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De ne the ara eters of the learning rogra

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.

earning outco es
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   e e o ing a training ac age

Perlitz CH2.indd   34 11/10/11   2:04:18 PM



  R    R  R  cha teR 67

Co etency a
he fo o ing grid i  a o  ou to a  the acti ities and assess ents in this unit ac  to 

the re uired standards of co etence

e  
R  

 
a

a  

e ect  

a ro riate 

training 

ac age or 

accredited 

course

  on r  training and or assess ent needs 

of c ient

  dentif  and source training ac ages and

or accredited courses hich cou d satisf  

c ient needs

  se training roducts in ine ith the 

training and assess ent organisation s 

ua it  assurance o icies and rocedures

 

 

 

 

 

 

 

na se and  

inter ret the 

ua i cations 

fra e or

  Read and accurate  inter ret 

ua i cation ru es

  Re ie  and deter ine a ica e 

icensing re uire ents and rere uisites

  eter ine suita e e ecti es that eet 

c ient needs and o  ro es

 

 

 

 

  

na se and  

inter ret 

units of 

co etenc  

and 

accredited 

odu es

  e ect indi idua  unit or accredited 

odu e to eet c ient needs

  Read  ana se and inter ret a  arts 

of the unit or accredited odu e for 

a ication to c ient needs

  na se in s et een unit and or 

accredited odu e to de e o  effecti e 

a ications for the c ient

  ocu ent ana sis of unit or accredited 

odu e in a c ear and accessi e anner

 

 

 

 

 

 

 

 

 

 

onte tua ise  

units and 

odu es 

for c ient 

a ications

  se infor ation fro  the c ient to 

conte tua ise the unit or accredited 

odu e to eet c ient needs

  se ad ice on conte tua isation roduced 

 the training ac age de e o er or 

course de e o er to eet c ient needs

 

na se and  

inter ret 

assess ent 

guidance

  Read  ana se and a  the assess ent 

guidance of the re e ant training 

ac age or accredited course

  eter ine an  s ecia  re uire ents for 

assess ent or reasona e ad ust ent to 

suit c ient needs

 

 

 

 

 

  

continued

Perlitz CH2.indd   67 11/10/11   2:05:17 PM



aRt  R  68

R  
R  

 
a

a  

co unication and inter ersona  s i s to co a orate ith  

others in using training roducts

anning s i s to de e o  a structure for a articu ar  

a ication of training ac ages and accredited courses

cogniti e s i s to ana se  inter ret and a  the arious  

co onents of se ected training ac ages and accredited 

courses

research s i s to ana se and inter ret training ac age and  

accredited course content to eet c ient needs

  

  

  
 

R  

ustra ian ua i cations Fra e or  F  guide ines   

inc uding characteristics of F ua i cation e e s

functions and res onsi i ities of training ac age de e o ers  

and course accreditation agencies  and their ro es as e  

ocationa  ducation and raining  organisations

di ensions of co etenc 

for at and structure of accredited courses 

for at and structure of co etenc  standards 

function of training ac ages and accredited curricu u   

as ench ar s in a co etenc ased  training and 

assess ent s ste

ethodo og  re ating to ana sing and using co etenc   

standards for a range of a ications and ur oses to eet 

the needs of a di erse range of  c ients

anguage and ter ino og  used in training ac ages and  

accredited courses

arts of training ac ages that can e conte tua ised and  

arts that cannot

structure of training ac ages and the ro e and ur ose of  

each endorsed co onent

sources of training ac age infor ation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

  

 

 

Perlitz CH2.indd   68 11/10/11   2:05:20 PM



 R    R   R   cha teR 69

Cha ter 3

 R  
  R  

 R  
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.
ource  ustra ian ua it  raining Fra e or  Essential Conditions and Standards for Continuing  

Registration  F  an erra  

 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   he grou  earning en iron ent is 
the ost co on for  of training
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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   e i ering training in the or ace
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rocesses and techni ues used

