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CEG Leadership & Management Program
Introduction to this Manual
This manual contains extracts from the CEG Training Partnerships controlled document
governing the assessment practices under the nationally accredited qualifications for
Certificate IV in Leadership & Management.
The Training Manager of CEG – Training Partnerships is the responsible person for all
matters associated with assessment practices against this qualification. The original
manual and its contents are subject to audit from time to time through an internal auditing
process. The extracts in this manual are to be considered an uncontrolled copy although
the information and instructions are obtained directly from the controlled copy to ensure
that requirements are maintained and met.
The assessment practices and procedures as outlined within this manual comply with the
requirements of the Australian Qualification Training Framework (AQTF) and the
National VET Regulator Act 2011 (NVR). In the event that inconsistency arises in the
conduct of any assessment, the governing rules of the NVR – Standards for Initial
Registration (SNR 4) and Standards for Continuing Registration (SNR 15) shall prevail.

Compliance with the Australian Quality Training Framework (AQTF)
Registered Training Organisations throughout Australia are required to apply a quality
system and associated processes with the delivery of nationally accredited training and as
such must develop and use quality systems as they relate to learning and assessment
strategies.
In undertaking training delivery and assessment activities the Standards under the
National VET Regulator Act 2011 are the control criteria to which compliance must be
given. The specific standards associated with assessment to which this manual relates are:


SNR 4.2: Strategies for training and assessment meet the requirements of
the relevant Training Package and are developed in consultation with
industry stakeholders.



SNR 4.3: Assessment materials used by the RTO are consistent with the
requirements of the Training Package



SNR 4.4: Assessment is conducted by assessors who are appropriately
qualified.
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SNR 4.5: Assessment, including RPL meets the requirements of the
relevant Training Package and is conducted in accordance with the
principles of assessment and the rules of evidence and meets workplace
and, where relevant, regulatory requirements.

Background to the assessment processes being used
Within Australia the corporate business sector has placed demands on educational
institutions to ensure that individuals employed to perform a defined range of tasks are
capable of doing so from the instance they enter employment and then to further a range of
higher level skills appropriate to their work role and/or environment. This approach has
seen the emergence of needs whereby traditional learning formats that is, the development
of knowledge within the educational setting followed by conversion to practice and skill
upon entry into the workforce is no longer affordable.
Industry is demanding that individuals holding a range of qualifications not only provide
testimony of their achievements but also present evidence of ability to apply required
practices in the workplace immediately on entry. Based on this demand the adult
education industry and upper high school sector have embraced a competency based
training and assessment model that provides for:




attainment of information and knowledge within a learning context;
opportunity to practice new learning and the conversion from knowledge to skill;
and finally
recognition of skill through participation in competency assessments.

Industry is demanding the provision of competent employees and the message to
educational providers is to develop a competency based training and assessment system
whereby skilled employees are provided to industry.
Let’s briefly have a look at the overall picture of a “competency-based system”. Within
industry today, all activities are identified by what is referred to as “competency
standards”. Such standards specify the required knowledge and skills of individuals and
the application of the knowledge and skill to a standard required in the workplace. With
such standards specified, it provides for effective learning and teaching strategies to be
employed, after which a person can be fairly assessed.
“Assessment” is the process of collecting evidence and making judgment on the nature
and extent of progress towards the performance of requirements set out in a standard and,
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at the appropriate point, making the judgment as to whether competency had been
achieved.

“Competency” focuses on what is expected of an employee in the workplace rather than on
the learning process and embodies the ability to transfer and apply skills and knowledge to
new situations and environments. Competency is a broad concept that includes all aspects
of work performance and not only narrow task skills.

“Competency-based assessment” is assessment, based on the competency standards that
people aim to achieve. It does not preclude gaining assurance that people have developed
the background knowledge and understanding. Competency-based assessment measures
knowledge and skill and the application of them in the workplace, against formal
documented standards.

“Competency standards” set out the competencies (knowledge and skill) required for
effective job performance. These standards are defined and agreed to by industry.
This manual focuses on the achievement of individuals within three distinct areas, namely:


Skills Recognition otherwise referred to as Recognition of Prior Learning (RPL) or
Recognition of Current Competency (RCC);



Summative Assessment undertaken after the delivery of a learning set to ensure
that the learner has captured the knowledge and developed appropriate skills
associated with the unit of learning (formerly referred to as modules of learning);



Holistic or integrated assessment undertaken when a learner has had the
opportunity to practice new skills and knowledge delivered in the learning phase
and integrated those new skills into the collective set of skills required to perform a
range of tasks within the workplace.

The flowchart that follows identifies the process of each form of assessment. The
documents that follow provide a system of assessment for each of the above three
approaches which includes assessment processes, templates, documents and recording
instruments.
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Assessment options for achiev ement of Competence

Is the applicant
requesting RPL/RCC?

No

Yes

Is the applicant
requesting
Summative Assessment?

1. Does the applicant
hold sufficient
experience to lodge
application?

No

Inform applicant of
your decision and
assist in directing
learning pathway.

No

Is the applicant
requesting
Integrated Assessment
of Competency
for a qualification?

Yes

1. Issue applicant with
appropriate assessment
task and appropriate
instructions.

Yes

Yes
No

2. Is applicant ready
for assessment?

2. Provide applicant
with RPL/RCC
application and
explain process.

4. Conduct assessment
against appropriate
checklist and process.

No
3. Application returned
within prescribed
time-lines?

No

3. Inform applicant
of failure to undertake
assessment and to
reapply when ready.

No

6. Does applicant
wish to undertake
further
assessments
to achieve
competence?

5. Assess application

No

8. Return application
to applicant and inform
of additional information
required and time-lines
to resubmit
Repeat steps 3 - 7
as frequently as
required to give
applicant opportunity
to provide evidence.

6. Has applicant
provided sufficient
evidence of
experience to support
application?

No

No

7. Can the applicant
find additional
information to
support application?

7. Complete
documents
and forward
for issue of
Statement of
Attainment.

2. Discuss with applicant
the range of Integrated
Assessments to
be undertaken.

3. Appoint Assessor
to conduct Integrated
Assessments.

4. Conduct Integrated
assessment(s).

Yes

Repeat steps 4 - 6 as
often as required
to give applicant
opportunity to achieve
competence.

Yes

Yes

Yes

Complete
documentation
and file.

Complete
documentation
and file.

Inform applicant of
your decision and
assist in directing
learning pathway.

5. Did the applicant
show competence
against the
assessment task?

Yes

4. Inform applicant
of lapsed time-line
and to reapply
if wishes.

1. Has the applicant
successfully completed
all Summative
Asessments?

Yes

9. Complete
documents
and forward
for issue of
Statement of
Attainment.

No

5. Inform applicant of
assessment results?

Was the applicant
successful in all
Integrated assessments?

No

Does applicant wish
to lodge a further
application?

Complete
documentation
and file.

Yes

Yes

Repeat steps 2 - 5 as
often as required to give
applicant opportunity to
achieve competence.

