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If at any time during the learning and assessment process, your Trainer/Assessor considers that the safety of any person is at risk they will abort the session.
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Assessment Task 1
This task requires you to determine the focus of an assessment tool, design and develop the tool for a unit of competency.
· Read the following instructions
This task is in 3 parts.  Part 1A is to plan what the tool needs to contain.  Part 1B is to use the information you have documented in Part 1A to design the Assessor Guide (AG).  Part 1C is to use the AG to create the Assessment Task Workbook (ATW) – which is also often known as a Candidate Guide.
Use this document to complete Part 1A and then submit it to your assessor for feedback before continuing with Part 1B.  Similarly, wait for feedback on Part 1B before continuing with Part 1C.
Part 1A will guide you through the process of planning the assessment tasks required.  Once your assessor considers this to be satisfactory, you will be able to use what you have documented to create the AG and the ATW.
You are provided with 2 templates, one for the AG and one for the ATW.  The two documents will comprise a complete assessment tool for a unit of competency.
The unit which has been selected for you is a Certificate I “prepare for work” generic unit of competency from the BSB Business Services Training Package.  You have been provided with a Learning Guide for the unit which you can use as the basis for designing the assessment tool.
· Download the unit of competency and assessment requirements document for BSBCMM101 Apply basic communication skills.
· Familiarise yourself with the requirements of this unit.
· Download the resource supplied for you on the Moodle site BSBCMM101 Apply Communication Skills_Learning Guide
· Familiarise yourself with the information in this Learning Guide.
TASK 1A
Design Assessment Task 1
· Complete the table below, designing questions and answers that address all of the KE.
Note:  The first two questions and answers for each of the KE has been provided for you, as an example of the standard required.  It is essential that the questions you ask are precise and clear to the candidate, so as to meet the Principle of Fairness.  Make sure that the information you require of the candidate is in the Learning Guide.
Hint – Once this table is correct, it can become the first assessment task.  You will be able to copy and paste the table directly into the AG.  Then, when you create the ATW, you can copy and paste the table and delete the answers, making sure there is enough room for the candidate to put their answers in the spaces provided.


	KE 1 outline organisational policies, plans and procedures related to the organisation’s standards or protocols for workplace communication

	1. In an organisation, what kind of document tells you about the lines of reporting?

	organisation chart

	KE 1 outline organisational policies, plans and procedures related to the organisation’s standards or protocols for workplace communication

	2. What type of document tells you about how members of the organisation (from managers to workers) are expected to behave?

	policy

	KE 1 outline organisational policies, plans and procedures related to the organisation’s standards or protocols for workplace communication

	3. 

	

	KE 1 outline organisational policies, plans and procedures related to the organisation’s standards or protocols for workplace communication

	4. 

	

	KE 1 outline organisational policies, plans and procedures related to the organisation’s standards or protocols for workplace communication

	5. 

	

	KE 2 describe different communication styles.

	6. Describe 3 things that you will notice when people are using aggressive communication style.

	staring
leaning forward
angry

	KE 2 describe different communication styles.

	7. Identify 4 different contexts where you would have a different communication style.

	Friends
Family
Workmates
Managers

	KE 2 describe different communication styles.

	8. 

	

	KE 2 describe different communication styles.

	9. 

	

	KE 2 describe different communication styles.

	10. 

	



· Read the following instructions
You have now planned and documented the requirements for the first assessment instrument.  This will address all of the KE (in this case only two).  
Now you need additional instruments to address all of the PC and PE (and in the process Foundation Skills).  You can’t do this with questioning.  You need the candidate to perform activities and tasks, either in a simulated workplace or in the real workplace.
Therefore, you must know the target group and training and assessment strategy.  Is the assessment to occur in a group training environment – simulated workplace – or is the candidate to be assessed in the workplace?  If in a simulated workplace, what resources will be used and what methods of assessment will be most appropriate?  If in a real workplace, what is the candidate’s job and who is their supervisor?  What tasks can they do and how will the RTO assessor confirm competency?
This is why you must refer to the Training and Assessment Strategy and consult with relevant people before you can design a practical assessment tool.
In this TAS, the group are all job seekers in a Centrelink funded program.  It is a group training environment set up with office resources: computers, printers, files and filing cabinets and a Style Guide.  The simulated workplace is a reception desk – so the tasks should relate to receptionist duties.  The “receptionists” report to the HR Manager (with the trainer acting in this role).
Design Assessment Task 2
· Use the table below to design a task which will address the following Performance Criteria, based upon how to answer the telephone, take messages and transfer calls to another person in the organisation.
1.1 Identify organisational communication requirements and workplace procedures with assistance from appropriate people 
1.2 Identify appropriate lines of communication with supervisors and colleagues
1.3 Seek advice on the communication method/equipment most appropriate for the task

	The PCs refer to “identify” and “seek advice”.  The candidate therefore needs to find out the procedure for answering the telephone, taking messages and transferring calls.  Their trainer is acting as their supervisor.
Note that the candidate does NOT need to demonstrate the procedure, just identify it.
What can you instruct the candidate to do?