  Reco end i ro e ents to or ased 

ractice in ight of the re ie  rocess

  

continued
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a

a  

ora  co unication and anguage s i s to 

oti ate the earner ›

transfer s i s and no edge ›

inter ersona  s i s to aintain a ro riate re ationshi s 

o ser ation s i s to onitor indi idua  rogress 

iterac  s i s to 

read and inter ret organisationa  docu ents  ega   ›

docu ents and contracts

co ete and aintain docu entation ›

organisationa  s i s to ro ide guidance and feed ac  to  

indi idua s

co unication s i s  inc uding 

using effecti e er a  and non er a  anguage ›

using critica  istening and uestioning techni ues ›

gi ing constructi e and su orti e feed ac ›

assisting earners to ara hrase ad ice or instructions ac   ›

to the trainer faci itator

ro iding c ear and concrete o tions and ad ice ›

using a ro riate industr rofession ter ino og  and  ›

anguage

ensuring anguage  iterac  and nu erac  used is  ›

a ro riate to earners

 

  

  

  

  

  

  

  

  

  

 

 

R  

s ste s  rocesses and ractices ithin the organisation  

here or ased earning is ta ing ace

o erationa  de ands of the or  and i act of changes on  

or  ro es

organisationa  or  cu ture  inc uding industria  re ations  

en iron ent

s ste s for identif ing s i  needs 

introductor  no edge of different earning st es and ho   

to encourage earning in each  for e a e

isua  earners ›

audio earners ›

inaesthetic earners ›

theoretica  earners ›

re e ant o ic  egis ation  codes of ractice and nationa   

standards that a  affect training and assess ent in the 

ocationa  education and training sector

 re ating to the or  ro e  inc uding 

ha ards re ating to the industr  and s eci c or ace ›

re orting re uire ents for ha ards and incidents ›

s eci c rocedures for or  tas s ›

safe use and aintenance of re e ant e ui ent ›

e ergenc  rocedures ›

sources of  infor ation ›
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 R
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   raditiona  earning 
ateria s
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Co etency a
he fo o ing grid i  a o  ou to a  the acti ities and assess ents in this unit ac  to 

the re uired standards of co etence

e  
R   

a
a  

  re are for 
distance

ased 
earning

  ccess  read and inter ret earning strateg  
and earning rogra  to deter ine earning 
o ecti es and outco es to e et

  e e o  no edge of grou  indi idua  
earner st es and earner characteristics 
to su ort effecti e anning for distance

ased earning
  e ect and e a uate earning resources for 

a ro riateness  and conte tua ise the  for 
distance ased earning here re uired

  e e o  distance de i er anage ent 
an  using no edge of earning rinci es 

and research to date
  dentif  and organise su ort echanis s 

and eans of co unicating ith earners

  
   

  anage 
distance

ased 
earners

  on r  e ectations and re uire ents 
through direct contact and c arif  an  issues 
or uestions

  sta ish distance ased earning 
re ationshi s et een trainer faci itator and 
earners

  rogressi e  distri ute earning resources 
and earning ateria s according to an 
and earner needs

  

  onitor 
earner 
rogress

  onitor and docu ent earner rogress to 
ensure outco es are eing achie ed and 
indi idua  earner needs are eing et

  e e o  and i e ent strategies to 
address earner dif cu ties and techni ues 
for aintaining oti ation and co it ent

  ro ide su ort and guidance outside the 
for a  co unication rocess  here 
a ro riate

  aintain  store and secure earner records 
according to organisationa  and ega  
re uire ents

  

  Re ie  
distance

ased 
earning 
rocess

  ather feed ac  to re ie  o n 
anage ent of the distance ased rocess

  na se feed ac  to deter ine success 
of the distance ased earning in eeting 
earner needs and e ectations

  Re ect on o n erfor ance as a 
coordinator faci itator and docu ent 
i ro e ent ans

  dentif  and docu ent o tions for 
i ro ing the distance ased earning 

rocess  and discuss ith re e ant 
ersonne  for future action
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a

a  

co unication s i s using different ediu s to esta ish  

ra ort and ro ide guidance

initiati e and enter rise s i s to 

conte tua ise e isting resources to suit the distance ased  ›

earning ethod

de e o  de i er anage ent an to re ect de i er   ›

ethod and earner st es

inter retation s i s to inter ret and transfer the earning  

strateg  and earning rogra  to distance ode

organisationa  s i s to anage earners  distance 

ro e so ing s i s to 

offer e i e so utions to suit a range of earner needs ›

reso e disa i it  and su ort needs ›

techno og  s i s to 

incor orate different de i er  ethods into the distance  ›

de i er anage ent an

use a range of techno og  for direct contact ith   ›

earners

ti e anage ent s i s to coordinate and faci itate a   

distance ased earning rogra

  

  

  
 