6. Complete documents
and forward for issue
of Qualification.

Yes
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Introduction to Skills Recognition
Skills Recognition (SR) also known as Recognition of Prior Learning (RPL) and Recognition
of Current Competency (RCC) are processes that have been developed to enable a potential
learner to identify what they already know about the course or qualification they would
like to attain.
In many instances through attendance at training programs, workplace experiences or
simply learning from others outside of a formal learning environment provide the
individual with the opportunity to learn work related skills. In years gone by
acknowledgement of such learning practices were ignored and the individual still had to
attend classes to learn what they already know how to do. Today within a competency
based training and assessment system, it matters little how a person develops skills and
underpinning knowledge, the critical issue is whether the person can perform required
tasks to the standard expected by the employer.
It is extremely important to accept where a person applies for skills recognition that the
responsibility to prove competency (their ability) against the units within the Certificate IV
in Leadership & Management rests with the you, the individual, and the assessors role is
to look at the evidence provided and from there determine whether or not the person is
competent in one or more units applied for.
Please accept that competency can only be given for a whole unit and not parts thereof.
The flow chart identifies a number of steps to skills recognition and the information that
follows explains each step and identifies the documents and documentation to be provided
to the applicant and used by the assessor throughout the process.
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Is the applicant
requesting RPL/RCC?

Yes

1. Does the applicant
hold sufficient
experience to lodge
application?

No

Inform applicant of
your decision and
assist in directing
learning pathw ay.

See Notes: A1

Yes

2. Provide applicant
w ith RPL/RCC
application and
explain process.

See Notes: A2

3. Application returned
w ithin prescribed
time-lines?

No

Yes

4. Inform applicant
of lapsed time-line
and to reapply
if w ishes.

5. Assess application
Complete
documentation
and file.

Inform applicant of
your decision and
assist in directing
learning pathw ay.

No

8. Return application
to applicant and inform
of additional information
required and time-lines
to resubmit

See Notes: A3

6. Has applicant
provided sufficient
evidence of
experience to support
application?

No

Yes

7. Can the applicant
find additional
information to
support application?

9. Complete
documents
and forw ard
for issue of
Statement of
Attainment.

See Notes: A4

Yes

Repeat steps 3 - 7
as frequently as
required to give
applicant opportunity
to provide evidence.
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Notes:
A1:

Where you indicate that you would like to attempt Skills Recognition against any
unit within the scope of CEG – Training Partnerships you will first receive
information regarding the Recognition process (information contained in this
manual you are now reading) and be asked a series of questions (see Appendix A) to
ascertain if you have existing and current skills and underpinning knowledge,
whereby an application for skills recognition is likely to be successful.
Acceptable evidence will focus on issues associated with the content of this
certificate to ascertain if you have an extensive background against the unit
theme(s).
Where an assessor considers you have a depth of experience, the assessor will allow
you to apply for skills recognition applicable within the qualification.
You will be directed to a Skills Recognition application (see Appendix B) and advised
to read through the application, indicate the range of units for which skills
recognition is sought, sign and date the application and hand it back to your
assessor for formal registration of the Skills Recognition application. It is at this
point that fees associated with the application should be identified / charged (where
applicable).

A2:

Following the interview and where your assessor is of the opinion that you are
likely to be successful in whole or in part for skills recognition, you should complete
the skill recognition self-assessment application (see Performance Criteria
Requirements – Pages 16 - 30).
A timeline of no greater than 3 months shall be set in regard to submitting the
application for skills recognition from being given access to the course.

A3:

When the applicant returns the skills recognition document suitably completed, a
desk top assessment will be made to ascertain if sufficient information has been
provided and the following outcomes can be decided:
a. Sufficient evidence was produced and skills recognition is granted.
b. Insufficient evidence has been provided. The application is returned requesting
specific evidence be provided.
c. Not enough evidence was provided and your assessor would like to interview you
(the applicant) to further assess the application.
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d. Insufficient evidence was produced and skills recognition is not granted.
An ‘Advice of skill recognition application’ report form should be completed and
forwarded to the applicant (see Appendix D). An Assessor Report is to be
completed in which recommendations are to be documented (see Appendix E).

A4:

Where the applicant has been found wanting in the discovery of evidence and skills
recognition is not granted the following options are available:
a. Assist the applicant in the discovery of additional information.
b. Inform the applicant of the outcome of your assessment and advise them of their
right to appeal.
c. Grant skills recognition for one of more units.
In all circumstances where a skills recognition process is conducted all files are to be
completed and forwarded to the Training Manager for appropriate action, issuance
of qualification and/or statement of attainment (if approved).
Whether the applicant is or is not granted skills recognition the complete file must
contain:


Skills Recognition application – appendix B



Skill Recognition Self-Assessment – appendix C



Advice of skill recognition application – appendix D



Completed Assessor report – appendix E
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Appendix A

The questions that follow are primary questions and will be supplemented with secondary
questions to seek clarification and validity of responses to these primary questions.
The questions listed hereunder are not exclusive and further questions based on the
information gathered throughout the interview may be asked.

Question:

You have applied for skills recognition for the Certificate IV in Leadership &
Management. Briefly describe your experience in working within business
and summarise the skills you believe you have developed?

Question:

Describe your role within your work environment in applying your skills in
business?
[Purpose of the question is to verify your experiences against the Australian
Qualification Framework - Certificate IV descriptor. See Appendix A1 for copy
of Australian Qualification Framework Descriptor].

Question:

Describe the range of tools and materials you have used in applying your
skills and knowledge in management.

Question:

Describe a range of experiences you have had in applying your skills within a
variety of environments where you have had to use your judgement in
adapting, applying and modifying your skills to achieve a required outcome?

Question:

This qualification requires that you have the skill to be able to play a
principle part in working within a group. Describe your experiences where
you have had to work in a group and how you made a positive contribution to
this group
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Appendix A1

Australian Qualification Framework Descriptors
The AQF descriptors differentiate the characteristics of work functions from low to high
levels according to:





the level of discretion, autonomy and freedom to act, which increases and broadens
and the span of activity, which widens.
the contingencies which must be addressed, the complexity of work and the extent of
judgments made about the work, which increase and broaden.
the increase in complexity, depth and/or breadth of the knowledge base required to
be applied.
the expansion of responsibility and accountability for the outcomes of work and for
the work of others, including co-ordination, supervision and management functions.

The following AQF descriptor outlines features that distinguish this certificate from others:
Certificate IV
Breadth, depth and complexity of knowledge and competencies would cover a broad range
of varied activities or application in a wider variety of contexts, most of which are complex
and non-routine. Leadership and guidance are involved when organising activities of self
and others, as well as contributing to technical solutions of a non-routine or contingency
nature.
Performance of a broad range of skilled applications including requirements to evaluate
and analyse current practices, develop new criteria and procedure for performing current
practices and provision of some leadership and guidance to others in the application and
planning of the skills.
Applications involving responsibility for, and limited organisation of others.
The degree of emphasis on breadth as against depth of knowledge and skills may vary
between qualifications granted at this level.
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Appendix B:

APPLICATION FOR SKILLS RECOGNITION
(RPL / RCC)

NAME:
ADDRESS:
Telephone:

Home ____________________ Work: _________________________________________
Mobile: ___________________ Email: _________________________________________

To the Training Manager
I believe that I have the required knowledge and skills in the units contained within the Certificate IV in Leadership &
Management and wish to apply for recognition of prior learning in the following units:
Units of
Competency

Code

Title

Nom.
Hours

Tick ()
units
applying for

CORE UNITS
BSBLDR401

Communicate effectively as a workplace
leader

40

BSBLDR402

Lead effective workplace relationships

50

BSBLDR403

Lead Team Effectiveness

50

BSBMGT402

Implement operational Plan

40

ELECTIVE UNITS
BSBLDR404
Lead a diverse workplace

50

BSBLED401

Develop teams and individuals

40

BSBMGT401

Show leadership in the workplace

50

BSBPMG522

Undertake project work

60

BSBRSK401

Identify risk and apply risk management
processes

50
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Units of
Competency

Code

Nom.

