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[bookmark: _Toc435015414][bookmark: _Toc435103747][bookmark: _Toc453864159][bookmark: _Toc491336438]Instructions to Assessor
[bookmark: _Toc453864160][bookmark: _Toc491336439]Prior to conducting the assessment
· Read this document in its entirety
· Contextualise the activities, observations/demonstrations and other submitted evidence to ensure it reflects the learner cohort. Check this against the mapping, to ensure it is still valid
· Ensure that workplace (or simulated environment for learners that are not working) is suitable for the parameters of any required task, to ensure the learners will have an appropriate opportunity to demonstrate their skills
· If observations are undertaken on the job/in a simulated environment, discuss the assessment methods with the third party, so that they are aware of what is required of them (e.g. using the Third Party Observations/Demonstrations document), as well as any modifications that may be required in the workplace
· Ensure that the learner is allocated the appropriate time and resources required for the tasks
· If appropriate, determine and agree with the third party an acceptable timeframe for each observation
· Advise the learner prior to conducting observation/assessment:
· what will occur throughout the assessment process
· when the assessment will occur
· the level of competency expected
· Confirm arrangements for the third party to observe the learner in the workplace with the learner and the third party
· Ensure that the third party understands the requirements and instructions regarding the Third Party Observations/Demonstrations
· Never tell the learner how to perform a task or answer a question, as that would render the assessment invalid – the expectation is that the learner should know this prior to commencing the assessment
· Use the checklists and answer guides to assist you with marking, but never show or share them with the learner or the third party.

[bookmark: _Toc453864161][bookmark: _Toc491336440]Selecting a third party
· The third party must be someone in a position to make a valid comment on performance of the learner, e.g. a line manager
· You may use the third party at your discretion, when you feel the learner has not given a satisfactory response for any of the criteria in the unit of competency. Therefore, you may not need third party evidence for all of the performance criteria.
[bookmark: _Toc453864162][bookmark: _Toc491336441]Conducting the assessment
· Establish and oversee the evidence-gathering process to ensure it remains valid, sufficient, authentic, current and flexible
· Advise the learner when to commence the assessment
· Gather supporting documents, where available and appropriate, as evidence to help you make a judgement of the learner’s competency
· Record observations and evidence against the checklist
· Where a checklist point is not observable due to reasons outside the learner’s control, modify the scenario to allow the learner an opportunity to perform the task in question
· Do not interfere with the assessment unless the learner’s actions impose a risk of harm
· If there is an error, record it
· When the assessment is complete, advise the learner and record your comments in the relevant section. You must determine whether they are competent (C) or not yet competent (NYC).
[bookmark: _Toc453864163][bookmark: _Toc491336442]Making the decision on competency
· The learner needs to be deemed satisfactory for all of the criteria in the unit to gain competency
· If you are in doubt of the learner’s competency, gather further evidence to guide your decision. For example, this may include asking supplementary questions or requesting a portfolio of evidence from the learner
· Assess learners on their performance in this unit, not on actions before or after the assessment (unless a portfolio of evidence is required)
· Use the checklists and your professional judgment to determine the final outcome. However, if the learner’s performance in the assessment does not reflect performance during the course, consider undertaking an oral quiz or other supplementary assessment
· If you are marking the learner NYC (Not Yet Competent), ensure you outline why you have made this decision, and provide advice on how the learner can improve skills/knowledge prior to their next attempt.


When using evidence you have gathered on the learner to judge their competency, the following criteria will need to be met (as applicable to the unit of competency):
· All the performance criteria elements have been addressed to the required standard (set out in the unit of competency)
· The knowledge evidence/required knowledge has been demonstrated
· The performance evidence has been practically demonstrated
· The foundation skills/required skills have been practically demonstrated
· The assessment conditions/critical aspects of assessment have been met
· The context and consistency of assessment are addressed to appropriate AQF level
· The learner has been assessed through a range of assessment methods
· The learner has completed all assessments to the levels defined in the assessor workbook (as stated in the Learner Workbook activity answers and summative assessment answers).
[bookmark: _Toc453864164][bookmark: _Toc491336443]After the assessment
· Provide learners with:
· clear and constructive feedback based on the assessment decision
· information on ways of overcoming any identified gaps in competency revealed by the assessment
· the opportunity to discuss the assessment process and outcome 
· information on reassessment and the appeals process
· an opportunity for reassessment, if appropriate
· Regardless of the outcome of the assessment, provide all learners with a copy of the completed checklist, ensuring the comments section is completed. 
· Where the learner’s performance is deemed not yet competent, provide detailed feedback on the criteria they need to improve upon, if requested
· Record and report the outcome of assessment for each learner.