R  

sound no edge of adu t earning rinci es 

sound no edge of earner st es 

content and re uire ents of the earning strateg  and  

earning rogra  to e used in distance de i er

characteristics and needs of indi idua  distance earners 

use of techno og  to su ort distance ased earning 

techni ues for aintaining oti ation and co it ent of  

distance earners

a ai a i it  and t es of su ort echanis s re e ant to  

distance earners

re e ant o ic  egis ation  codes of ractice and nationa   

standards  inc uding o on ea th and state or territor  

egis ation that a  affect training and assess ent in the 

ocationa  education and training sector

 re ating to the or  ro e  inc uding 

re orting re uire ents for ha ards ›

safe use and aintenance of re e ant e ui ent ›

e ergenc  rocedures ›

sources of  infor ation ›
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 R  
 R

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).

e ent 

De elo  a entoring lan

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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Co etency a
he fo o ing grid i  a o  ou to a  the acti ities and assess ents in this unit ac  to 

the re uired standards of co etence

e  
R  

 
a

a  

  e e o  a 

entoring 

an

  dentif  sco e and oundaries of the 

entoring re ationshi  according to 

organisationa  rocedures

  sta ish ground ru es and negotiate 

rea istic e ectations

  sta ish and aintain con dentia it  

of the re ationshi  in accordance ith 

egis ation  o ic  and rocedures

 

  Faci itate 

entoring 

re ationshi

  e e o  entee s con dence   

se f estee  res ect and trust in the 

entoring re ationshi

  hare ersona  e eriences and 

no edge ith the erson eing 

entored according to agreed o ecti es

  u ort the erson eing entored to 

de e o  and use s i s in ro e  so ing 

and decision a ing

  se ersona  and rofessiona  net or s 

to assist the erson eing entored

  ro ide infor ation and constructi e 

guidance to enhance engage ent in the 

or ace

  se techni ues for reso ing differences 

ithout da aging the re ationshi  

and o tain assistance according to 

organisationa  o ic  and rocedures

  

  

 

 

  onitor 

entoring 

re ationshi

  ro ide anning assistance and 

guidance as re uested  the erson 

eing entored in a for  and st e to 

suit their re uire ents

  ro ide feed ac  to the erson eing 

entored on rogress to ards achie ing 

the e ectations and goa s of the 

entoring rocess

  Recognise and discuss changes in the 

entoring re ationshi  ith a ro riate 

sta eho ders

  egotiate and anage c osure of the 

entoring arrange ent once o ecti es 

ha e een et
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e  
R  

 
a

a  

  a uate 

effecti eness 

of entoring

  sta ish and discuss ene ts gained 

fro  the entoring rocess

  Re ect on and articu ate the ersona  

ene ts gained fro  ro iding 

entoring

  dentif  and re ort the outco es of 

the entoring arrange ent and the 

ene ts to the organisation according to 

organisationa  o ic  and rocedures to 

i ro e the entoring s ste rogra

  

R  

anning and ti e anage ent s i s to entor in a or ace 

ora  co unication and anguage s i s to oti ate earners 

organisationa  s i s to ro ide guidance and feed ac  to  

indi idua s

inter ersona  s i s to 

engage in re ationshi  ui ding  inc uding ui ding trust and  ›

aintaining con dentia it

res ond to di ersit  inc uding gender and disa i it ›

co unication s i s to use a range of co unication  

strategies  inc uding istening  uestioning  and gi ing and 

recei ing feed ac

initiati e and enter rise s i s to a  rocedures re ating to  

 and en iron enta  egis ation in the conte t of or ace 

entoring

 

  

  

  

  

  

 

 

R  

re e ant o ic  egis ation  codes of ractice and nationa   

standards i e  to i act on the ro ision of or ace 

entoring

training contracts and res onsi i ities of e o er  registered  

training organisation R  and funding od

training ans and res onsi i ities 

training roducts and strategies for earning 

entoring ethodo ogies and strategies 

acce ta e eha iour in the entoring re ationshi 

e ua  e o ent o ortunit  e uit  and di ersit  rinci es 

 re ating to the or  ro e  inc uding 

ha ards re ating to the industr  and s eci c or ace ›

re orting re uire ents for ha ards and incidents ›

s eci c rocedures for or  tas s ›

safe use and aintenance of re e ant e ui ent ›

e ergenc  rocedures ›

sources of  infor ation ›

 

  

  

  

