibeaebent the lor`"Wased 

aearning eathlan

&+'Ä* +#) +#&! +#'

(#  :staWaish the 

aearningÄ

faciaitation 

reaationshie

(#&  >dentifn contemt for aearning and 

indikiduaaÉs aearning stnae

(#'  Heaect aeeroeriate technifue or erocess 

to faciaitate aearning and emeaain the Wasis 

of the technifue to aearner

(#(  9ekeaoe! docubent and discuss 

indikiduaaised aearning eaan lith  

aearner

(#)  6ccess! read and intereret docubentation 

outaining the D=H reseonsiWiaities 

of the karious earties in the aearning 

enkironbent

(#*  Bonitor sueerkisorn arrangebents 

aeeroeriate to aearnerÉs aekeas of 

`nolaedge! s`iaa and emeerience to 

erokide sueeort and encouragebent  

and ensure aearnerÉs heaath and  

safetn

&++Ä,(

)#(! )#)! 

)#&&! +#*! 

+#+! +#,

+#&! +#'
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)#  >beaebent 

lor`"Wased 

aearning 

eathlan

)#&  Hefuence introduction of lor`eaace 

tas`s! actikities and erocesses to reÓect 

the agreed lor`"Wased aearning eathlan

)#'  :meaain oW_ectikes of lor`"Wased aearning 

and the erocesses inkoaked to aearner

)#(  :ncourage aearner to ta`e reseonsiWiaitn 

for aearning and to seaf"reÓect

)#)  9ekeaoe technifues that faciaitate 

aearnerÉs transfer of s`iaas and  

`nolaedge

&,(Ä,

)#.! )#&%! 

+#-! +#.! 

+#&%

+#&! +#'

*#  Baintain and 

dekeaoe the 

aearningÄ

faciaitation 

reaationshie

*#&  Ereeare for each session

*#'  Htructure aearning actikities to sueeort 

and reinforce nel aearning! Wuiad on 

strengths! and identifn areas for further 

dekeaoebent

*#(  DWserke aearner cues and change 

aeeroaches lhere necessarn to  

baintain bobentub

*#)  Eractise ethicaa Wehakiour at aaa tibes

*#*  Bonitor effectikeness of the aearning$

faciaitation reaationshie through reguaar 

beetings Wetleen the earties

&,,Ä-%
+#&&! 

+#&'! +#&(
+#&! +#'

+#  8aose and 

ekaauate the 

aearningÄ

faciaitation 

reaationshie

+#&  8arrn out the caosure sboothan! 

using aeeroeriate intereersonaa and 

cobbunication s`iaas

+#'  Hee` feedWac` frob aearner on the 

outcobes achieked and kaaue of the 

reaationshie

+#(  :kaauate and docubent erocess! 

incauding ibeact! seaf"ekaauation and 

reÓection! and Òae according to aegaa and 

organisationaa refuirebents

&-%Ä)
+#&)! 

,#)
+#&! +#'

,#  Bonitor and 

rekiel the 

effectikeness 

of the 

lor`"Wased 

aearning 

eathlan

,#&  9ocubent lor` eerforbance and 

aearning achiekebent and `eee  

records according to organisationaa 

refuirebents

,#'  :kaauate effectikeness of the lor`"

Wased eathlan against the oW_ectikes! 

erocesses and technifues used

,#(  Recobbend iberokebents to lor`"Wased 

eractice in aight of the rekiel erocess

&-)Ä, *#&(! +#&* +#&! +#'

continued
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oraa cobbunication and aanguage s`iaas to/� 

botikate the aearner ›

transfer s`iaas and `nolaedge ›

intereersonaa s`iaas to baintain aeeroeriate reaationshies� 

oWserkation s`iaas to bonitor indikiduaa erogress� 

aiteracn s`iaas to/� 

read and intereret organisationaa docubents! aegaa  ›

docubents and contracts

cobeaete and baintain docubentation ›

organisationaa s`iaas to erokide guidance and feedWac` to � 

indikiduaas

cobbunication s`iaas! incauding/� 

using effectike kerWaa and non"kerWaa aanguage ›

using criticaa aistening and fuestioning technifues ›

giking constructike and sueeortike feedWac` ›

assisting aearners to earaehrase adkice or instructions Wac`  ›

to the trainer$faciaitator

erokiding caear and concrete oetions and adkice ›

using aeeroeriate industrn$erofession terbinoaogn and  ›

aanguage

ensuring aanguage! aiteracn and nuberacn used is  ›

aeeroeriate to aearners

&&-Ä*%! 

&*,Ä.'

)#&! )#(! 

)#)! )#*! 

)#,! )#-! 

)#.! )#&%! 

)#&&! +#&! 

+#'! +#)! 

+#*! +#+! 

+#,! +#.! 

+#&%! +#&&! 

+#&)! +#&*

+#&! +#'

R[gk_h[Z ademb[Z][

snstebs! erocesses and eractices lithin the organisation � 

lhere lor`"Wased aearning is ta`ing eaace

oeerationaa debands of the lor` and ibeact of changes on � 

lor` roaes

organisationaa lor` cuature! incauding industriaa reaations � 

enkironbent

snstebs for identifning s`iaa needs� 

introductorn `nolaedge of different aearning stnaes and hol � 

to encourage aearning in each! for emabeae/

kisuaa aearners ›

audio aearners ›

`inaesthetic aearners ›

theoreticaa aearners ›

reaekant eoaicn! aegisaation! codes of eractice and nationaa � 

standards that ban affect training and assessbent in the 

kocationaa education and training sector

D=H reaating to the lor` roae! incauding/� 

haoards reaating to the industrn and seeciÒc lor`eaace ›

reeorting refuirebents for haoards and incidents ›

seeciÒc erocedures for lor` tas`s ›

safe use and baintenance of reaekant efuiebent ›

ebergencn erocedures ›

sources of D=H inforbation ›

.&Ä&*%! 

&*,Ä.'

)#(! )#)! 

)#&&! +#'! 

+#(! +#)! 

+#+! +#,! 

+#.! +#&%! 

+#&&! +#&(! 

