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Introduction
You have already attended training in and developed skills and knowledge in
assessment and you have also had experience putting this into practice.

The aim of this program is to enable you to formalise your current knowledge and skills
in assessment and to allow you to demonstrate competence in the following nationally-
endorsed units of competency from the Training and Assessment Training Package
TAAO4:

1 TAAASS401B Plan and organise assessment
1 TAAASS402B Assess competence
1 TAAASS404B Participate in assessment validation

The units of competency can be downloaded for your reference from www.ntis.gov.au.

This process will give you recognition for the important knowledge and skills of
planning, organising and conducting assessment within an existing assessment
system. These units of competency include the concepts of competency based
assessment, how to work with candidates for assessment, how to select and use
appropriate assessment tools and how to provide feedback to candidates and also to
the designers of the assessment system and tools you use.

You will also use your knowledge and skills in using training package assessment
guidelines and units of competency to meet client needs, and your ability to ensure a
safe, inclusive and healthy assessment environment.

Assessment Only Pathway

This is not a training program. While you will probably learn some new things from
working through the assessment process, the assessment only pathway is essentially
geared to recognising your existing knowledge and skills.

During the process, you will need:

9 access to nationally-endorsed training packages relevant to your conduct of
assessment, including Assessment Guidelines and Units of Competency

access to your RTO assessment policy and procedures

access to other relevant documentation such as existing assessment plans,
tools, evidence, record forms etc.

9 opportunities to undertake assessment projects which include assessment of
several different people (refer to the Assessment Activities for further details).

Getting started
Once you have enrolled and received these materials, your first task is to read through
the three topics in this manual and complete the activities within each topic.

You will need to take this completed work with you to the workshop. If you have not
completed the activities, you will not be able to participate successfully in the activities
of the workshop. The notes you make in this manual are for your own use and will not
be collected as part of your evidence for assessment, but will form the basis of the
assessment activities you will commence at the workshop. If you are confident you can
complete the activities without doing the reading, feel free to skip through those parts
of the manual.
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There are eleven activities in this workbook divided between the units of competency
as follows:

1 TAAASS401B Plan and organise assessment i 5 activities
1 TAAASS402B Assess competence i 3 activities
1 TAAASS404B Participate in assessment validation 7 3 activities

If you have been advised just to complete the assessment activities for the
validation unit, please ignore the other tasks.
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Topic 1 - TAAASS401B Plan and organise assessment

Introduction

This topic reviews planning the assessment process and making the organisational
arrangements which enable assessment to occur. The focus of this topic is on using
the materials and tools available within an established assessment system to plan and
organise assessment processes which may involve the assessment of single or
multiple candidates, completing individual assessment activities or sets of assessment
activities.

Assessment is the process of collecting evidence to determine whether an individual
has the required skills and knowledge i for whatever purpose the assessment is
designed to achieve.

Candidates are the people being assessed

Competency-based assessment is the form of assessment commonly used in the
vocational education and training sector.

Assessment means the process of collecting evidence and making judgements
on whether competency has been achieved to confirm that an individual can
perform to the standard expected in the workplace as expressed in the relevant
endorsed industry/enterprise competency standards or the learning outcomes
of an accredited course.

From AQTF Standards for RTOs

Models of assessment
There are two main ways of thinking about assessment i known as models:

The measurement model emphasizes the importance of consistency (or reliability) in
assessment:

9 It uses tests and examinations

1 Assessment is conducted under strictly controlled conditions

1 Objectivity is very important

The evidence based judgement model is very concerned with the relevance (or
validity) of assessment to the application of the knowledge and skills:

T It uses evidence collected from a variety of sources

1 Meeting the needs of candidates is important and fairness, equity, appeals
and review are used

1 Validity is very important

Norm and Criterion Referenced Assessment
Norm referenced assessment includes the following features:

1 Assessment of candidates in comparison with each other

1 Ranking or grading of candidates
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1 Useful as a selection device i when choosing the best candidates

1 Results of assessing the same standard of performance differ depending
upon the cohort being assessed

Criterion referenced assessment includes the following features:

1 Assessment of candidates against a set standard

1 Competent or Not yet competent (or Pass/Fail) are usually the only results
1 Useful to maintain standards of performance
1

Results of assessing the same standard of performance should always be the
same

Which model and type of assessment are used in VET? How about in your RTO?

Activity 1 - Models and Types of Assessment

Choose one type of assessment you conduct and collect all the

information you can gather about the assessment methods used to
'3 take to the assessment workshop. This might include:

s -

1 An assessment plan

1 Assessment materials, eg, questions, scenarios, etc

1 Assessment tools, eg, observation checklists, suggested
answers to questions

Record forms used to record evidence and results

Any other information about the assessment you can access.

E

Why do we assess?
In the language of assessment, there are four main reasons for assessing. We do:

A Formative assessment is used when a person is developing their skills and
knowledge in order to gauge their progress and, if necessary, re-orient their
training. This usually takes place during training or during the development
(forming) of skills and knowledge.