Title

Hours

ELECTIVE UNITS
BSBSUS401
Implement & monitor environmentally
sustainable work practices

Tick ()
units
applying for

40

BSBWOR404

Develop work priorities

40

BSBWHS401

Implement & monitor WHS policies,
procedures and programs to meet legislative
requirements

50

Please Note:

To secure the qualification Certificate IV in Leadership & Management, these 12 units must be complete.

Signed:

Date:

/

/

.

Name:
(Please print name)

Note:

On submission of this application a Skills Recognition document will be forwarded to you that fully explains
the process of conducting a self-assessment and the evidence you will be required to gather and produce to
enable your application to be assessed.
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Claim for Skills Recognition (Part A)
The Certificate IV in Leadership & Management provides for the essential knowledge, skill
and attributes required of persons employed in Industry. To secure the qualification the
required 12 units must be completed.
Each unit (module) identifies a range of elements of competency and each element of
competency identifies a range of performance criteria, that is, the pre-requisite knowledge
and skills of a practitioner in business and management.
The following pages identify each unit (module), its composite elements of competency and
range of performance criteria.
To ascertain if you have the ability to operate as an efficient practitioner to the standard
required, read each assessment criteria and if you believe you can perform each task place
a tick () in the adjacent box.
If you ticked all the boxes within a unit (that is all of the elements), then you have
indicated that you believe that you are able to operate as an efficient practitioner to the
Certificate IV in Leadership & Management standard for that unit of competency.
If you ticked each box within any one Unit (module), then you should apply for skills
recognition (RPL/RCC) by completing the relevant sections and prepare the evidence you
have to support your claims for evaluation.
If you did not tick each box within any one Unit (module), then it is unlikely that
you will be successful in your application for skills recognition, therefore it will not be
necessary for you to complete anything further for that Module.
Any claim that you make for skills recognition (RPL/RCC) may need to be verified at an
interview with the Assessor. Should an interview be necessary, a time and place will be
negotiated with you.
Now that you have read this page, please move on to the following pages and complete the
process as stated above.
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Unit:

BSBLDR401 Communicate effectively as a workplace leader

Read the Performance Criteria listed within each Element and if you believe you have the skill and
underpinning knowledge to do what is asked then place a tick () alongside the Element.
Tick ()

E1
Performance
Criteria

Identify context for communication
1.1 Identify reason and context for communication
1.2 Identify persons relevant to the communication context
1.3 Clarify specific environment and personnel factors that may impact on the success of the
communication
1.4 Identify and clearly understand the desired outcome of the communication
1.5 Evaluate available methods of communication against their suitability for the specific
communication requirements
1.6 Identify potential barriers to effective communication and develop solutions to minimise
impact
1.7 Incorporate relevant business policies, procedures, regulations and legislation into
communication processes

E2
Performance
Criteria

Clarify message and engage in communication
2.1 Undertake communication using media and format relevant to the context
2.2 Incorporate respectful and positive approaches to communications
2.3 Employ two-way processes to ensure receipt and acknowledgement of message
2.4 Seek feedback on communication processes from all parties
2.5 Provide opportunities to clarify and confirm understanding

E3
Performance
Criteria

Take follow-up actions
3.1 Maintain record of the communication process and outcomes in line with enterprise policy
and procedures
3.2 Identify follow up actions and communicate to relevant persons
3.3 Identify and incorporate opportunities to improve leadership communication processes
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Unit:

BSBLDR402 Lead effective workplace relationships

Read the Performance Criteria listed within each Element and if you believe you have the skill and
underpinning knowledge to do what is asked then place a tick () alongside the Element.
Tick ()

E1
Performance
Criteria

Collect, analyse and communicate information and ideas
1.1 Collect relevant information from appropriate sources and analyse and share with the
work team to improve work performance
1.2 Communicate ideas and information in a manner which is appropriate and sensitive to the
cultural and social diversity of the audience and any specific needs
1.3 Lead consultation processes to encourage employees to contribute to issues related to
their work, and promptly relay feedback to the work team in regard to outcomes
1.4 Seek and value contributions from internal and external sources in developing and
refining new ideas and approaches
1.5 Implement processes to ensure that issues raised are resolved promptly or referred to
relevant personnel as required

E2
Performance
Criteria

Develop trust and confidence as leader
2.1 Treat all internal and external contacts with integrity, respect and empathy
2.2 Use the organisation's social, ethical and business standards to develop and maintain
effective relationships
2.3 Gain and maintain the trust and confidence of colleagues, customers and suppliers
through competent performance
2.4 Adjust interpersonal styles and methods to meet organisation's social and cultural
environment
2.5 Lead and encourage other members of the work team to follow examples set according
to organisation's policies and procedures

E3
Performance
Criteria

Develop and maintain networks and relationships
3.1 Use networks to identify and build relationships
3.2 Use networks and other work relationships to provide identifiable benefits for the team
and organisation
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Tick ()

E4
Performance
Criteria

Manage difficulties into positive outcomes
4.1 Identify and analyse difficulties and take action to rectify the situation within the
requirements of the organisation and relevant legislation
4.2 Guide and support colleagues to resolve work difficulties
4.3 Regularly review and improve workplace outcomes in consultation with relevant
personnel
4.4 Manage poor work performance within the organisation's processes
4.5 Manage conflict constructively within the organisation's processes

P a g e | 19
Doc No.: TR-LM-CEG-210
Approved: Yes
Uncontrolled when printed
© CEG-Training Partnerships
Version No. 1
Version Date: 05/04/2016
Review Date: 05/04/2017
File location: I:\CEG - Training Partnerships\Training Resources\CEG Leadership & Management Online \Assessments\Course RPL Assessment
Manual.doc

CEG Leadership & Management Program
Unit:

BSBLDR403 Lead team effectiveness

Read the Performance Criteria listed within each Element and if you believe you have the skill and
underpinning knowledge to do what is asked then place a tick () alongside the Element.
Tick ()

E1
Performance
Criteria

Plan to achieve team outcomes
1.1 Lead the team to identify, establish and document team purpose, roles, responsibilities,
goals, plans and objectives in consultation with team members
1.2 Engage team members to incorporate innovation and productivity measures in work
plans
1.3 Lead and support team members in meeting expected outcomes