+#&)

+#&! +#'
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Chaeter 7

I6:9:A)%(6 8DDR9>C6I: 
6C9 F68>A>I6I: 9>HI6C8:"
76H:9 A:6RC>C<
Distance-based learning is not a new concept, but has taken on greater significance as it 
allows for a more flexible approach to learning for working people or for those who are 
otherwise unable to attend scheduled, on-campus or ‘residential’ training sessions. Today, 
distance-based learning isn’t all about receiving a whole lot of books or CDs in the  

mail and being expected to complete 
the course on your own. In the 
Vocational Education and Training 
system (VET), distance-based learning 
is always facilitated through direct 
access to trainers, facilitators, mentors 
and/or assessors, and is commonly 
integrated into blended learning 
solutions.

To complete the requirements 
of the TAE40110 Certificate IV in 
Training and Assessment qualification 
you will be required to produce at 
least two examples of organising and 
facilitating distance-based learning.

f_]kh[ -$' Iraditionaa aearning 
bateriaas
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Cobeetency bae
Ihe foaaoling grid liaa aaaol nou to bae the actikities and assessbents in this unit Wac` to 

the refuired standards of cobeetence#

eb[c[dj F[h\ehcWdY[ Yh_j[h_W
R[bWj[i je 
fW][i0

aYj_l_j_[i
aii[iic[dj 
jWiai

&#  Ereeare for 
distance"
Wased 
aearning

&#&  6ccess! read and intereret aearning strategn 
and aearning erograb to deterbine aearning 
oW_ectikes and outcobes to We bet

&#'  9ekeaoe `nolaedge of groue! indikiduaa 
aearner stnaes and aearner characteristics 
to sueeort effectike eaanning for distance"
Wased aearning

&#(  Heaect and ekaauate aearning resources for 
aeeroeriateness! and contemtuaaise theb for 
distance"Wased aearning lhere refuired

&#)  9ekeaoe distance deaikern"banagebent 
eaan! using `nolaedge of aearning erincieaes 
and research to date

&#*  >dentifn and organise sueeort bechanisbs 
and beans of cobbunicating lith aearners

&.)Ä'%%
)#(! )#)! 
*#&! +#&! 
,#&

,#&! ,#'

'#  Banage 
distance"
Wased 
aearners

'#&  8onÒrb emeectations and refuirebents 
through direct contact and caarifn ann issues 
or fuestions

'#'  :staWaish distance"Wased aearning 
reaationshies Wetleen trainer$faciaitator and 
aearners

'#(  Erogressikean distriWute aearning resources 
and aearning bateriaas according to eaan 
and aearner needs

'%%Ä( )#.! ,#' ,#&! ,#'

(#  Bonitor 
aearner 
erogress

(#&  Bonitor and docubent aearner erogress to 
ensure outcobes are Weing achieked and 
indikiduaa aearner needs are Weing bet

(#'  9ekeaoe and ibeaebent strategies to 
address aearner difÒcuaties and technifues 
for baintaining botikation and cobbitbent

(#(  Erokide sueeort and guidance outside the 
forbaa cobbunication erocess! lhere 
aeeroeriate

(#)  Baintain! store and secure aearner records 
according to organisationaa and aegaa 
refuirebents

'%(Ä+ *#&(! ,#( ,#&! ,#'

)#  Rekiel 
distance"
Wased 
aearning 
erocess

)#&  <ather feedWac` to rekiel oln 
banagebent of the distance"Wased erocess

)#'  6naanse feedWac` to deterbine success 
of the distance"Wased aearning in beeting 
aearner needs and emeectations

)#(  ReÓect on oln eerforbance as a 
coordinator$faciaitator and docubent 
iberokebent eaans

)#)  >dentifn and docubent oetions for 
iberoking the distance"Wased aearning 
erocess! and discuss lith reaekant 
eersonnea for future action

'%+Ä.
+#&*! ,#)! 
,#*

,#&! ,#'
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je fW][i0
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jWiai

cobbunication s`iaas using different bediubs to estaWaish � 

raeeort and erokide guidance

initiatike and entererise s`iaas to/� 

contemtuaaise emisting resources to suit the distance"Wased  ›

aearning bethod

dekeaoe deaikern"banagebent eaan to reÓect deaikern  ›

bethod and aearner stnaes

intereretation s`iaas to intereret and transfer the aearning � 

strategn and aearning erograb to distance bode

organisationaa s`iaas to banage aearners Wn distance� 

eroWaeb"soaking s`iaas to/� 

offer ÓemiWae soautions to suit a range of aearner needs ›

resoake disaWiaitn and sueeort needs ›

technoaogn s`iaas to/� 

incoreorate different deaikern bethods into the distance  ›

deaikern"banagebent eaan

use a range of technoaogn for direct contact lith   ›

aearners

tibe"banagebent s`iaas to coordinate and faciaitate a  � 

distance"Wased aearning erograb

&&-Ä*%

&.)Ä'%.

'')Ä+

)#.! )#&%! 

,#&! ,#'! 

,#(! ,#*! 

-#*

,#&! ,#'

R[gk_h[Z ademb[Z][

sound `nolaedge of aduat aearning erincieaes� 

sound `nolaedge of aearner stnaes� 

content and refuirebents of the aearning strategn and � 

aearning erograb to We used in distance deaikern

characteristics and needs of indikiduaa distance aearners� 

use of technoaogn to sueeort distance"Wased aearning� 

technifues for baintaining botikation and cobbitbent of � 

distance aearners

akaiaaWiaitn and tnees of sueeort bechanisbs reaekant to � 

distance aearners

reaekant eoaicn! aegisaation! codes of eractice and nationaa � 

standards! incauding 8obbonleaath and state or territorn 

aegisaation that ban affect training and assessbent in the 

kocationaa education and training sector

D=H reaating to the lor` roae! incauding/� 

reeorting refuirebents for haoards ›

safe use and baintenance of reaekant efuiebent ›

ebergencn erocedures ›

sources of D=H inforbation ›

.&Ä&&.! 

&.)Ä'%.

)#&! )#(! 

)#)! )#*! 

)#,! )#-! 

)#&&! ,#'! 

,#(! ,#*

,#&! ,#'
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Chaeter 8

I6:9:A)%)6 B:CIDR >C 
I=: LDR@EA68:
Mentoring is a different approach to learning that encompasses a personal developmental 

relationship in which a more experienced or more knowledgeable person helps a less 

experienced or less knowledgeable person to grow and develop in their work role. Today, 

it is also more broadly applied to include the relationship between a tradesperson and an 

apprentice or trainee.