[bookmark: _Toc415147200][bookmark: _Toc453864165][bookmark: _Toc491336444]Observation/demonstration
Throughout this unit, the learners will be expected to show their competency of the elements through observations or demonstrations. As trainer/assessor, you will compile a list of demonstrations that you recognise the learners will need to complete, or tasks to be observed. Any required observations and demonstrations will need to be completed, as well as the activities found in the Learner Workbook. 
An explanation of observations and demonstrations:
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers.
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise.
You will need to inform each learner which one of the above they will be required to do. The observation/demonstration will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. As trainer/assessor, you will ensure each learner is provided with the correct equipment and/or materials to complete the task. Learners should also be informed on how long they have to complete the task.
Learners should be able to demonstrate the skills, knowledge and performance criteria required for competency in this unit, as seen in the Learner Guide.


[bookmark: _Toc453864166][bookmark: _Toc491336445]Reasonable adjustments
Where learners are unable to complete the tasks in the methods specified due to situations beyond your/their control, you will need to make reasonable adjustments.
These will be dependent on the specific needs of the learners.
While learner needs will vary on an individual basis, examples are given below:
Learner workbook written answers
If the student is unable to write (e.g. due to a disability or injury), you may ask them questions verbally and record their responses on an audio device.
Also, you have the option of asking supplementary questions to confirm their competency in a given criteria, if necessary.
Skills activity
If the learner is unable to demonstrate their skills at the time of your presence, for whatever reason, they could provide a video demonstration to the assessor, or obtain third party evidence of them demonstrating the skills in question.
Knowledge activity
If the learner is unable to verbally answer questions, for whatever reason, they could provide written answers to the questions, or provide an audio recording of their answer at a later date.
Performance activity
If the learner is unable to perform the required practical tasks at the time of asking, for whatever reason, they may provide video evidence at a later date, or complete the task in a simulated environment, with evidence given by the designated third party, if required.




[bookmark: _Toc453864167][bookmark: _Toc491336446]Additional Evidence
In addition to the assessments provided in this unit, learners may also display competence through additional evidence. 
This may include, but is not limited to:
· Workplace evidence
· Portfolios
· Existing qualifications
· Workplace documents
· Case studies
· Research
· Reports.
This additional evidence may be submitted by the learner or their third party, but should be subject to validation by the assessor.


[bookmark: _Toc453864168][bookmark: _Toc491336447]Learner Workbook Activity answers
Complete the following activities individually or in a group (as applicable to the specific activity and the assessment environment).

Where applicable, a signed observation by either an approved third party or the assessor will need to be included in these activities as proof of completion.

[bookmark: _Toc417900416][bookmark: _Toc453864171][bookmark: _Toc491336448]Activity 1A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify organisational requirements relating to style, presentation and storage of documents prior to commencing the task.

	Activity
	Individually, in pairs or groups, answer the following questions:

1. Identify the two styles of note taking and in 100 words briefly summarise their application. 

2. How can you prepare your presentation before note taking?

3. How should you store confidential notes?

1. The two styles of note taking are:

· Informal note taking may only require the learner to summarise the main points or take notes of selective information.
· Formal note taking may require the learner to write down comprehensive details which may contain confidential information. In this instance, the learner should be professional and retain the required confidentiality.

2. Check with your manager/contact on requirements as they may know the structure needed.

You may be able to write down headings or topics in advance.

3. To store confidential notes, you should:

· Store paper copies of notes in a locked location such as a drawer or file cabinet and keep the key in a secure place
· Store electronic file copies in a folder with restricted access on the organisation’s computer system.
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[bookmark: _Toc491336449]Activity 2A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to produce text from notes to the required degree of accuracy and to reflect the meaning intended by the author/speaker.

	Activity
	1. List 4 items that producing text from notes to the required degree of accuracy will include.

2. In 200 words outline what you will need to do to ensure your notes are transcribed accurately.

1. Producing text from notes will include:

· Correct grammar
· Correct spelling
· Correct use of technical vocabulary 
· Intended meaning.

2. To ensure that their notes are transcribed correctly the learner will need to prepare a final text document that is saved into the required file format of their organisation. After you have transcribed your notes, you will need to perform a further spelling and grammar check. Once you have finished these steps, you will need to check your final document with the relevant person in your organisation.





[bookmark: _Toc417900423][bookmark: _Toc491336450]
Activity 3A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to self-check final text for accuracy and grammar, and ensure syntax is appropriate for the intended purpose and audience of the text.