E2
Performance
Criteria

Lead team to develop cohesion
2.1 Provide opportunities for input of team members into planning, decision making and
operational aspects of work team
2.2 Encourage and support team members to take responsibility for own work and to assist
each other in undertaking required roles and responsibilities
2.3 Provide feedback to team members to encourage, value and reward individual and team
efforts and contributions
2.4 Recognise and address issues, concerns and problems identified by team members or
refer to relevant persons as required
2.5 Model expected behaviours and approaches

E3
Performance
Criteria

Participate in and facilitate work team
3.1 Actively encourage team members to participate in and take responsibility for team
activities and communication processes
3.2 Give the team support to identify and resolve problems which impede its performance
3.3 Ensure own contribution to work team serves as a role model for others and enhances
the organisation’s image within the work team, the organisation and with
clients/customers
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Tick ()

E4
Performance
Criteria

Liaise with management
4.1 Maintain open communication with line manager/management at all times
4.2 Communicate information from line manager/management to the team
4.3 Communicate unresolved issues, concerns and problems raised by the team / team
members to line manager/management and ensure follow-up action is taken
4.4 Communicate unresolved issues, concerns and problems related to the team / team
members raised by line managers/management to the team and ensure follow-up to
action is taken
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Unit:

BSBMGT402 Implement operational plan

Read the Performance Criteria listed within each Element and if you believe you have the skill and
underpinning knowledge to do what is asked then place a tick () alongside the Element.
Tick ()

E1
Performance
Criteria

Implement operational plan
1.1 Collate, analyse and organise details of resource requirements in consultation with
relevant personnel, colleagues and specialist resource managers
1.2 Provide information about the organisation’s WHS policies, procedures and programs,
and ensure it is readily accessible to and understandable by the work team
1.3 Identify and use key performance indicators (KPIs) to monitor operational performance
1.4 Undertake contingency planning and consultation processes
1.5 Provide assistance in the development and presentation of proposals for resource
requirements in line with operational planning processes

E2
Performance
Criteria

E3
Performance
Criteria

Implement resource acquisition
2.1 Recruit and induct employees within organisation's policies, practices and procedures
2.2 Implement plans for acquisition of physical resources and services within organisation’s
policies, practices and procedures and in consultation with relevant personnel

Monitor operational performance
3.1 Monitor performance systems and processes to assess progress in achieving
profit/productivity plans and targets
3.2 Analyse and use budget and actual financial information to monitor profit/productivity
performance
3.3 Identify unsatisfactory performance and take prompt action to rectify the situation
according to organisational policies
3.4 Provide mentoring, coaching and supervision to support individuals and teams to use
resources effectively, economically and safely
3.5 Present recommendations for variation to operational plans to the designated
persons/groups and gain approval
3.6 Implement systems, procedures and records associated with performance in accordance
with organisation's requirements
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Unit:

BSBLDR404 Lead a diverse workplace

Read the Performance Criteria listed within each Element and if you believe you have the skill and
underpinning knowledge to do what is asked then place a tick () alongside the Element.
Tick ()

E1
Performance
Criteria

Identify the dimensions of workforce diversity
1.1 Establish the nature of diversity in the business context
1.2 Qualify and quantify the source of workforce diversity
1.3 Identify the benefits provided to the business through the diverse workforce
1.4 Recognise legislation, regulation and enterprise policy and procedure that impacts on
workplace diversity
1.5 Identify opportunities and barriers to inclusive engagement

E2
Performance
Criteria

Factor diversity into team plans and operations
2.1 Develop and review work plans in line with the diversity context
2.2 Incorporate the positive contribution of diverse workforce members into work plans
2.3 Adjust plans and operations to align with relevant legislation and policy and procedure
2.4 Design processes to incorporate and maximise the benefits of diversity

E3
Performance
Criteria

Engage with a diverse workforce
3.1 Apply communication processes, behaviours and language in line with diversity context
3.2 Recognise and adapt for own bias and assumptions
3.3 Practise inclusive behaviours
3.4 Recognise and apply actions to ensure cultural competency
3.5 Incorporate and apply diversity tools and techniques to operations

E4
Performance
Criteria

Support and encourage diverse workforce members
4.1 Provide workplace support and access to enabling services
4.2 Encourage, review and provide feedback to the workforce on a continuous basis
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Unit:

BSBLED401 Develop teams and individuals

Read the Performance Criteria listed within each Element and if you believe you have the skill and
underpinning knowledge to do what is asked then place a tick () alongside the Element.
Tick ()

E1
Performance
Criteria

Determine development needs
1.1 Systematically identify and implement learning and development needs in line with
organisational requirements
1.2 Ensure that a learning plan to meet individual and group training and development needs
is collaboratively developed, agreed to and implemented
1.3 Encourage individuals to self-evaluate performance and identify areas of improvement
1.4 Collect feedback on performance of team members from relevant sources and compare
with established team learning needs

E2
Performance
Criteria

Develop individuals and teams
2.1 Identify learning and development program goals and objectives, ensuring a match to the
specific knowledge and skill requirements standards relevant to the industry
2.2 Ensure that learning delivery methods are appropriate to the learning goals , the learning
style of participants, and availability of equipment and resources

E3
Performance
Criteria

2.3

Provide workplace learning opportunities and coaching and mentoring assistance to
facilitate individual and team achievement of competencies

2.4

Create development opportunities that incorporates a range of activities and support
materials appropriate to the achievement of identified competencies

2.5

Identify and approve resources and time lines required for learning activities in
accordance with organisational requirements

Monitor and evaluate workplace learning
3.1 Use feedback from individuals or teams to identify and implement improvements in future
learning arrangements
3.2 Assess and record outcomes and performance of individuals / teams to determine the
effectiveness of development programs and the extent of additional development support
3.3 Negotiate modifications to learning plans to improve the efficiency and effectiveness of
learning
3.4 Document and maintain records and reports of competency according to organisational
requirements
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Unit:

BSBMGT401 Show leadership in the workplace

Read the Performance Criteria listed within each Element and if you believe you have the skill and
underpinning knowledge to do what is asked then place a tick () alongside the Element.
Tick ()

E1
Performance
Criteria

Model high standards of management performance and behaviour
1.1 Ensure management performance and behaviour meets the organisation’s requirements
1.2 Ensure management performance and behaviour serves as a positive role model for
others
1.3 Develop and implement performance plans in accordance with organisation’s goals and
objectives
1.4 Establish and use key performance indicators to meet organisation’s goals and objectives

E2
Performance
Criteria

Enhance organisation's image
2.1 Use organisation's standards and values in conducting business
2.2 Question, through established communication channels, standards and values considered
to be damaging to the organisation
2.3

E3
Performance
Criteria

Ensure personal performance contributes to developing an organisation which has
integrity and credibility

Make informed decisions
3.1 Gather and organise information relevant to the issue/s under consideration
3.2 Facilitate individuals and teams active participation in decision making processes
3.3 Examine options and assess associated risks to determine preferred course/s of action
3.4 Ensure decisions are timely and communicate them clearly to individuals and teams
3.5 Prepare plans to implement decisions and ensure they are agreed by relevant individuals
and teams
3.6 Use feedback processes effectively to monitor the implementation and impact of
decisions
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CEG Leadership & Management Program
Unit:

BSBPMG522 Undertake project work

Read the Performance Criteria listed within each Element and if you believe you have the skill and
underpinning knowledge to do what is asked then place a tick () alongside the Element.
Tick ()