The learner role in mentorship is generally referred to as a protégé or, occasionally in 

business and the trades, as an apprentice. The broader use of mentoring as a form of staff 

development has resulted in the widespread use of the word mentee. Mentoring relies on 

effective communication and must be based on a sound mentor–mentee relationship.

To complete the requirements of the Certificate IV in Training and Assessment 

qualification you will be required to produce at least one mentoring plan, plus provide 

evidence of facilitating at least three mentoring sessions. You will also be required to 

maintain evidence of communications with the mentee during these sessions (from both 

yourself and the mentee).

:aebent &

Dekeloe a bentoring elan

Mentoring can be very different from the traditional approach to learning and training 

delivery, and will almost exclusively take place in the workplace. No other single source of 

learning relies more on the establishment of a positive learning relationship than mentoring, 

as the process of mentoring is as much about personal and professional development as it 

is about skills and knowledge transfer.
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Cobeetency bae
Ihe foaaoling grid liaa aaaol nou to bae the actikities and assessbents in this unit Wac` to 

the refuired standards of cobeetence#
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aii[iic[dj 

jWiai

&#  9ekeaoe a 

bentoring 

eaan

&#&  >dentifn scoee and Woundaries of the 

bentoring reaationshie according to 

organisationaa erocedures

&#'  :staWaish ground ruaes and negotiate 

reaaistic emeectations

&#(  :staWaish and baintain conÒdentiaaitn 

of the reaationshie in accordance lith 

aegisaation! eoaicn and erocedures

'&)Ä'& -#' -#&! -#'

'#  Faciaitate 

bentoring 

reaationshie

'#&  9ekeaoe benteeÉs conÒdence!  

seaf"esteeb! reseect and trust in the 

bentoring reaationshie

'#'  Hhare eersonaa emeeriences and 

`nolaedge lith the eerson Weing 

bentored according to agreed oW_ectikes

'#(  Hueeort the eerson Weing bentored to 

dekeaoe and use s`iaas in eroWaeb soaking 

and decision ba`ing

'#)  Jse eersonaa and erofessionaa netlor`s 

to assist the eerson Weing bentored

'#*  Erokide inforbation and constructike 

guidance to enhance engagebent in the 

lor`eaace

'#+  Jse technifues for resoaking differences 

lithout dabaging the reaationshie! 

and oWtain assistance according to 

organisationaa eoaicn and erocedures

''&Ä.

)#.! )#&%! 

-#)! -#*! 

-#+! -#,

-#&! -#'

(#  Bonitor 

bentoring 

reaationshie

(#&  Erokide eaanning assistance and 

guidance as refuested Wn the eerson 

Weing bentored in a forb and stnae to 

suit their refuirebents

(#'  Erokide feedWac` to the eerson Weing 

bentored on erogress tolards achieking 

the emeectations and goaas of the 

bentoring erocess

(#(  Recognise and discuss changes in the 

bentoring reaationshie lith aeeroeriate 

sta`ehoaders

(#)  Cegotiate and banage caosure of the 

bentoring arrangebent once oW_ectikes 

hake Ween bet

''.Ä(+ -#-! -#. -#&! -#'
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eb[c[dj F[h\ehcWdY[ Yh_j[h_W
R[bWj[i 

je fW][i0
aYj_l_j_[i

aii[iic[dj 

jWiai

)#  :kaauate 

effectikeness 

of bentoring

)#&  :staWaish and discuss WeneÒts gained 

frob the bentoring erocess

)#'  ReÓect on and articuaate the eersonaa 

WeneÒts gained frob erokiding 

bentoring

)#(  >dentifn and reeort the outcobes of 

the bentoring arrangebent and the 

WeneÒts to the organisation according to 

organisationaa eoaicn and erocedures to 

iberoke the bentoring snsteb$erograb

'(+Ä- +#&*! -#&% -#&! -#'

R[gk_h[Z ia_bbi

eaanning and tibe"banagebent s`iaas to bentor in a lor`eaace� 

oraa cobbunication and aanguage s`iaas to botikate aearners� 

organisationaa s`iaas to erokide guidance and feedWac` to � 

indikiduaas

intereersonaa s`iaas to/� 

engage in reaationshie Wuiading! incauding Wuiading trust and  ›

baintaining conÒdentiaaitn

reseond to dikersitn! incauding gender and disaWiaitn ›

cobbunication s`iaas to use a range of cobbunication � 

strategies! incauding aistening! fuestioning! and giking and 

receiking feedWac`

initiatike and entererise s`iaas to aeean erocedures reaating to � 

D=H and enkironbentaa aegisaation in the contemt of lor`eaace 

bentoring

&&-Ä*%! 

'&)Ä(-

)#,! )#-! 

)#.! )#&%! 

)#&&! -#'! 

-#)! -#*! 

-#+! -#,! 

-#-! -#.

-#&! -#'

R[gk_h[Z ademb[Z][

reaekant eoaicn! aegisaation! codes of eractice and nationaa � 

standards ai`ean to ibeact on the erokision of lor`eaace 

bentoring

training contracts and reseonsiWiaities of ebeaoner! registered � 

training organisation �RID� and funding Wodn

training eaans and reseonsiWiaities� 

training eroducts and strategies for aearning� 

bentoring bethodoaogies and strategies� 

acceetaWae Wehakiour in the bentoring reaationshie� 

efuaa ebeaonbent oeeortunitn! efuitn and dikersitn erincieaes� 

D=H reaating to the lor` roae! incauding/� 

haoards reaating to the industrn and seeciÒc lor`eaace ›

reeorting refuirebents for haoards and incidents ›

seeciÒc erocedures for lor` tas`s ›

safe use and baintenance of reaekant efuiebent ›

ebergencn erocedures ›

sources of D=H inforbation ›

.&Ä&*%! 

'&)Ä(-

)#&! )#(! 

)#)! )#*! 

)#,! )#-! 

)#&&! -#)! 

-#*! -#,! 