  

  

 

Perlitz CH8.indd   243 11/10/11   2:14:32 PM



     R  cha teR 247

Cha ter 9

 R  
  

  
  

 R

   
  

e ent 
Deter ine assess ent 
a roach

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   ssess ent re ects the 
cu ination of the earning rocess
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ria  the too s and re ort on the tria  and re ie  of the assess ent too s  inc uding ro osed 
changes

ote that these too s shou d e created as art of the assess ent anning ou conduct  
in tas s  and  on age  ou ust ensure ou create a a ing docu ent that sho s 

ho  the assess ent too s eet the re uire ents of the unit of co etenc

Co etency a

he fo o ing grid i  a o  ou to a  the acti ities and assess ents in this unit ac  to 

the re uired standards of co etence

 ontri ute to assess ent

e  
R  

 
a

a  

 arif  ro e and 
res onsi i ities 
in the 
assess ent 

rocess

 iscuss and con r  ur ose of 
assess ent ith re e ant eo e

 iscuss and con r  ench ar s for 
assess ent ith ua i ed assessor

 ccess  read and c arif  assess ent 
an ith ua i ed assessor

 iscuss and agree ith ua i ed 
assessor the s eci c res onsi i ities 
in gathering e idence and t es of 
e idence to e gathered

 
 
 

 
 

 on r  
organisationa  
arrange ents 
for e idence 
gathering

 ccess and con r  re e ant 
assess ent s ste  o icies and 

rocedures  organisationa  ega  
and ethica  re uire ents  and other 
re e ant ad ice on assess ent

 arif  no inated assess ent 
ethods and too s for co ecting 

e idence ith ua i ed assessor  to 
ensure that rocedures to e fo o ed 
and instru ents to e used are c ear

 iscuss and con r  ith re e ant 
eo e assess ent conte t  inc uding 

candidate s characteristics and an  
need for reasona e ad ust ents

 on r  and arrange resource 
re uire ents in consu tation ith 
re e ant eo e
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 an assess ent acti ities and rocesses

e  
R   

a
a  

  eter ine 

assess ent 

a roach

  dentif  candidate and con r  ur oses 
and conte t of assess ent R  ith 
re e ant eo e according to ega  
organisationa  and ethica  re uire ents

  dentif  and access ench ar s for 
assess ent R  and an  s eci c 
assess ent guide ines

  
 

  re are the 

assess ent 

an

  eter ine e idence and t es of  
e idence needed to de onstrate 
co etence  according to the ru es of 
e idence

  e ect assess ent ethods hich 
i  su ort the co ection of de ned 

e idence  ta ing into account the 
conte t in hich the assess ent i  
ta e ace

  ocu ent a  as ects of the assess ent 
an and con r  ith re e ant 
ersonne

  

continued

 o ect 
e idence in 
accordance 

ith the 
assess ent 

an

 ain assess ent rocess to 
candidate  inc uding the different 
res onsi i ities of the arties in o ed  
and refer an  candidate issues or 
concerns to ua i ed assessor rior to 
underta ing assess ent acti ities

 se assess ent too s to gather ua it  
e idence ithin a ai a e ti e and 
resources  according to organisationa  
ega  and ethica  re uire ents

 Record and 
re ort ndings

 rganise and ro ide e idence to the 
ua i ed assessor in a for at suita e 

for ana sis according to assess ent 
s ste  o icies and rocedures

 cti e  see  feed ac  fro  the 
ua i ed assessor on hether 

e idence gathering acti ities eet the 
rinci es of assess ent and hether 

e idence co ected eets the ru es of 
e idence

 ocu ent areas for i ro e ent 
in co ecting e idence  for future 
assess ent acti ities
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  e e o  

assess ent 

instru ents

  e e o  simple assessment instruments 
to eet target grou  needs

  na se a ai a e assess ent 
instru ents for their suita i it  for use 
and odif  as re uired

  a  assess ent instru ents against 
unit or course re uire ents

  rite c ear instructions for candidate 
a out the use of the instru ents

  ria  draft assess ent instru ents to 
a idate content and a ica i it  and 

record outco es

  

 
 