E1
Performance
Criteria

Define project
1.1 Access project scope and other relevant documentation
1.2 Define project stakeholders
1.3 Seek clarification from delegating authority of issues related to project parameters
1.4 Identify limits of own responsibility and reporting requirements
1.5 Clarify relationship of project to other projects and to the organisation’s objectives
1.6 Determine and access available resources to undertake project

E2
Performance
Criteria

E3
Performance
Criteria

Develop project plan
2.1 Develop project plan in line with the project parameters
2.2 Identify and access appropriate project-management tools
2.3

Formulate risk-management plan for project, including work health and safety (WHS)

2.4

Develop and approve project budget

2.5

Consult team members and take their views into account in planning the project

2.6

Finalise project plan and gain necessary approvals to commence project according to
documented plan

Administer and monitor project
3.1 Take action to ensure project team members are clear about their responsibilities and the
project requirements
3.2 Provide support for project team members, especially with regard to specific needs, to
ensure that the quality of the expected outcomes of the project and documented time
lines are met
3.3

Establish and maintain required record-keeping systems throughout the project

3.4

Implement and monitor plans for managing project finances, resources and quality

3.5

Complete and forward project reports as required to stakeholders

3.6

Undertake risk management as required to ensure project outcomes are met

3.7

Achieve project deliverables
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Tick ()

E4
Performance
Criteria

Finalise project
4.1 Complete financial record keeping associated with project and check for accuracy
4.2 Ensure transition of staff involved in project to new roles or reassignment to previous
roles
4.3 Complete project documentation and obtain necessary sign-offs for concluding project

E5
Performance
Criteria

Review project
5.1 Review project outcomes and processes against the project scope and plan
5.2 Involve team members in the project review
5.3 Document lessons learned from the project and report within the organisation
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CEG Leadership & Management Program
Unit:

BSBRSK401 Identify risk & apply risk management processes

Read the Performance Criteria listed within each Element and if you believe you have the skill and
underpinning knowledge to do what is asked then place a tick () alongside the Element.
Tick ()

E1
Performance
Criteria

Identify risks
1.1 Identify the context of risk management
1.2 Identify risks using tools, ensuring all reasonable steps have been taken to identify all
risks
1.3 Document identified risks in accordance with relevant policies, procedures and legislation

E2
Performance
Criteria

Analyse and evaluate risks
2.1 Analyse and document risks in consultation with relevant stakeholders
2.2 Undertake risk categorisation and determine level of risk
2.3 Document analysis processes and outcomes

E3
Performance
Criteria

Treat risks
3.1 Determine appropriate control measures for risks and assess for strengths and
weaknesses
3.2 Identify control measures for all risks

E4
Performance
Criteria

3.3

Refer risks relevant to whole of organisation or having an impact beyond own work
responsibilities and area of operation to others as per established policies and
procedures

3.4

Choose and implement control measures for own area of operation and/or
responsibilities

3.5

Prepare and implement treatment plans

Monitor and review effectiveness of risk treatment(s)
4.1 Regularly review implemented treatment/s against measures of success
4.2 Use review results to improve the treatment of risks
4.3

Provide assistance to auditing risk in own area of operation

4.4

Monitor and review management of risk in own area of operation
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Unit:

BSBSUS401 Implement and monitor environmentally sustainable work practices

Read the Performance Criteria listed within each Element and if you believe you have the skill and
underpinning knowledge to do what is asked then place a tick () alongside the Element.
Tick ()

E1
Performance
Criteria

Investigate current practices in relation to resource usage
1.1 Identify environmental regulations applying to the enterprise
1.2 Analyse procedures for assessing compliance with environmental/sustainability
regulations
1.3 Collect information on environmental and resource efficiency systems and procedures,
and provide to the work group where appropriate
1.4 Collect, analyse and organise information from a range of sources to provide
information/advice and tools/resources for improvement opportunities
1.5 Measure and document current resource usage of members of the work group
1.6 Analyse and document current purchasing strategies
1.7 Analyse current work processes to access information and data to assist in identifying
areas for improvement

E2
Performance
Criteria

Set targets for improvements
2.1 Seek input from stakeholders, key personnel and specialists
2.2 Access external sources of information and data as required
2.3 Evaluate alternative solutions to workplace environmental issues
2.4 Set efficiency targets

E3
Performance
Criteria

Implement performance improvement strategies
3.1 Source and use appropriate techniques and tools to assist in achieving efficiency targets
3.2 Apply continuous improvement strategies to own work area of responsibility, including
ideas and possible solutions to communicate to the work group and management
3.3 Implement and integrate environmental and resource efficiency improvement plans for
own work group with other operational activities
3.4 Supervise and support team members to identify possible areas for improved practices
and resource efficiency in work area
3.5 Seek suggestions and ideas about environmental and resource efficiency management
from stakeholders and act upon where appropriate
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Tick ()

E3
Performance
Criteria

E4
Performance
Criteria

Implement performance improvement strategies (Cont’d)
3.6

Implement costing strategies to fully utilise environmental assets

Monitor performance
4.1

Use and/or develop evaluation and monitoring, tools and technology

4.2

Document and communicate outcomes to report on efficiency targets to key personnel
and stakeholders

4.3

Evaluate strategies and improvement plans

4.4

Set new efficiency targets, and investigate and apply new tools and strategies

4.5

Promote successful strategies and reward participants where possible
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CEG Leadership & Management Program
Unit:

BSBWOR404 Develop Work Priorities

Read the Performance Criteria listed within each Element and if you believe you have the skill and
underpinning knowledge to do what is asked then place a tick () alongside the Element.
Tick ()

E1
Performance
Criteria

Plan and complete own work schedule
1.1

Prepare workgroup plans which reflect consideration of resources, client needs and
workgroup targets

1.2

Analyse and incorporate work objectives and priorities into personal schedules and
responsibilities

1.3 Identify factors affecting the achievement of work objectives and establish contingencies
and incorporate them into work plans
1.4 Efficiently and effectively use Business technology to manage and monitor planning
completion and scheduling of tasks

E2
Performance
Criteria

Monitor own work performance
2.1 Identify and analysed personal performance through self-assessment and feedback from
others on the achievement of work objectives
2.2 Seek and evaluate feedback on performance from colleagues and clients in the context of
individual and group requirements
2.3 Routinely identify and report on variations in the quality of service and performance in
accordance with organisational requirements

E3
Performance
Criteria

Coordinate professional development
3.1 Assess personal knowledge and skills against organisational benchmarks to determine
development needs and priorities
3.2 Research and identify sources and plan for opportunities for improvement in consultation
with colleagues
3.3 Use feedback to identify and develop ways to improve competence within available
opportunities
3.4 Identify, access and complete professional development activities to assist career
development
3.5 Store and maintain records and documents relating to achievements and assessments in
accordance with organisational requirements
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Unit:

BSBWHS401 Implement & monitor WHS policies, procedures & programs

Read the Performance Criteria listed within each Element and if you believe you have the skill and
underpinning knowledge to do what is asked then place a tick () alongside the Element.
Tick ()