-#&%

-#&! -#'
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Chaeter 9

I6:6HH(%&6 8DCIR>7JI: 
ID 6HH:HHB:CI 

I6:6HH)%&6 EA6C 
6HH:HHB:CI 68I>K>I>:H 
6C9 ERD8:HH:H

I6:6HH*%'6 9:H><C 6C9 
9:K:ADE 6HH:HHB:CI 
IDDAH
:aebent &
Deterbine assessbent 
aeeroach

The approach to assessing an individual’s or 
group’s skills and knowledge must be relevant 
to the work context and the outcomes required 
by the learners. It involves establishing the who, 

f_]kh[ /$' 6ssessbent reÓects the 
cuabination of the aearning erocess
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Iriaa the tooas and reeort on the triaa and rekiel of the assessbent tooas! incauding eroeosed 
changes#

Cote that these tooas shouad We created as eart of the assessbent eaanning nou conduct  
in tas`s & and ' on eage '-.# Nou bust ensure nou create a baeeing docubent that shols 

hol the assessbent tooas beet the refuirebents of the unit of cobeetencn#

Cobeetency bae

Ihe foaaoling grid liaa aaaol nou to bae the actikities and assessbents in this unit Wac` to 

the refuired standards of cobeetence#

I6:6HH(%&6 8ontriWute to assessbent

eb[c[dj F[h\ehcWdY[ Yh_j[h_W
R[bWj[i 
je fW][i0

aYj_l_j_[i
aii[iic[dj 

jWiai

&# 8aarifn roae and 
reseonsiWiaities 
in the 
assessbent 
erocess

&#& 9iscuss and conÒrb eureose of 
assessbent lith reaekant eeoeae

&#' 9iscuss and conÒrb Wenchbar`s for 
assessbent lith fuaaiÒed assessor

&#( 6ccess! read and caarifn assessbent 
eaan lith fuaaiÒed assessor

&#) 9iscuss and agree lith fuaaiÒed 
assessor the seeciÒc reseonsiWiaities 
in gathering ekidence and tnees of 
ekidence to We gathered

'*)Å'**! 
'*-Å'+%! 
'+-Å','! 
'.+Å'.,

.#(
.#&! 
.#'!&%#&! 
&%#'

'# 8onÒrb 
organisationaa 
arrangebents 
for ekidence 
gathering

'#& 6ccess and conÒrb reaekant 
assessbent snsteb eoaicies and 
erocedures0 organisationaa! aegaa 
and ethicaa refuirebents0 and other 
reaekant adkice on assessbent

'#' 8aarifn nobinated assessbent 
bethods and tooas for coaaecting 
ekidence lith fuaaiÒed assessor! to 
ensure that erocedures to We foaaoled 
and instrubents to We used are caear

'#( 9iscuss and conÒrb lith reaekant 
eeoeae assessbent contemt! incauding 
candidateÉs characteristics and ann 
need for reasonaWae ad_ustbents

'#) 8onÒrb and arrange resource 
refuirebents in consuatation lith 
reaekant eeoeae

'*-Å'++ .#,! &%#+ &%#&!&%#'
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I6:6HH)%&6 Eaan assessbent actikities and erocesses

eb[c[dj F[h\ehcWdY[ Yh_j[h_W
R[bWj[i je 

fW][i0
aYj_l_j_[i

aii[iic[dj 

jWiai

&#  9eterbine 

assessbent 

aeeroach

&#&#  >dentifn candidate and conÒrb eureoses 
and contemt of assessbent$REA lith 
reaekant eeoeae according to aegaa! 
organisationaa and ethicaa refuirebents

&#'  >dentifn and access Wenchbar`s for 
assessbent$REA and ann seeciÒc 
assessbent guideaines

'*'Ä+%
.#)! .#*! 

&%#'
.#&! .#'

'#  Ereeare the 

assessbent 

eaan

'#&  9eterbine ekidence and tnees of  
ekidence needed to debonstrate 
cobeetence! according to the ruaes of 
ekidence

'#'  Heaect assessbent bethods lhich 
liaa sueeort the coaaection of deÒned 
ekidence! ta`ing into account the 
contemt in lhich the assessbent liaa 
ta`e eaace

'#(#  9ocubent aaa aseects of the assessbent 
eaan and conÒrb lith reaekant 
eersonnea

'+%Ä,% .#(! .#. .#&! .#'

continued

(# 8oaaect 
ekidence in 
accordance 
lith the 
assessbent 
eaan

(#& :meaain assessbent erocess to 
candidate! incauding the different 
reseonsiWiaities of the earties inkoaked! 
and refer ann candidate issues or 
concerns to fuaaiÒed assessor erior to 
underta`ing assessbent actikities

(#' Jse assessbent tooas to gather fuaaitn 
ekidence lithin akaiaaWae tibe and 
resources! according to organisationaa! 
aegaa and ethicaa refuirebents

'..Å(%. &%#'

)# Record and 
reeort Òndings

)#& Drganise and erokide ekidence to the 
fuaaiÒed assessor in a forbat suitaWae 
for anaansis according to assessbent 
snsteb eoaicies and erocedures

)#' 6ctikean see` feedWac` frob the 
fuaaiÒed assessor on lhether 
ekidence"gathering actikities beet the 
erincieaes of assessbent and lhether 
ekidence coaaected beets the ruaes of 
ekidence

)#( 9ocubent areas for iberokebent 
in coaaecting ekidence! for future 
assessbent actikities

(&)Å(&, &%#&& &%#'
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(#  9ekeaoe 

assessbent 

instrubents

(#&  9ekeaoe simple assessment instruments 
to beet target groue needs

(#'  6naanse akaiaaWae assessbent 
instrubents for their suitaWiaitn for use 
and bodifn as refuired

(#(  Bae assessbent instrubents against 
unit or course refuirebents

(#)  Lrite caear instructions for candidate 
aWout the use of the instrubents

(#*  Iriaa draft assessbent instrubents to 
kaaidate content and aeeaicaWiaitn! and 
record outcobes

',%Ä-,
.#-! .#.! 