R  
R   

a
a  

cogniti e inter retation s i s to
inter ret co etenc  standards and other assess ent  
docu entation  inc uding ateria  re ating to reasona e 
ad ust ent
identif  o ortunities for integrated co etenc  assess ent 
conte tua ise co etenc  standards to the o erating  
assess ent en iron ent  inc uding R
consider access and e uit  needs of di erse candidates 
techno og  s i s to use a ro riate e ui ent and soft are  
to co unicate effecti e  ith others
research and e a uation s i s to 

o tain co etenc  standards  assess ent too s and other  ›
re e ant assess ent resources
research candidate characteristics and an  reasona e  ›
ad ust ent needs
e a uate feed ac  and deter ine and i e ent  ›
i ro e ents to rocesses

iterac  s i s to 
read and inter ret re e ant infor ation to design and  ›
faci itate assess ent and recognition rocesses

co unication s i s to 
discuss assess ent  inc uding R  rocesses ith c ients  ›
and other assessors

inter ersona  s i s to 
de onstrate sensiti it  to access and e uit   ›
considerations and candidate di ersit

ro ote and i e ent e uit  fairness  a idit  re ia i it   ›
and e i i it  in anning an assess ent rocess
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R  

ethica  and ega  re uire ents of an assessor 
co etenc ased assess ent  inc uding 

or focused ›
criterion referenced ›
standards ased ›
e idence ased ›

different ur oses of assess ent and different assess ent  
conte ts  inc uding R
ho  to read and inter ret the identi ed co etenc  standards  
as the ench ar s for assess ent
ho  to conte tua ise co etenc  standards ithin re e ant  
guide ines
four rinci es of assess ent and ho  the  guide the  
assess ent rocess

ur ose and features of e idence  and different t es of e idence  
used in co etenc ased assess ents  inc uding R
ru es of e idence and ho  the  guide e idence co ection 
different t es of assess ent ethods  inc uding suita i it  for  
co ecting arious t es of e idence
assess ent too s and their ur ose  different t es of too s   
re e ance of different too s for s eci c e idence gathering 
o ortunities

 
  
  
  

 esign and de e o  assess ent too s

e  
R   

a
a  

  eter ine 
focus of the 
assess ent too

  dentif  target grou  of candidates  ur oses 
of assess ent too  and conte ts in hich 
the too  i  e used

  ccess re e ant ench ar s for assess ent 
and inter ret the  to esta ish e idence 
re uired to de onstrate co etence

  dentif  access and inter ret organisationa  
ega  and ethica  re uire ents and re e ant 
conte tua isation guide ines

  dentif  other re ated docu entation to 
infor  assess ent too  de e o ent 

  
 

  esign 
assess ent too

  e ect assess ent ethods that su ort 
the co ection of de ned e idence  ta ing 
into account the conte t in hich the 
assess ent i  ta e ace and eeting the 

rinci es of assess ent
  na e candidates to sho  or su ort their 

c ai  for recognition of current co etenc  
through se ected assess ent ethods

  onsider different assess ent instru ents 
for the se ected assess ent ethods to 
generate o tions for co ection of e idence

  onsider ho  the assess ent instru ents 
i  e ad inistered

 
 

continued
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  e e o  
assess ent too

  e e o  s eci c assess ent instru ents 
that address the e idence to e co ected

  e ne and docu ent c ear and s eci c 
rocedures instructing assessor and 

candidate on the ad inistration and use of 
the instru ents

  onsider re uire ents of assess ent 
s ste  o icies and rocedures and address 
storage and retrie a  needs  and re ie  
e a uation and ersion contro  rocedures as 

art of this rocess

  Re ie  and tria  
assess ent too

  hec  draft assess ent too s against 
e a uation criteria and a end as re uired

  ria  assess ent too s to a idate content 
and a ica i it

  o ect and docu ent feed ac  fro  
re e ant eo e in o ed in tria ing

  a e a end ents to na  too  ased on 
ana sis of feed ac

  ro riate  for at and e na ised 
assess ent too  according to assess ent 
s ste  o icies and rocedures and 
organisationa  ega  and ethica  re uire ents 

 
 

R  
R   

a
a  

ana sis and inter retation s i s to re ie  and e a uate  
assess ent too s
critica  thin ing s i s to trans ate the inter reted co etenc   
standards and other re e ant assess ent infor ation into 

eaningfu  assess ent instru ents
design s i s to de e o  different assess ent too  designs 
research and e a uation s i s to e a uate assess ent too s on  
the asis of tria s and feed ac

  

  