	Activity
	1. List the elements that you are looking for when you proofread your transcribed text.
	
2. In 150 words summarise the need to check your transcribed notes for syntax.

3. In a simulated working environment check one transcribed document for accuracy and legibility. You should note down any changes you make in your workbook.

1. Elements you need to look for when proofreading are:

· Spelling 
· Grammar 
· Syntax/badly constructed sentences
· Meaning
· Text is correct for intended audience.

2. During the note taking process, it is common for a learner to cut down on words to increase the speed of note-taking. This can lead to incomplete sentences and statements, which in hindsight may not make sense. By checking notes for syntax, you can ensure that any of these issues can be picked up and corrected.

3. The learner should check one transcribed document for accuracy and legibility. If they find any issues or change anything within the document, they should record it in their workbook. 
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[bookmark: _Toc491336452]Section A: Skills Activity
Objective: To provide you with an opportunity to show you have the required skills for this unit.

A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

This activity will enable you to demonstrate the following skills:
Reading:
· Interprets textual information to establish job requirements
· Proofreads own work to ensure language elements meet audience and organisational expectations.
Writing:
· Prepares a range of texts using appropriate language and structure to communicate relevant information effectively
· Edits and corrects own work to ensure accuracy and consistency.
Oral Communication:
· Uses listening skills to confirm understanding of requirements
· Participates in verbal exchanges using appropriate tone and language.
Numeracy:
· Uses basic arithmetic to ensure work is completed according to workplace deadlines.
Navigate the world of work:
· Takes some personal responsibility for adherence to organisational procedures and protocols.
Get the work done:
· Plans a range of routine tasks accepting goals and aiming to achieve them according to predetermined deadlines
· Takes responsibility for routine low-impact decisions within familiar situations
· Uses familiar digital systems and tools to access, organise and display information.

Answer the activity in as much detail as possible, considering your organisational requirements.

1. In a simulated working environment access your organisation’s handbook or relevant document to establish job requirements.

In 200 words outline your job requirements and proofread your work to ensure language elements meet audience and organisational expectations. Attach the document to your workbook upon completion.

2. In a simulated working environment complete texts relevant to your work role with relevant language and structure. You should then edit and correct this work where necessary. Attach all documents to your workbook. This activity must be observed and a signed observation provided as evidence of completion.

3. Using a face-to-face discussion, confirm work requirements with your supervisor or other relevant staff member. During this discussion, you should use appropriate tone and language. This activity must be observed and a signed observation provided as evidence of completion.

4. In a simulated working environment, select a task and confirm the deadline for its completion. Complete this task within its deadline. This activity must be observed and a signed observation provided as evidence of completion.

5. In 250 words outline organisational procedures and protocols that relate directly to your work role. 

6. Using a spreadsheet or equivalent document plan a day of routine work tasks. Attach the completed document to your workbook.

You must:

· Include goals of the tasks and pre-determined deadlines in the document
· Take responsibility for routine decisions
· Use familiar digital systems and tools to plan the tasks.

1. The learner must access their organisation’s handbook or equivalent document and establish their job requirements. With this information the learner must outline their job requirements in 200 words, recording the information using appropriate language and formatting. After the learner has documented their job requirements, they must proofread their work to ensure all language elements meet audience and organisational expectations. The learner must attach this document to their workbook upon completion. 

2. The learner must complete texts relevant to their daily work role, using correct language and structure. The learner must also edit where necessary any items that have been corrected and clearly show this process in their workbook. This work must display and communicate all relevant information effectively. The learner must ensure that all relevant documents are attached to their workbook upon completion. 

3. The learner must discuss their work requirements in a face-to-face capacity with their supervisor or other relevant member of staff. The learner must display an appropriate tone and language throughout this discussion and show they have understood the information being given to them through acknowledgement. 

4. The learner must access information to confirm the deadline for a task; this can be done through digital means or by a discussion with a staff member. After the learner has obtained deadline information, they must then complete the task within the discussed timeline.

5. The learner must outline organisational procedures and protocols that relate directly to their work role in 250 words. They should briefly summarise how they relate to their work role or how they interact with the procedures or protocols on a daily basis. Answers will vary depending on the learner. 

6. The learner must use a spreadsheet or equivalent document to plan one day of routine work tasks. For each task on the spreadsheet, the learner must include a time or date for the completion of the task and a note to specify pre-determined goals for the task. The learner must use familiar digital systems that they would utilise on a daily basis and take responsibility for routine decisions on timing and placement of each task in their workday. This document should be attached to the learner’s workbook upon completion. 