.#&%! .#&&
.#&! .#'

R[gk_h[Z ia_bbi
R[bWj[i je 
fW][%i0

aYj_l_j_[i
aii[iic[dj 
jWiai

cognitike intereretation s`iaas to/
intereret cobeetencn standards and other assessbent � 
docubentation! incauding bateriaa reaating to reasonaWae 
ad_ustbent
identifn oeeortunities for integrated cobeetencn assessbent� 
contemtuaaise cobeetencn standards to the oeerating � 
assessbent enkironbent! incauding REA
consider access and efuitn needs of dikerse candidates� 
technoaogn s`iaas to use aeeroeriate efuiebent and softlare � 
to cobbunicate effectikean lith others
research and ekaauation s`iaas to/� 

oWtain cobeetencn standards! assessbent tooas and other  ›
reaekant assessbent resources
research candidate characteristics and ann reasonaWae  ›
ad_ustbent needs
ekaauate feedWac`! and deterbine and ibeaebent  ›
iberokebents to erocesses

aiteracn s`iaas to/� 
read and intereret reaekant inforbation to design and  ›
faciaitate assessbent and recognition erocesses

cobbunication s`iaas to/� 
discuss assessbent! incauding REA erocesses lith caients  ›
and other assessors

intereersonaa s`iaas to/� 
debonstrate sensitikitn to access and efuitn  ›
considerations and candidate dikersitn
erobote and ibeaebent efuitn! fairness! kaaiditn! reaiaWiaitn  ›
and ÓemiWiaitn in eaanning an assessbent erocess

'*%Ä)! 
'+%Ä.! 
(%%Ä'! 
(%)! 
(%,Ä-

.#(! .#*! 

.#-! .#.! 

.#&&! &%#&! 
&%#'! &%#&&

.#&! .#'
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R[gk_h[Z ademb[Z][

ethicaa and aegaa refuirebents of an assessor� 
cobeetencn"Wased assessbent! incauding/� 

lor`"focused ›
criterion"referenced ›
standards"Wased ›
ekidence"Wased ›

different eureoses of assessbent and different assessbent � 
contemts! incauding REA
hol to read and intereret the identiÒed cobeetencn standards � 
as the Wenchbar`s for assessbent
hol to contemtuaaise cobeetencn standards lithin reaekant � 
guideaines
four erincieaes of assessbent and hol then guide the � 
assessbent erocess
eureose and features of ekidence! and different tnees of ekidence � 
used in cobeetencn"Wased assessbents! incauding REA
ruaes of ekidence and hol then guide ekidence coaaection� 
different tnees of assessbent bethods! incauding suitaWiaitn for � 
coaaecting karious tnees of ekidence
assessbent tooas and their eureose0 different tnees of tooas0 � 
reaekance of different tooas for seeciÒc ekidence"gathering 
oeeortunities

'),Ä-,! 
(%'Ä(

.#&! .#(! 

.#*! .#+! 

.#.! .#&%! 
&%#&&

.#&

I6:6HH*%'6 9esign and dekeaoe assessbent tooas

eb[c[dj F[h\ehcWdY[ Yh_j[h_W
R[bWj[i je 
fW][i0

aYj_l_j_[i
aii[iic[dj 
jWiai

&#  9eterbine 
focus of the 
assessbent tooa

&#&  >dentifn target groue of candidates! eureoses 
of assessbent tooa! and contemts in lhich 
the tooa liaa We used

&#'  6ccess reaekant Wenchbar`s for assessbent 
and intereret theb to estaWaish ekidence 
refuired to debonstrate cobeetence

&#(  >dentifn! access and intereret organisationaa! 
aegaa and ethicaa refuirebents and reaekant 
contemtuaaisation guideaines

&#)  >dentifn other reaated docubentation to 
inforb assessbent tooa dekeaoebent 

','Ä*
.#(! .#)! 
&%#&

.#&! .#'

'#  9esign 
assessbent tooa

'#&  Heaect assessbent bethods that sueeort 
the coaaection of deÒned ekidence! ta`ing 
into account the contemt in lhich the 
assessbent liaa ta`e eaace and beeting the 
erincieaes of assessbent

'#'  :naWae candidates to shol or sueeort their 
caaib for recognition of current cobeetencn 
through seaected assessbent bethods

'#(  8onsider different assessbent instrubents 
for the seaected assessbent bethods to 
generate oetions for coaaection of ekidence

'#)  8onsider hol the assessbent instrubents 
liaa We adbinistered

',*Ä-%! 
(%%Ä&

.#,! &%#) .#'

continued
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(#  9ekeaoe 
assessbent tooa

(#&  9ekeaoe seeciÒc assessbent instrubents 
that address the ekidence to We coaaected

(#'  9eÒne and docubent caear and seeciÒc 
erocedures instructing assessor and 
candidate on the adbinistration and use of 
the instrubents

(#(  8onsider refuirebents of assessbent 
snsteb eoaicies and erocedures and address 
storage and retriekaa needs! and rekiel 
ekaauation and kersion controa erocedures as 
eart of this erocess

'-)Ä+ .#&% .#'

)#  Rekiel and triaa 
assessbent tooa

)#&  8hec` draft assessbent tooas against 
ekaauation criteria and abend as refuired

)#'  Iriaa assessbent tooas to kaaidate content 
and aeeaicaWiaitn

)#(  8oaaect and docubent feedWac` frob 
reaekant eeoeae inkoaked in triaaaing

)#)  Ba`e abendbents to Ònaa tooa Wased on 
anaansis of feedWac`

)#*  6eeroeriatean forbat and Òae Ònaaised 
assessbent tooa according to assessbent 
snsteb eoaicies and erocedures and 
organisationaa! aegaa and ethicaa refuirebents 

'-+Ä,
.#&%! 
.#&&! &%#&

.#'

R[gk_h[Z ia_bbi
R[bWj[i je 
fW][i0

aYj_l_j_[i
aii[iic[dj 
jWiai

anaansis and intereretation s`iaas to rekiel and ekaauate � 
assessbent tooas
criticaa thin`ing s`iaas to transaate the interereted cobeetencn � 
standards and other reaekant assessbent inforbation into 
beaningfua assessbent instrubents
design s`iaas to dekeaoe different assessbent tooa designs� 
research and ekaauation s`iaas to ekaauate assessbent tooas on � 
the Wasis of triaas and feedWac`

',)Ä-,

.#-! .#.! 

&%#&! &%#'! 