R  

rinci es of assess ent and ho  the  are a ied hen  
de e o ing assess ent too s
different t es and ru es of e idence 
different assess ent conte ts and re ationshi  to de e o ing  
assess ent too s
co onents of co etenc  and di ensions of co etenc 
conte tua isation of co etenc  standards and  
conte tua isation guide ines
assess ent guide ines of training ac ages as re e ant to  
de e o ing assess ent too s
different assess ent ethods  their ur oses and uses 
e a uation ethodo ogies a ro riate to the tria  and re ie  of  
assess ent too s

rinci es of reasona e ad ust ent 
re e ant or ace infor ation  inc uding 

organisationa  o icies and rocedures ›
or ace tas s and acti ities ›

standard o erating rocedures ›
rocedures for use of re e ant ersona  rotecti e e ui ent
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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  
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Co etency a
he fo o ing grid i  a o  ou to a  the acti ities and assess ents in this unit ac  to 

the re uired standards of co etence

e  
R  

 
a

a  

  re are for 

assess ent

  nter ret the assess ent an and 
con r  organisationa  ega  and ethica  
re uire ents for conducting assess ent 

ith re e ant eo e
  ccess and inter ret the re e ant 

ench ar s for assess ent and 
no inated assess ent too s to con r  the 
re uire ents for e idence to e co ected

  rrange identi ed ateria  and h sica  
resource re uire ents according to 
assess ent s ste  o icies and rocedures

  rganise an  s ecia ist su ort re uired 
for assess ent

  ain  discuss and agree detai s of the 
assess ent an ith candidate

 

 

 

  ather 

ua it  

e idence

  se agreed assess ent ethods and 
too s to gather  organise and docu ent 
e idence in a for at suita e for 
deter ining co etence

   the rinci es of assess ent and ru es 
of e idence in gathering ua it  e idence

  eter ine o ortunities for e idence 
gathering in actua  or si u ated acti ities 
through consu tation ith the candidate 
and re e ant ersonne

  eter ine o ortunities for integrated 
assess ent acti ities and docu ent an  
changes to assess ent instru ents here 
re uired

  u ort the 

candidate

  uide candidates in gathering their o n 
e idence to su ort recognition of rior 
earning R

  se a ro riate co unication and 
inter ersona  s i s to de e o  a rofessiona  
re ationshi  ith the candidate that re ects 
sensiti it  to indi idua  differences and 
ena es t o a  feed ac

  a e decisions on reasona e 
ad ust ents ith the candidate  ased on 
the candidate s needs and characteristics

  ccess re uired s ecia ist su ort in 
accordance ith the assess ent an

  ddress an   ris  to erson or 
e ui ent i ediate
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e  
R  

 
a

a  

  a e the 

assess ent 

decision

  a ine co ected e idence and e a uate 

it to ensure that it re ects the e idence 

re uired to de onstrate co etence

  se udg ent to infer hether 

co etence has een de onstrated  

ased on the a ai a e e idence

  a e assess ent decision in ine ith 

agreed assess ent rocedures and 

according to agreed assess ent an

  ro ide c ear and constructi e feed ac  

to candidate regarding the assess ent 

decision and de e o  an  fo o u  action 

an re uired

 

  Record and 

re ort the 

assess ent 

decision

  Record assess ent outco es ro t  

and accurate

  o ete and rocess an assess ent 

re ort according to agreed assess ent 

rocedures

  nfor  other re e ant arties of the 

assess ent decision according to 

con dentia it  con entions 

 