E1

Performance
Criteria

Provide information to the work team about WHS policies and
procedures
1.1 Accurately explain to the work team, relevant provisions of the WHS Acts, Regulations
and codes of practice
1.2 Provide information about the organisation’s WHS policies, procedures and programs,
and ensure it is readily accessible to and understandable by the work team
1.3 Regularly provide and clearly explain to the work team, information about identified
hazards and the outcomes of risk assessment and control

E2
Performance
Criteria

Implement and monitor participation arrangements for managing WHS
2.1 Communicate to workplace parties the importance of effective consultation mechanisms
in managing health and safety risks in the workplace
2.2 Apply consultation procedures to facilitate participation of the work team in managing
work area hazards

E3

Performance
Criteria

2.3

Promptly deal with issues raised through consultation, according to organisational
consultation procedures and WHS legislative and regulatory requirements

2.4

Promptly record and communicate to the work team the outcomes of consultation over
WHS issues

Implement and monitor organisational procedures for providing WHS
training
3.1 Identify WHS training needs according to organisational requirements, and WHS
legislative and regulatory requirements
3.2 Make arrangements to meet WHS training needs of team members in consultation with
relevant individuals
3.3 Provide workplace learning opportunities, and coaching and mentoring assistance, to
facilitate team and individual achievement of identified WHS training needs
3.4 Identify and report to management the costs associated with providing training for work
team, for inclusion in financial and management plans
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Tick ()

E4

Performance
Criteria

Implement & monitor organisational procedures and legal
requirements for identifying hazards & assessing & controlling risks
4.1

Identify and report on hazards in work area according to WHS policies and procedures,
and WHS legislative and regulatory requirements

4.2

Promptly action team member hazard reports according to organisational procedures
and WHS legislative and regulatory requirements

4.3

Implement procedures to control risks using the hierarchy of control, according to
organisational and WHS legislative requirements

4.4

Identify and report inadequacies in existing risk controls according to hierarchy of control
and WHS legislative requirements l

4.5 Monitor outcomes of reports on inadequacies, where appropriate, to ensure a prompt
organisational response

E5
Performance
Criteria

Implement and monitor participation arrangements for managing WHS
5.1

Accurately complete and maintain WHS records of incidents of occupational injury and
disease in work area, according to WHS policies, procedures and legislative
requirements

5.2 Use aggregate information and data from work area records to identify hazards and
monitor risk control procedures in work area
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CEG Leadership & Management Program
Claim for Skills Recognition (Part B)
In order to support your claim for Skills Recognition (RPL/RCC), you will need to gather
evidence that proves your competence in the Units of competency being claimed.
The following pages provide a pro-forma (two per page) and ask you to identify the source of
your evidence and also help you to identify what evidence you may have or are able to
produce. Sufficient proformas for claiming up to 10 units are provided
The pro-forma asks you to answer two questions for each unit claimed for Skills
Recognition, namely;


How did you gain the knowledge and/or skill? and



What evidence do you have showing that your knowledge/skill is relevant
and current?

A range of options for your answers are also identified, please tick () the box(es) which
relate to your response.
Once you have answered the two questions you will need to attach a copy of the
evidence you have listed. Please attach photocopies only. If an interview follows at
a later stage, you will need to bring the originals with you.

BSBLDR401

Communicate effectively as a workplace leader
Please answer the two questions listed below

How did you gain the knowledge and/or skill?

What evidence do you have showing that your
knowledge/skill is relevant and current?

(Tick the appropriate box)

(Tick the appropriate box)

 Company training course

 Reference from employer

 Previous employer training course

 Letter of Validation from Assessor

 Accredited Tertiary/Secondary course

 Certificate resulting from Studies
undertaken

 Other training course (please specify)
_____________________________
 Work experience
 Life experience

 Statement of results from Studies
undertaken
 Sample of work completed
Please attach photocopies only of the
evidence you have listed above. If an interview
follows at a later stage, you will need to bring the
originals with you.
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CEG Leadership & Management Program
BSBLDR402

Lead effective workplace relationships
Please answer the two questions listed below

How did you gain the knowledge and/or skill?

What evidence do you have showing that your
knowledge/skill is relevant and current?

(Tick the appropriate box)

(Tick the appropriate box)

 Company training course

 Reference from employer

 Previous employer training course

 Letter of Validation from Assessor

 Accredited Tertiary/Secondary course

 Certificate resulting from Studies
undertaken

 Other training course (please specify)
_____________________________
 Work experience
 Life experience

BSBLDR403

 Statement of results from Studies
undertaken
 Sample of work completed
Please attach photocopies only of the
evidence you have listed above. If an interview
follows at a later stage, you will need to bring the
originals with you.

Lead team effectiveness
Please answer the two questions listed below

How did you gain the knowledge and/or skill?

What evidence do you have showing that your
knowledge/skill is relevant and current?

(Tick the appropriate box)

(Tick the appropriate box)

 Company training course

 Reference from employer

 Previous employer training course

 Letter of Validation from Assessor

 Accredited Tertiary/Secondary course

 Certificate resulting from Studies
undertaken

 Other training course (please specify)
_____________________________
 Work experience
 Life experience

 Statement of results from Studies
undertaken
 Sample of work completed
Please attach photocopies only of the
evidence you have listed above. If an interview
follows at a later stage, you will need to bring the
originals with you.
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BSBMGT402

Implement operational plan
Please answer the two questions listed below

How did you gain the knowledge and/or skill?

What evidence do you have showing that your
knowledge/skill is relevant and current?

(Tick the appropriate box)

(Tick the appropriate box)

 Company training course

 Reference from employer

 Previous employer training course

 Letter of Validation from Assessor

 Accredited Tertiary/Secondary course

 Certificate resulting from Studies
undertaken

 Other training course (please specify)
_____________________________
 Work experience
 Life experience

BSBLDR404

 Statement of results from Studies
undertaken
 Sample of work completed
Please attach photocopies only of the
evidence you have listed above. If an interview
follows at a later stage, you will need to bring the
originals with you.

Lead a diverse workforce
Please answer the two questions listed below

How did you gain the knowledge and/or skill?

What evidence do you have showing that your
knowledge/skill is relevant and current?

(Tick the appropriate box)

(Tick the appropriate box)

 Company training course

 Reference from employer

 Previous employer training course

 Letter of Validation from Assessor

 Accredited Tertiary/Secondary course

 Certificate resulting from Studies
undertaken

 Other training course (please specify)
_____________________________
 Work experience
 Life experience

 Statement of results from Studies
undertaken
 Sample of work completed
Please attach photocopies only of the
evidence you have listed above. If an interview
follows at a later stage, you will need to bring the
originals with you.
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BSBLED401

Develop teams and individuals
Please answer the two questions listed below

How did you gain the knowledge and/or skill?

What evidence do you have showing that your
knowledge/skill is relevant and current?

(Tick the appropriate box)

(Tick the appropriate box)

 Company training course

 Reference from employer

 Previous employer training course

 Letter of Validation from Assessor

 Accredited Tertiary/Secondary course

 Certificate resulting from Studies
undertaken

 Other training course (please specify)
_____________________________
 Work experience
 Life experience

BSBMGT401

 Statement of results from Studies
undertaken
 Sample of work completed
Please attach photocopies only of the
evidence you have listed above. If an interview
follows at a later stage, you will need to bring the
originals with you.