&%#&'

.#'

R[gk_h[Z ademb[Z][

erincieaes of assessbent and hol then are aeeaied lhen � 
dekeaoeing assessbent tooas
different tnees and ruaes of ekidence� 
different assessbent contemts and reaationshie to dekeaoeing � 
assessbent tooas
cobeonents of cobeetencn and dibensions of cobeetencn� 
contemtuaaisation of cobeetencn standards and � 
contemtuaaisation guideaines
assessbent guideaines of training eac`ages as reaekant to � 
dekeaoeing assessbent tooas
different assessbent bethods! their eureoses and uses� 
ekaauation bethodoaogies aeeroeriate to the triaa and rekiel of � 
assessbent tooas
erincieaes of reasonaWae ad_ustbent� 
reaekant lor`eaace inforbation! incauding/� 

organisationaa eoaicies and erocedures ›
lor`eaace tas`s and actikities ›
standard oeerating erocedures ›

erocedures for use of reaekant eersonaa erotectike efuiebent

'),Ä-,! 

(%'Ä(

.#'! .#(! 

.#+! .#,! 

&%#&! 

&%#&&

.#&
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Chaeter 10

I6:6HH)%'6  
6HH:HH 8DBE:I:C8:
Assessing the vocational competence of a candidate is an extremely important responsibility. 
You are effectively ‘letting the candidate loose’ to work within an industry with your 
personal endorsement and that of your organisation. With such responsibility comes a 
legal duty of care to ensure you follow the appropriate steps and comply with Australian 
Quality Training Framework (AQTF), industry and organisational standards. The steps 
used in assessing competence in the Vocational Education and Training (VET) sector are 
outlined below:

1. Prepare for the assessment by reviewing the assessment plan.
2. Brief the candidate clearly and accurately.
3. Gather valid, sufficient, current and authentic evidence.
4. Make an assessment decision.
5. Give feedback to the candidate regarding the process and outcomes.
6. Document and report the assessment outcomes.
7. Review the assessment for improvement.

For national qualifications, competency 
standards are used as the benchmark 
for assessing a candidate’s skills and 
knowledge. These competency standards 
are located in the relevant national 
training package and are designed to assist 
trainers and assessors to meet the needs of 
the particular industry sector.

f_]kh[ '&$'
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Cobeetency bae
Ihe foaaoling grid liaa aaaol nou to bae the actikities and assessbents in this unit Wac` to 

the refuired standards of cobeetence#

eb[c[dj F[h\ehcWdY[ Yh_j[h_W
R[bWj[i 

je fW][i0
aYj_l_j_[i

aii[iic[dj 

jWiai0

&#  Ereeare for 

assessbent

&#&  >ntereret the assessbent eaan and 
conÒrb organisationaa! aegaa and ethicaa 
refuirebents for conducting assessbent 
lith reaekant eeoeae

&#'  6ccess and intereret the reaekant 
Wenchbar`s for assessbent and 
nobinated assessbent tooas to conÒrb the 
refuirebents for ekidence to We coaaected

&#(  6rrange identiÒed bateriaa and ehnsicaa 
resource refuirebents according to 
assessbent snsteb eoaicies and erocedures

&#)  Drganise ann seeciaaist sueeort refuired 
for assessbent

&#*  :meaain! discuss and agree detaias of the 
assessbent eaan lith candidate

'.*Ä.

&%#&! 

&%#'! 

&%#(! &%#,

&%#'

'#  <ather 

fuaaitn 

ekidence

'#&  Jse agreed assessbent bethods and 
tooas to gather! organise and docubent 
ekidence in a forbat suitaWae for 
deterbining cobeetence

'#'  6eean the erincieaes of assessbent and ruaes 
of ekidence in gathering fuaaitn ekidence

'#(  9eterbine oeeortunities for ekidence 
gathering in actuaa or sibuaated actikities 
through consuatation lith the candidate 
and reaekant eersonnea

'#)  9eterbine oeeortunities for integrated 
assessbent actikities and docubent ann 
changes to assessbent instrubents lhere 
refuired

'..Ä(%* &%#) &%#'

(#  Hueeort the 

candidate

(#&  <uide candidates in gathering their oln 
ekidence to sueeort recognition of erior 
aearning �REA�

(#'  Jse aeeroeriate cobbunication and 
intereersonaa s`iaas to dekeaoe a erofessionaa 
reaationshie lith the candidate that reÓects 
sensitikitn to indikiduaa differences and 
enaWaes tlo"lan feedWac`

(#(  Ba`e decisions on reasonaWae 
ad_ustbents lith the candidate! Wased on 
the candidateÉs needs and characteristics

(#)  6ccess refuired seeciaaist sueeort in 
accordance lith the assessbent eaan

(#*  6ddress ann D=H ris` to eerson or 
efuiebent ibbediatean

(%*Ä.
.#'! .#)! 

&%#*! &%#,
&%#'

continued
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eb[c[dj F[h\ehcWdY[ Yh_j[h_W
R[bWj[i 
je fW][i0

aYj_l_j_[i
aii[iic[dj 
jWiai0

)#  Ba`e the 

assessbent 

decision

)#&  :mabine coaaected ekidence and ekaauate 

it to ensure that it reÓects the ekidence 

refuired to debonstrate cobeetence

)#'  Jse _udgbent to infer lhether 

cobeetence has Ween debonstrated! 

Wased on the akaiaaWae ekidence

)#(  Ba`e assessbent decision in aine lith 

agreed assessbent erocedures and 

according to agreed assessbent eaan

)#)  Erokide caear and constructike feedWac` 

to candidate regarding the assessbent 

decision and dekeaoe ann foaaol"ue action 

eaan refuired

(%.Ä&) &%#- .#'! &%#'

*#  Record and 

reeort the 

assessbent 

decision

*#&  Record assessbent outcobes erobetan 

and accuratean

*#'  8obeaete and erocess an assessbent 

reeort according to agreed assessbent 

erocedures

*#(  >nforb other reaekant earties of the 

assessbent decision according to 

conÒdentiaaitn conkentions 

(&)Ä&,
&%#&! 