  Re ie  the 

assess ent 

rocess

  Re ie  the assess ent rocess in 

consu tation ith re e ant eo e to 

i ro e o n future ractice

  ocu ent and record the re ie  

according to re e ant assess ent s ste  

o icies and rocedures
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a
a  

ana sis and inter retation s i s to 

rea  do n co etenc  standards ›

inter ret assess ent too s and other assess ent  ›

infor ation  inc uding those used in R

identif  candidate needs ›

a e udg ents ased on assess ent of a ai a e   ›

e idence

o ser ation s i s to 

recognise candidate s rior earning ›

deter ine candidate s erfor ance ›

identif  hen candidate a  need assistance during the  ›

assess ent rocesses

research and e a uation s i s to 

access re uired hu an and ateria  resources for  ›

assess ent

access assess ent s ste  o icies and rocedures ›

access R  o icies and rocedures ›

e a uate e idence ›

e a uate assess ent rocess ›

cogniti e s i s to 

eigh u  the e idence and a e a udg ent ›

consider and reco end reasona e ad ust ents ›

decision a ing s i s to 

recognise a candidate s rior earning ›

a e a decision on a candidate s co etence ›

iterac  s i s to 

read and inter ret re e ant infor ation to conduct  ›

assess ent

re are re uired docu entation and records or re orts of  ›

assess ent outco es in re uired for at

co unication and inter ersona  s i s to 

e ain the assess ent  inc uding R  rocess ›

gi e c ear and recise instructions ›

as  effecti e uestions ›

ro ide c ari cation ›

discuss rocess ith other re e ant eo e ›

gi e a ro riate feed ac ›

discuss assess ent outco e ›

use anguage a ro riate to candidate and assess ent  ›

en iron ent

esta ish a or ing re ationshi  ith candidate  ›
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a
a  

co etenc ased assess ent  inc uding 

ocationa  education and training as a co etenc ased  ›

s ste

criterion referenced assess ent as distinct fro    ›

nor referenced assess ent

co etenc  standards as the asis of ua i cations ›

structure and a ication of co etenc  standards ›

rinci es of assess ent and ho  the  are a ied ›

ru es of e idence and ho  the  are a ied ›

range of assess ent ur oses and assess ent conte ts   ›

inc uding R

different assess ent ethods  inc uding suita i it  for  ›

gathering arious t es of e idence  suita i it  for content of 

units  and resource re uire ents and associated costs

reasona e ad ust ents and hen the  are a ica e ›

t es and for s of e idence  inc uding assess ent too s that  ›

are re e ant to gathering different t es of e idence used in 

co etenc ased assess ent  inc uding R

otentia  arriers and rocesses re ating to assess ent too s  ›

and ethods

assess ent s ste  inc uding o icies and rocedures  ›

esta ished  the industr  organisation or training authorit

R  o icies and rocedures esta ished  the organisation 

cu tura  sensiti it  and e uit  considerations 

re e ant o ic  egis ation  codes of ractice and nationa   

standards  inc uding o on ea th and state or territor  

egis ation that a  affect training and assess ent in the 

ocationa  education and training sector  such as

co right and ri ac  a s in ter s of e ectronic techno og ›

securit  of infor ation ›

agiaris ›

training ac ages and co etenc  standards ›

icensing re uire ents ›

industr  and or ace re uire ents ›

dut  of care under co on a ›

recording infor ation and con dentia it  re uire ents ›

anti discri ination  inc uding e ua  e o ent o ortunit   ›

racia  i i cation and disa i it  discri ination

or ace re ations ›

industria  a ards and enter rise agree ents ›

 res onsi i ities associated ith assessing co etence   

such as

re uire ents for re orting ha ards and incidents ›

e ergenc  rocedures ›

rocedures for use of re e ant ersona  rotecti e e ui ent ›

safe use and aintenance of re e ant e ui ent ›

sources of  infor ation ›
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R   

 
e ent 

Pre are for alidation

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.

earning outco es
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
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to the re uired standards of co etence
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a
a  

  re are for 

a idation

  iscuss and con r  the a roach 

to a idation according to de ned 

ur oses  conte t  and re e ant 

assess ent s ste  o icies and 

rocedures

  na se re e ant ench ar s 

for assess ent and agree on the 

e idence needed to de onstrate 

co etence

  rrange ateria s for a idation 

acti ities

  

  ontri ute to 

a idation rocess

  e onstrate acti e artici ation 

in a idation sessions and acti ities 

using a ro riate co unication 

s i s

  artici ate in a idation sessions 

and acti ities  a ing the 

rinci es of assess ent and ru es 

of e idence

  hec  a  docu ents used in the 

a idation rocess for accurac  and 

ersion contro  

  ontri ute 

to a idation 

outco es

  o ecti e  discuss a idation 

ndings to su ort i ro e ents 

in the ua it  of assess ent

  iscuss  agree and record 

reco endations to i ro e 

assess ent ractice

  e ent changes to o n 

assess ent ractice  arising fro  

a idation 

continued

Perlitz CH11.indd   349 11/10/11   2:43:31 PM



aRt  350

R  
R   

a
a  

anning s i s to artici ate in a idation acti ities ithin  

agreed ti efra es

ro e so ing s i s to identif  infor ation that is  

inconsistent  a iguous or contradictor

e a uation s i s to 

deter ine e idence re uire ents fro  co etenc    ›

standards

re ie  assess ent rocess  ethods and too s ›

re ie  co ected e idence ›

co unication s i s to share infor ation in a idation eetings

  