	

	What can you require the candidate to document, as evidence that they have sought advice and can identify the procedure?

	


Design Assessment Task 3
· Use the table below to design a task which will address the following Performance Criteria, based upon a role play where a customer comes to reception to make a complaint.
2.1 Use effective questioning, and active listening and speaking skills to gather and convey information
2.2 Use appropriate non-verbal behaviour at all times

	Design the scenario

	

	Give instructions to the candidate on the role play (in pairs, observed by the trainer)

	

	List below the items that the trainer/assessor must observe for satisfactory performance (the list for the observation form)
Use information from the learning guide for BSBCMM101 (active listening, body language etc.)
DO NOT copy and paste the performance criteria.  Make it clear to the assessor what they should see the candidate doing.

	


Design Assessment Task 4
· Use the table below to design a task which will address the following Performance Criteria, based upon actively seeking feedback from their “manager” on their performance in the role play.  This will involve the candidate asking questions, receiving the feedback and then documenting one area where they can improve their communication skills
2.3 Encourage, acknowledge and act upon constructive feedback

	How will you explain the task so that the candidate knows exactly what is expected of them and what they need to demonstrate?

	Explain to the candidate that they need to document questions about their performance to their manager and actively seek feedback

	

	Explain to the candidate that they need to use the feedback from their manager to describe one area where they can improve the way they communicate (verbal communication and body language)

	


Design Assessment Task 5
· Use the table below to design a task which will address the following Performance Criteria, based upon typing a letter, using a template provided and following the style guide.  The candidate should not be required to compose the letter.  It should be a copy-type from a written draft.
3.1 Identify relevant procedures and formats for written information
3.2 Draft and present assigned written information for approval, ensuring it is written clearly, concisely and within designated timeframes
3.3 Ensure written information meets required standards of style, format and detail

	How will you explain the task so that the candidate knows exactly what is expected of them and what they need to demonstrate?

	Explain to the candidate the requirements of the task, including:
· Using a Word template provided for a letter
· Following the Style Guide
· Accurately copy-typing from the written draft
· A timeframe for completion of the task

	

	Explain to the candidate what to do after they have drafted the letter, to meet PC 3.2

	


Design Assessment Task 6
· Use the table below to design a task which will address the following Performance Criteria.  Note that PC 3.4 is similar to PC 2.3 but relates to drafting written information.
3.4 Seek assistance and/or feedback to aid communication skills development

	How will you explain the task so that the candidate knows exactly what is expected of them and what they need to demonstrate?

	The candidate will have received feedback on their performance in task 5.  Therefore, they could document the feedback received and identify an area for improvement.
Write the instructions to the candidate.

	


· Read the following
Performance Evidence
Evidence of the ability to: 
PE 1. gather information about procedures, methods and equipment requirements for workplace communication, with the assistance of others
PE 2. use appropriate verbal and non-verbal skills to seek and convey information in face-to-face situations
PE 3. draft routine written documents within designated timeframes and check that the documents meet organisational requirements.

Note: If a specific volume or frequency is not stated, then evidence must be provided at least once.
· Go back and look at the tasks you have designed.
· Check that the tasks also address the PE.  Modify if necessary.
· Submit this Task 1A to your assessor and seek their feedback before commencing Task 1B
TASK 1B
· Download the file TEMPLATE_Assessor Guide_TAEASS502 Task 1B
· Familiarise yourself with this document.  

It is the template for the assessor guide.  It therefore contains all of the instructions for the candidate and all of the instructions for the assessor.
The document contains red text with detailed instructions which should be deleted once you have followed them.
· Use the information you have developed in Task 1A to complete this assessor guide.
· Submit this document to your assessor and wait for feedback before commencing Task 1C.
TASK 1C
· Download the file TEMPLATE_Candidate Guide_TAEASS502 Task 1C
· Familiarise yourself with this document.  

It is the template for the Assessment Task Workbook (Candidate Guide).  It therefore needs to have all of the instructions for the candidate but none of the guidance for the assessor.
The document contains red text with detailed instructions which should be deleted once you have followed them.
· Use the content of the AG you have developed in Task 1B to complete this candidate guide.
· Submit this document to your assessor.
Evidence requirements:
· Task 1A – the plan for developing the assessment tool
· Task 1B – the assessor guide
· Task 1C – the assessment task workbook

	Developing World Class Teachers and Leaders

	PO Box 903 Coffs Harbour  NSW  Australia  2450
	T: +61 2 6658 3999
	E:  info@ittacademy.net.au
	W:  www.ittacademy.net.au

	TAEASS502 Design and develop assessment tools ATW-Task1
	Version 3.1
	January 2019
	Page 4

	Note:  © 2019 International Teacher Training Academy. Materials cannot be reproduced without the permission of the Director of ITTA



image3.jpeg




image1.jpg




image2.png
ITTA

TEACHER

ACADEMY AUSTRALIA




image4.png