&%#&&
&%#'

+#  Rekiel the 

assessbent 

erocess

+#&  Rekiel the assessbent erocess in 

consuatation lith reaekant eeoeae to 

iberoke oln future eractice

+#'  9ocubent and record the rekiel 

according to reaekant assessbent snsteb 

eoaicies and erocedures

(&-Ä'& &%#'
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R[gk_h[Z ia_bbi
R[bWj[i je 
fW][%i0

aYj_l_j_[i
aii[iic[dj 
jWiai0

anaansis and intereretation s`iaas to/� 

Wrea` doln cobeetencn standards ›

intereret assessbent tooas and other assessbent  ›

inforbation! incauding those used in REA

identifn candidate needs ›

ba`e _udgbents Wased on assessbent of akaiaaWae   ›

ekidence

oWserkation s`iaas to/� 

recognise candidateÉs erior aearning ›

deterbine candidateÉs eerforbance ›

identifn lhen candidate ban need assistance during the  ›

assessbent erocesses

research and ekaauation s`iaas to/� 

access refuired huban and bateriaa resources for  ›

assessbent

access assessbent snsteb eoaicies and erocedures ›

access REA eoaicies and erocedures ›

ekaauate ekidence ›

ekaauate assessbent erocess ›

cognitike s`iaas to/� 

leigh ue the ekidence and ba`e a _udgbent ›

consider and recobbend reasonaWae ad_ustbents ›

decision"ba`ing s`iaas to/� 

recognise a candidateÉs erior aearning ›

ba`e a decision on a candidateÉs cobeetence ›

aiteracn s`iaas to/� 

read and intereret reaekant inforbation to conduct  ›

assessbent

ereeare refuired docubentation and records or reeorts of  ›

assessbent outcobes in refuired forbat

cobbunication and intereersonaa s`iaas to/� 

emeaain the assessbent! incauding REA erocess ›

gike caear and erecise instructions ›

as` effectike fuestions ›

erokide caariÒcation ›

discuss erocess lith other reaekant eeoeae ›

gike aeeroeriate feedWac` ›

discuss assessbent outcobe ›

use aanguage aeeroeriate to candidate and assessbent  ›

enkironbent

estaWaish a lor`ing reaationshie lith candidate  ›
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cobeetencn"Wased assessbent! incauding/� 

kocationaa education and training as a cobeetencn"Wased  ›

snsteb

criterion"referenced assessbent as distinct frob   ›

norb"referenced assessbent

cobeetencn standards as the Wasis of fuaaiÒcations ›

structure and aeeaication of cobeetencn standards ›

erincieaes of assessbent and hol then are aeeaied ›

ruaes of ekidence and hol then are aeeaied ›

range of assessbent eureoses and assessbent contemts!  ›

incauding REA

different assessbent bethods! incauding suitaWiaitn for  ›

gathering karious tnees of ekidence! suitaWiaitn for content of 

units! and resource refuirebents and associated costs

reasonaWae ad_ustbents and lhen then are aeeaicaWae ›

tnees and forbs of ekidence! incauding assessbent tooas that  ›

are reaekant to gathering different tnees of ekidence used in 

cobeetencn"Wased assessbent! incauding REA

eotentiaa Warriers and erocesses reaating to assessbent tooas  ›

and bethods

assessbent snsteb! incauding eoaicies and erocedures  ›

estaWaished Wn the industrn! organisation or training authoritn

REA eoaicies and erocedures estaWaished Wn the organisation� 

cuaturaa sensitikitn and efuitn considerations� 

reaekant eoaicn! aegisaation! codes of eractice and nationaa � 

standards! incauding 8obbonleaath and state or territorn 

aegisaation that ban affect training and assessbent in the 

kocationaa education and training sector! such as/

coenright and erikacn aals in terbs of eaectronic technoaogn ›

securitn of inforbation ›

eaagiarisb ›

training eac`ages and cobeetencn standards ›

aicensing refuirebents ›

industrn and lor`eaace refuirebents ›

dutn of care under cobbon aal ›

recording inforbation and conÒdentiaaitn refuirebents ›

anti"discribination! incauding efuaa ebeaonbent oeeortunitn!  ›

raciaa kiaiÒcation and disaWiaitn discribination

lor`eaace reaations ›

industriaa alards and entererise agreebents ›

D=H reseonsiWiaities associated lith assessing cobeetence! � 

such as/

refuirebents for reeorting haoards and incidents ›

ebergencn erocedures ›

erocedures for use of reaekant eersonaa erotectike efuiebent ›

safe use and baintenance of reaekant efuiebent ›

sources of D=H inforbation ›
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Preeare for kalidation

Validation is the act of analysing and improving upon the assessment tools, systems  
and processes. The validation process is a key component of the Vocational Education and 
Training (VET) system as it forms a part of the ongoing scrutiny and improvement of 
competency assessment. This consistent and regular attention to the way we assess all the 
nationally recognised vocational qualifications in Australia helps to ensure a high standard 
of education and confidence in the application of acquired skills for Australian businesses.

Aearning outcobes
Upon completion of this section you should be able to:

1.1 Discuss and confirm the approach to validation according to defined purposes,  
context, and relevant assessment system policies and procedures

1.2 Analyse relevant benchmarks for assessment and agree on the evidence needed to 
demonstrate competence

1.3 Arrange materials for validation activities

Perlitz CH11.indd   329 11/10/11   2:42:53 PM



I6:6HH)%(6 E6RI>8>E6I: >C 6HH:HHB:CI K6A>96I>DC chaFteR '' 349

Cobeetency bae
Ihe foaaoling grid liaa aaaol nou to bae the actikities and assessbents in this unit Wac`  

to the refuired standards of cobeetence#
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&#  Ereeare for 

kaaidation

&#&  9iscuss and conÒrb the aeeroach 

to kaaidation according to deÒned 

eureoses! contemt! and reaekant 

assessbent snsteb eoaicies and 

erocedures

&#'  6naanse reaekant Wenchbar`s 

for assessbent and agree on the 

ekidence needed to debonstrate 

cobeetence

&#(  6rrange bateriaas for kaaidation 

actikities

('.Ä(-
&&#&! &&#'! 