  

 

R  

ho  to inter ret co etenc  standards and other re ated  

assess ent infor ation to deter ine the e idence needed to 

de onstrate co etence  inc uding

criterion referenced assess ent as distinct fro  nor ›

referenced assess ent

arious reasons for carr ing out a idation and the different  ›

a roaches to a idation that a  e a ro riate efore  

during and after assess ent

critica  as ects of a idation  inc uding a idation of  ›

assess ent rocesses  ethods and roducts

re e ant  egis ation  codes of ractice  standards and  ›

guide ines  i acting on assess ent

ega  and ethica  re uire ents of assessors  articu ar  in  ›

re ation to a idation acti ities

rinci es of assess ent 

ru es of e idence 
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Cha ter 12

 
 R  

  
F R

e ent 
Pro ide initial and ongoing infor ation  
and ad ice on training and assess ent 
ser ices

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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a

a  

  ro ide initia  
and ongoing 
infor ation 
and ad ice 
on training 
and 
assess ent 
ser ices

  ro ide otentia  earners ith re e ant 
infor ation a out the range of training 
and assess ent ser ices ro ided  the 
training and or assess ent organisation

  ain s eci c rogra  content and 
assess ent re uire ents to earners in a 
c ear and concise anner

  on r  training schedu e ith re e ant 
ersonne  and disse inate to earners

  ccess  ro ide and e ain re e ant 
organisationa  o icies and rocedures 
re ating to training and or assess ent 
ser ices to earners according to 
organisationa  and ega  re uire ents

 
 
 

 
 

 

 
 
 
 

  
 

  o ete 
training and 
assess ent 
records

  o ect  erif  and record ersona  earner 
infor ation on earner records anage ent 
s ste

  o ect  erif  and record detai s of 
the s eci c earning strateg  and 
earning rogra  on the earner records 

anage ent s ste
  on r  and record re e ant additiona  

re uire ents
  on r  and record earner rogress and 

assess ent outco es in a ti e  anner
  rganise certi cation rocesses according 

to nationa  re orting re uire ents  here 
a ro riate

  ddress custod  and anage ent 
re uire ents of training and or assess ent 
infor ation and records

 
 

 
 
 

 
 
 

 
 

 
 

  
 

  o ete 
re orting 
re uire ents

  o ete and for ard na  resu ts to 
a ro riate ersonne  for signature  using 
s ste s to su ort re orting

  Fina ise  chec  and ro ide data for nationa  
re orting ur oses to a ro riate ersonne  
for signature

  dentif  docu ent and address issues and 
irregu arities in recording and re orting 
acti ities in a ti e  and effecti e anner

  Refer issues and irregu arities outside area 
of res onsi i it  or e ertise to a ro riate 

ersonne  for reso ution  if re e ant
  Fina ise certi cation arrange ents  send 

to earners and store co ies according 
to organisationa  and ega  re uire ents  

here a ro riate
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anguage and iterac  s i s to 

e icit a ro riate and critica  infor ation fro  earners in  ›

order to co ete recording re uire ents

re are nationa  and state or territor  re orting infor ation ›

iaise ith ersonne  inc uding anagers and su er isors   ›

fro  the training and or assess ent organisation

iaise ith a ro riate e terna  authorities ›

ana se a ide range of docu ents ›

se f anage ent and organisationa  s i s re ating to  

anning  and eeting dead ines and organisationa  and 

regu ator  re uire ents

  

  

 

 

R  

organisationa  o icies and rocedures re ating to records  

and re orting rocedures  and disse inating infor ation to 

earners

esta ished training and assess ent infor ation s ste s 

training and assess ent ser ices ro ided  the organisation 

re uire ents for co ecting  recording and re orting  

ocationa  education and training infor ation

ustra ian ua it  raining Fra e or  and   

re uire ents  co ering

records anage ent ›

re orting re uire ents ›

re e ant o ic  egis ation  codes of ractice and nationa   

standards  inc uding o on ea th and state or territor  

egis ation  for e a e

co right and ri ac  a s in ter s of e ectronic  ›

techno og

securit  of infor ation ›

recording infor ation and con dentia it  re uire ents ›

 res onsi i ities associated ith aintaining training and 

or assess ent infor ation re uire ents
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