Show leadership in the workplace
Please answer the two questions listed below

How did you gain the knowledge and/or skill?

What evidence do you have showing that your
knowledge/skill is relevant and current?

(Tick the appropriate box)

(Tick the appropriate box)

 Company training course

 Reference from employer

 Previous employer training course

 Letter of Validation from Assessor

 Accredited Tertiary/Secondary course

 Certificate resulting from Studies
undertaken

 Other training course (please specify)
_____________________________
 Work experience
 Life experience

 Statement of results from Studies
undertaken
 Sample of work completed
Please attach photocopies only of the
evidence you have listed above. If an interview
follows at a later stage, you will need to bring the
originals with you.
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BSBPMG301

Undertake project work
Please answer the two questions listed below

How did you gain the knowledge and/or skill?

What evidence do you have showing that your
knowledge/skill is relevant and current?

(Tick the appropriate box)

(Tick the appropriate box)

 Company training course

 Reference from employer

 Previous employer training course

 Letter of Validation from Assessor

 Accredited Tertiary/Secondary course

 Certificate resulting from Studies
undertaken

 Other training course (please specify)
_____________________________
 Work experience
 Life experience

BSBSUS301

 Statement of results from Studies
undertaken
 Sample of work completed
Please attach photocopies only of the
evidence you have listed above. If an interview
follows at a later stage, you will need to bring the
originals with you.

Implement & monitor environmentally sustainable work practices
Please answer the two questions listed below

How did you gain the knowledge and/or skill?

What evidence do you have showing that your
knowledge/skill is relevant and current?

(Tick the appropriate box)

(Tick the appropriate box)

 Company training course

 Reference from employer

 Previous employer training course

 Letter of Validation from Assessor

 Accredited Tertiary/Secondary course

 Certificate resulting from Studies
undertaken

 Other training course (please specify)
_____________________________
 Work experience
 Life experience

 Statement of results from Studies
undertaken
 Sample of work completed
Please attach photocopies only of the
evidence you have listed above. If an interview
follows at a later stage, you will need to bring the
originals with you.
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BSBSUS401

Implement and monitor environmentally sustainable work practices
Please answer the two questions listed below

How did you gain the knowledge and/or skill?

What evidence do you have showing that your
knowledge/skill is relevant and current?

(Tick the appropriate box)

(Tick the appropriate box)

 Company training course

 Reference from employer

 Previous employer training course

 Letter of Validation from Assessor

 Accredited Tertiary/Secondary course

 Certificate resulting from Studies
undertaken

 Other training course (please specify)
_____________________________
 Work experience
 Life experience

BSBWOR404

 Statement of results from Studies
undertaken
 Sample of work completed
Please attach photocopies only of the
evidence you have listed above. If an interview
follows at a later stage, you will need to bring the
originals with you.

Develop work priorities
Please answer the two questions listed below

How did you gain the knowledge and/or skill?

What evidence do you have showing that your
knowledge/skill is relevant and current?

(Tick the appropriate box)

(Tick the appropriate box)

 Company training course

 Reference from employer

 Previous employer training course

 Letter of Validation from Assessor

 Accredited Tertiary/Secondary course

 Certificate resulting from Studies
undertaken

 Other training course (please specify)
_____________________________
 Work experience
 Life experience

 Statement of results from Studies
undertaken
 Sample of work completed
Please attach photocopies only of the
evidence you have listed above. If an interview
follows at a later stage, you will need to bring the
originals with you.
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BSBWHS401

Implement and monitor WHS policies, procedures and programs to meet
legislative requirements
Please answer the two questions listed below

How did you gain the knowledge and/or skill?

What evidence do you have showing that your
knowledge/skill is relevant and current?

(Tick the appropriate box)

(Tick the appropriate box)

 Company training course

 Reference from employer

 Previous employer training course

 Letter of Validation from Assessor

 Accredited Tertiary/Secondary course

 Certificate resulting from Studies
undertaken

 Other training course (please specify)
_____________________________
 Work experience
 Life experience

 Statement of results from Studies
undertaken
 Sample of work completed
Please attach photocopies only of the
evidence you have listed above. If an interview
follows at a later stage, you will need to bring the
originals with you.
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Appendix D

(Date)

Address Label

Dear
Thank you for submitting your application for skills recognition for the:


Certificate IV in Leadership & Management

Your application has been assessed and the following determination made:


Skills recognition is granted for the qualification and you have been awarded the
Certificate IV in Leadership & Management



Your application indicates that you may be successful, however the assessor would
like you to participate in an interview to clarify some issues as identified within the
attached assessor report. Please contact the undersigned to arrange an interview.



Your application provides insufficient information to make a determination and you
are invited to resubmit. The attached assessor report identifies the additional
information requested.



Your application for skills recognition was not granted as insufficient evidence was
provided to establish your competency. The attached assessors report informs you
of these findings.

If you are not satisfied with the outcome as advised you have the right to lodge an appeal
and to have your application reviewed by another appointed assessor.

Yours sincerely,
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Appendix E

Assessor Report on Skills Recognition Application

Name of Applicant:

Address:

Qualification applied for under RPL/RCC:


Certificate IV in Leadership & Management

List of Units/Elements Claimed

Units of
Competency

Code

(tick units claimed)

Title

Nom.
Hours

Tick ()
claimed
for RPL

CORE UNITS
BSBLDR401

Communicate effectively as a workplace
leader

40

BSBLDR402

Lead effective workplace relationships

50

BSBLDR403

Lead Team Effectiveness

50

BSBMGT402

Implement operational Plan

40

ELECTIVE UNITS
BSBLDR404
Lead a diverse workplace

50

BSBLED401

Develop teams and individuals

40

BSBMGT401

Show leadership in the workplace

50

BSBPMG522

Undertake project work

60
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Units of
Competency

Code

Nom.

Title

Hours

ELECTIVE UNITS
BSBRSK401
Identify risk and apply risk management
processes

Tick ()
claimed
for RPL

50

BSBSUS401

Implement & monitor environmentally
sustainable work practices

40

BSBWOR404

Develop work priorities

40

BSBWHS401

Implement & monitor WHS policies,
procedures and programs to meet legislative
requirements

50

Assessor Report / Findings

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
I further acknowledge that the applicant was assessed against the foundation skills as listed
against each unit.
ACSF:

CSfW:

Learning

(L)

Navigate the World of Work

(NW)

Reading

(R)

Interact with Others

(IO)

Writing

(W)

Get the Work Done

(WD)

Oral Communication (OC)
Numeracy

(N)
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Unit Code

Unit Title

Foundation Skills
Circle foundation skills applicable to the unit against
which the applicant was assessed