&&#(
&&#'

'#  8ontriWute to 

kaaidation erocess

'#&  9ebonstrate actike earticieation 

in kaaidation sessions and actikities 

using aeeroeriate cobbunication 

s`iaas

'#'  Earticieate in kaaidation sessions 

and actikities Wn aeeaning the 

erincieaes of assessbent and ruaes 

of ekidence

'#(  8hec` aaa docubents used in the 

kaaidation erocess for accuracn and 

kersion controa 

()&Ä) &&#) &&#'

(#  8ontriWute 

to kaaidation 

outcobes

(#&  8oaaectikean discuss kaaidation 

Òndings to sueeort iberokebents 

in the fuaaitn of assessbent

(#'  9iscuss! agree and record 

recobbendations to iberoke 

assessbent eractice

(#(  >beaebent changes to oln 

assessbent eractice! arising frob 

kaaidation 

())Ä- &&#+ &&#'
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eaanning s`iaas to earticieate in kaaidation actikities lithin � 

agreed tibefrabes

eroWaeb"soaking s`iaas to identifn inforbation that is � 

inconsistent! abWiguous or contradictorn

ekaauation s`iaas to/� 

deterbine ekidence refuirebents frob cobeetencn   ›

standards

rekiel assessbent erocess! bethods and tooas ›

rekiel coaaected ekidence ›

cobbunication s`iaas to share inforbation in kaaidation beetings

()'

.#&%! .#&&! 

&%#*! &&#&! 

&&#'! &&#*

&&#'
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hol to intereret cobeetencn standards and other reaated � 

assessbent inforbation to deterbine the ekidence needed to 

debonstrate cobeetence! incauding/

criterion"referenced assessbent as distinct frob norb" ›

referenced assessbent

karious reasons for carrning out kaaidation and the different  ›

aeeroaches to kaaidation that ban We aeeroeriate Wefore! 

during and after assessbent

criticaa aseects of kaaidation! incauding kaaidation of  ›

assessbent erocesses! bethods and eroducts

reaekant D=H aegisaation! codes of eractice! standards and  ›

guideaines! ibeacting on assessbent

aegaa and ethicaa refuirebents of assessors! earticuaaran in  ›

reaation to kaaidation actikities

erincieaes of assessbent� 

ruaes of ekidence� 
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.#(! .#*! 
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Prokide initial and ongoing inforbation  
and adkice on training and assessbent 
serkices

When potential clients first contact a registered training organisation (RTO) or trainer for 
information, they do so because (among other things) they:

are interested in gaining a nationally recognised qualification•	
wish to change or improve their career path options•	
are being sent on a training program by their employer•	
have received funding under the government’s skilling programs in order to better •	
their chances of gaining employment.

Whatever the reason, it is important that they be given as much information as possible 
so that they can make an informed decision. In this section, we will discuss promotional 
materials used to attract learners and the information that must be provided to them in the 
initial stages of the enrolment period.
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Cobeetency bae
Ihe foaaoling grid liaa aaaol nou to bae the actikities and assessbents in this unit Wac` to 

the refuired standards of cobeetence#
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&#  Erokide initiaa 
and ongoing 
inforbation 
and adkice 
on training 
and 
assessbent 
serkices

&#&  Erokide eotentiaa aearners lith reaekant 
inforbation aWout the range of training 
and assessbent serkices erokided Wn the 
training and$or assessbent organisation

&#'  :meaain seeciÒc erograb content and 
assessbent refuirebents to aearners in a 
caear and concise banner

&#(  8onÒrb training scheduae lith reaekant 
eersonnea and dissebinate to aearners

&#)  6ccess! erokide and emeaain reaekant 
organisationaa eoaicies and erocedures 
reaating to training and$or assessbent 
serkices to aearners according to 
organisationaa and aegaa refuirebents
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'#  8obeaete 
training and 
assessbent 
records

'#&  8oaaect! kerifn and record eersonaa aearner 
inforbation on aearner records banagebent 
snsteb

'#'  8oaaect! kerifn and record detaias of 
the seeciÒc aearning strategn and 
aearning erograb on the aearner records 
banagebent snsteb

'#(  8onÒrb and record reaekant additionaa 
refuirebents

'#)  8onÒrb and record aearner erogress and 
assessbent outcobes in a tibean banner

'#*  Drganise certiÒcation erocesses according 
to nationaa reeorting refuirebents! lhere 
aeeroeriate

'#+  6ddress custodn and banagebent 
refuirebents of training and$or assessbent 
inforbation and records
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(#  8obeaete 
reeorting 
refuirebents

(#&  8obeaete and forlard Ònaa resuats to 
aeeroeriate eersonnea for signature! using 
snstebs to sueeort reeorting

(#'  Finaaise! chec` and erokide data for nationaa 
reeorting eureoses to aeeroeriate eersonnea 
for signature

(#(  >dentifn! docubent and address issues and 
irreguaarities in recording and reeorting 
actikities in a tibean and effectike banner

(#)  Refer issues and irreguaarities outside area 
of reseonsiWiaitn or emeertise to aeeroeriate 
eersonnea for resoaution! if reaekant

(#*  Finaaise certiÒcation arrangebents! send 
to aearners and store coeies according 
to organisationaa and aegaa refuirebents! 
lhere aeeroeriate
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aanguage and aiteracn s`iaas to/� 

eaicit aeeroeriate and criticaa inforbation frob aearners in  ›

order to cobeaete recording refuirebents

ereeare nationaa and state or territorn reeorting inforbation ›

aiaise lith eersonnea! incauding banagers and sueerkisors!  ›

frob the training and$or assessbent organisation

aiaise lith aeeroeriate emternaa authorities ›

anaanse a lide range of docubents ›

seaf"banagebent and organisationaa s`iaas reaating to � 

eaanning! and beeting deadaines and organisationaa and 

reguaatorn refuirebents

&'#'! &'#(! 

&'#)! &'#*! 
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organisationaa eoaicies and erocedures reaating to records � 

and reeorting erocedures! and dissebinating inforbation to 

aearners

estaWaished training and assessbent inforbation snstebs� 

training and assessbent serkices erokided Wn the organisation� 

refuirebents for coaaecting! recording and reeorting � 

kocationaa education and training inforbation

6ustraaian Fuaaitn Iraining Frabelor` and 6K:IB>HH � 

refuirebents! cokering/

records banagebent ›

reeorting refuirebents ›

reaekant eoaicn! aegisaation! codes of eractice and nationaa � 

standards! incauding 8obbonleaath and state or territorn 

aegisaation! for emabeae/

coenright and erikacn aals in terbs of eaectronic  ›

technoaogn

securitn of inforbation ›

recording inforbation and conÒdentiaaitn refuirebents ›

D=H reseonsiWiaities associated lith baintaining training and$� 

or assessbent inforbation refuirebents
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