[bookmark: _Toc491336453]Section B: Knowledge Activity (Q & A)
Objective: To provide you with an opportunity to show you have the required knowledge for this unit.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Describe methods and techniques for taking notes from oral sources and written sources
· Describe organisational requirements for production of documents
· Describe the requirements of an organisational style guide.

Answer each question in as much detail as possible, considering your organisational requirements for each one.

All answers will vary depending on the learner and the organisation they work for, but the learner should be able to answer each question competently.

1. In 250 words describe one method or technique for taking notes from oral sources and one method or technique for taking notes from written sources.

2. In 300 words describe your organisation’s requirements for the production of documents.

You must include:

· Style
· Presentation 
· Storage of documents
· Relevant confidentiality requirements.

1. List 5 organisational requirements of a style guide and briefly describe how they are implemented in your organisation underneath each item.

1. For example:

· Oral sources
Shorthand is a good method to use when you need to take a lot of notes or if there are several speakers that may interject throughout the discussions. If you do not know shorthand and there is time to plan ahead before taking your notes, you may be able to learn some or all of this.

· Written sources
The learner could use writing or typing notes in full. If the notes are to be short or are a summary of the account, this method will be most straightforward and is easy to use. If using a keyboard/tablet to type, you may find this is quicker that hand writing your notes. This will ensure an accurate depiction of the written source material in notes.

2. The learner must describe their organisation’s requirements for the production of documents. As all organisations are different answers will vary. The learner must include their organisation’s requirements for document style which will encompass such things whether a particular document is in the formal or informal style of note taking. They should also describe their organisation’s requirements for presentation of the document. This will help the learner structure their notes and use such things as section headings and topics which are discussed in advance. The learner should also identify how the final copies of the document should be presented, using either printed copies or electronic file copies. The organisational requirement for the storage of documents should also be described. This will require the learner to show how they would store documents securely and appropriately, enabling them to locate them easily in the future. Relevant confidentiality requirements should also be described, and how the organisation adheres to the Privacy Act of 1988.

3. Organisational requirements of a style guide include:

· Company colour scheme
· Company logo
· Consistent corporate image 
· Content restrictions
· Established guidelines and procedures for document production
· House styles
· Observing copyright legislation 
· Organisation name, time, date, document title, filename, etc. In header/footer
· Templates.

For example:

· Company colour scheme
Blue and red.

· Company logo
The company logo is a shield with the colours of red and blue displayed upon it.

· Consistent corporate image
The company maintains a consistent corporate image by using the same colour scheme in each document, with letterheads which include the company logo.








[bookmark: _Toc491336454]Section C: Performance Activity
Objective: To provide you with an opportunity to demonstrate the required performance elements for this unit.

A signed observation by either an approved third party or the assessor will need to be included in this activity as proof of completion.

This activity will enable you to demonstrate the following performance evidence:
· Take accurate notes from oral and printed sources according to task requirements
· Produce accurate texts from notes that meet workplace requirements and predetermined timelines.
Answer the activity in as much detail as possible, considering your organisational requirements.

All activity answers will vary depending on the learner and the organisation they work for, but the learner should be able to demonstrate their competency in the unit requirements.

1. Take accurate notes from one oral source and one printed source. 

You must:

· Identify task requirements before taking notes
· Proofread notes to ensure accuracy.

2. Produce accurate texts from notes collected on oral and printed sources.

You must:

· Meet workplace requirements
· Meet predetermined timelines
· Ensure accuracy through checks.

1. The learner must first identify all task requirements to ensure the notes they are taking are carried out in line with organisational requirements and protocols. This will ensure that their notes are taken in the correct style, and are presented in the correct way. The learner must take two sets of accurate notes, one set from an oral source, such as a meeting or a dictation. The second should be from a printed source such as a document. After the learner has finished taking their notes, they should proofread them carefully to ensure that they are accurate and that any terminology is correct. They must also ensure that that the meaning of the notes carries over from the meaning of the original oral or written source. 

2. The learner must produce accurate texts from notes collected on both the oral and printed sources. To ensure the accuracy of these documents the learner should make sure that the correct grammar, spelling, and use of technical vocabulary are all met. All workplace requirements must be met; these requirements will have been identified within the task requirements before the learner has taken the original notes. The learner’s accurate texts must be produced to predetermined timelines that will have been agreed upon with their supervisor before commencing the task. The learner should self-check the final document to ensure that the syntax of their notes is appropriate and reads well. They should also check for accuracy and legibility one final time before submitting the final document.
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