BSBLDR401

Communicate effectively as a workplace leader

BSBLDR402

Lead effective workplace relationships

BSBLDR403

Lead team effectiveness

BSBMGT402

Implement operational Plan

BSBLDR404

Lead a diverse workforce

BSBLED401

Develop teams and individuals

BSBMGT401

Show leadership in the workplace

BSBPMG522

Undertake project work

BSBRSK401

BSBSUS401

L

R

W

OC

N

NW

IO

WD

L

R

W

OC

N

NW

IO

WD

L

R

W

OC

N

NW

IO

WD

L

R

W

OC

N

NW

IO

WD

L

R

W

OC

N

NW

IO

WD

L

R

W

OC

N

NW

IO

WD

L

R

W

OC

N

NW

IO

WD

L

R

W

OC

N

NW

IO

WD

Identify risk and apply risk management
processes

L

R

W

OC

N

NW

IO

WD

Implement & monitor environmentally
sustainable work practices

L

R

W

OC

N

NW

IO

WD

L

R

W

OC

N

NW

IO

WD

L

R

W

OC

N

NW

IO

WD

BSBWOR404

Develop work priorities

BSBWHS401

Implement & Monitor WHS policies, procedures
& programs

Assessor Recommendations

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
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Recommended Follow-Up Actions

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

Signature:

Date:

/

/

.

cc.
Copy to Applicant
Copy to file
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CEG Leadership & Management Program
Introduction to Summative Assessment
Summative Assessment, (otherwise known as unit or module assessment) refers to a
person who has studied a complete unit, and now requests an assessment in order to be
recognised as competent in the skills and underpinning knowledge contained within the
unit, and to receive formal recognition in the form of a nationally recognised Statement of
Attainment or to accumulate a number of units of competency leading towards the issuance
of a qualification.
In order for a person to be successful in a summative assessment, such person will need to
satisfy a qualified assessor of their competence. This can be undertaken in a number of
ways as follows:
1. Visited by the assessor in the workplace and observations made to prove
competence.
2. Demonstration of competence in the workplace witnessed by the immediate
manager and a log book endorsed with a follow-up validation by a qualified
assessor.
3. Completion of a case study or project specific to the context of the unit for which
competency is sought.
Validity
A valid assessment assesses what it claims to assess, evidence collected is relevant to the
activity and demonstrates that the performance criteria have been met. Assessment
against units of competency must cover the broad range of skills and knowledge.
Assessment of competencies within standards should integrate knowledge and skill with
their practical application.
Judgement made about competency against any of the units must be based on sufficient
evidence. Evidence should be gathered on a number of occasions and in a range of contexts
and using different assessment methods.
The validity of assessments can be enhanced when some or all of the factors below are
applied:







the assessment focuses on the appropriate area of competence and skills;
a sufficient range of the performance of the person being assessed is sampled;
the assessment tasks resemble those encountered in the workplace;
evidence of performance is obtained after the assessment to support the
predictive validity;
evidence is gathered of transfer to new situations other than that used for
assessment;
the assessment procedure documents the links to workplace performance;
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multiple approaches to assessment are used.

Reliability
Reliability refers to the consistency of the interpretation of evidence and the assessment
outcome. To make reliable assessments, assessors must be competent in terms of their own
assessor competencies, have the relevant technical competencies or have access to a subject
matter expert who can advise the assessor on the relevant vocational competencies at least
to the level being assessed.
Some or all of the following can enhance evidence of reliability:





the criteria for the judgement of evidence must be stated clearly and adhered to;
assessment practices in the assessment and training of persons within assessment
responsibilities needs to be monitored and reviewed to ensure consistency of
judgement;
as a minimum requirement people assessing against competency standards must
meet the qualifications for assessors as outlined in assessment guidelines.

Applying the following practices enhances reliability:









comparing the results of two or more assessors (moderation);
collecting evidence via a number of different assessment methods;
collecting evidence across different locations and times;
providing clear and careful instructions when an employee is requested to monitor
his/her own or others behaviour (documentation);
specifying clearly, competencies to be attained (documentation);
detailing clearly items on self/peer/supervisor assessment (documentation);
taking care in the construction of assessment tools (systematic procedures);
reviewing the training of assessors (systematic procedures).

Evidence of consistency can be obtained by assessing on multiple occasions, using a number
of methods of evidence gathering and in a range of contexts.
Flexibility
Flexibility in assessment allows for assessment either on or off the job and at mutually
convenient times and situations:



assessment procedures should cover both on and off the job components of the
competency standards;
there should be a process for people to seek recognition of their current competency
in one or more of the units of competency in the competency standards without
having to participate in a training program
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To be flexible assessments should:





cover both on and off the job components of assessment where applicable;
provide for the recognition of competencies no matter how, where or when they have
been acquired;
draw on a range of methods and be appropriate to the context, task and person;
be made accessible to the person(s) being assessed so that they can proceed readily
from one competency standard to another

Flexibility applies to the process – not the standard. Adjusting the standard beyond
‘reasonable adjustment’ can affect the validity of the assessment.
Fairness
A fair assessment will not disadvantage any person and will take into account the
characteristics of the person being assessed. To maintain fairness:





reasonable adjustments are made to assessment procedures depending on the
characteristics of the person being assessed;
assessment procedures and the evidence (whether product or process) must be made
clear;
a consultative approach to assessment of competency against one or all of the units
in the competency standards is recommended;
persons being assessed against the competency standards must have the
opportunity for a review and an appeal of assessment decisions.

To be fair an assessment should:








help the person being assessed understand clearly what is expected and what form
the assessment will take;
ensure that the assessment procedure supports the identification of training needs;
be equitable to all groups of people being assessed (make reasonable adjustments) to
the methods used for collecting evidence depending on the characteristics of the
person(s) being assessed);
have criteria for judging performance that are made clear to all those seeking
assessment;
involve a participatory approach to assessment that is agreed to by the assessor and
the person being assessed;
provide opportunities that allow the person(s) being assessed to challenge
assessments and with provision for reassessment
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Options for conducting an assessment (either single units or collection of
units):
As previously stated, there is a hierarchical approach to conducting assessments
(observation, simulation and/or interview). In terms of conducting a summative
assessment, where it occurs between units of study, time, cost, safety and efficiency are all
indicators that dictate a less than formal approach to the assessment. Having said this,
where you request an assessment in a particular format your assessor will, wherever
possible, facilitate such a request where you are of the opinion that such assessment will
produce best evidence.
Assessment of competency relates to the person’s ability to apply all the skills within a
work environment. Before a recommendation for the issuance of a qualification can be
made, the student must participate in integrated assessments that verifies ability to use a
range of competencies within the workplace simultaneously or a group of competencies. By
way of example, the person must be able to prepare an operational plan and in order to do
so must use skills and underpinning knowledge as it relates to communicating with
stakeholders and conduct negotiations as well as work effectively in the workplace as a
normal part of day-to-day activity. To this end the person must participate and show
competence in all units in order to be deemed competent. This is integrated assessment.
Although the philosophy of assessment relates to the person deciding when they are ready
for assessment, as most training is structured within a programme and strict timelines it is
appropriate for the assessor to prompt the person when an assessment comes due.
The assessor appointed to undertake integrated assessments will have the range of skills
and qualifications to conduct such assessments. In short the assessor must hold the
Assessor qualification competencies as identified within the Assessment Guidelines of the
corresponding Training Package.
Integrated assessments are conducted within a normal workplace environment with the
person having access to all appropriate materials and equipment.
The assessment criteria for this Certificate IV in Leadership & Management is found in
your Course Assessment book (TR-LM-CEG-201).
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