A Summative assessment when we need to know if a person is competent i
perhaps to award them with a qualification or a promotion or pay increase.
This usually takes place at the end of a period of training, or at a point when a
person has had opportunities to develop the skills and knowledge required and
is usedupd HBemr performance.

A Diagnostic assessmentwhen we need to identify
and knowledge i perhaps in the form of a training needs analysis. This often
takes place before any training has been conducted, but may follow a period of
development of skills and knowledge less formally i perhaps in the workplace.
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A Recognition of Prior Learning (RPL) or Recognition of Current
Competencies (RCC) i a type of summative assessment i used when we
want to provide formal acknowledgement of skills and knowledge, however
gained, usually by awarding a qualification.

Principles of Assessment

Assessment conducted by RTOs is governed by the AQTF standards for RTOs. RTO
assessments must meet the four principles of assessment:

1 Validity i orrelevance i the assessment must assess what is proposes to

assess

1 Reliability T or consistency i the assessment plan, materials, tools and
processes must be designed to ensure consistency between assessors who
assess similar competencies

I Fairness i assessment decisions are based only on the evidence collected
and not on irrelevant factors such as a pre-existing relationship between the
assessor and candidate. Assessors must always behave ethically and
should exempt themselves from assessing candidates if they feel their
decision is influenced by something other than the evidence. Assessors
must also consider the individual needs of candidates and allow for these
where reasonable.

1 Flexibility 1 adjustable to be carried out in various contexts, eg, workplace
or classroom, and at mutually-convenient times and places

Activity 27 Answer the following question and take your
answers to the assessment workshop

Principles of Assessment

Which principle/s of assessment is/are not being met in the following
situations?

1. After three years of study, Jodie is unable to complete the
assessment requirements for her course, because she is in
hospital giving birth on the day of the final exam. She is told to
6reenr ol next year o.

2. The assessment of a unit of competency is entirely based on
guestions and answers, despite the unit requiring practical
application of skills.
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know

3. The assessor has awarded a qualification to his wife without
requiring
she

her
can

to complete
do it.o

4. In one group of trainees, 30% are assessed as not yet
competent at the end of their course while another group of
similar trainees has 100% success in achieving competency.

Assessment Evidence

What is quality evidence i for a variety of types of assessment?

When planning assessment there is considerable choice of methods of collecting
evidence, but the methods chosen must ensure the collection of quality evidence.

When identifying the evidence needed, the assessor undertaking workplace-based
assessment must also take into account variations in the workplace. Different
workplaces have different procedures, equipment and work practices and
requirements, so evidence will need to relate directly to the specific context. This does
not mean however, that the assessor can vary the requirements of the competency
standards. If the assessor wishes to emphasise specific workplace requirements, the
best thing to do is to customise the relevant competency standards.

What is and is not evidence?

Assessors often worry about collecting enough good quality evidence to feel confident
about their assessment decisions. At a more fundamental level, it can even be
confusing to decide whether a document or an opinion actually constitutes evidence at
all. Assessment evidence is valid, current, authentic data, from a variety of sources,
and provides sufficient evidence of performance, over a period of time, to make a

judgement about candidate competence.

Evidence

NOT Evidence
(although some of it could become
evidence with a bit of work!)

Candi dat e 6 s of lkow fo dcaithoa
parts of it, and their answers to specific
questions.

Specific, competency-related references,
preferably on letter-head, signed and
dated by appropriate person.

ver bal
been do

dat eods

Al 6ve

Candi
do it

Personal references making general
comments about character.

Job descriptions/position descriptions,
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especially if not signed off.
Performance reviews/appraisals relevant | Journals and diary entries written by the
to the competencies being assessed. candidate.

Emails and minutes of meetings attended | Unauthenticated products which the
by the candidate which provide proof of candidate cannot prove are their work.
work undertaken. Old products i especially if methods of
work have changed.

Recently produced products (anything

from a report to a cake or building) and Unauthenticated pictures, video or
proof they have been produced by the photographs of work or products.
candidate.

OEvi denced ibiyl emucsetp
working safelyi | 6 ve still g
Authenticated (eg, signed off) and dated fingers! o

photographs or videos of work in progress
or products. Observation of inappropriate
simulation/role play (eg, swimming on dry
land)

Observed performance.

The main differences between evidence and non-evidence relate to the rules for
assessment evidence:

Rules for assessment evidence:

1 Currency i can the assessor be confident the candidate can still perform to
the standard demonstrated by the evidence now? If not, the evidence is not
sufficiently current.

1 Authenticity i can the assessor be confident they are looking at the

candi dateds own wor k? | f not , it i's not

1 Validity i is the evidence sufficiently relevant to the competencies being
assessed? Is it at the correct AQF level, eg, Certificate IV rather than
Certificate Il where relevant? Does is cover all the requirements of the unit of
competency?

I Sufficiency i is there enough evidence to cover all components of
competency i task skills, task management skills, contingency skills and
job/role environment skills i as well as provide evidence of performance over
time?

Example of Quality Evidence Checking in Practice
A candidate has given you a set of documents they consider demonstrates their
competence as a customer service representative, made up of:

A A letter from their immediate manager
A Several letters from customers/clients

You check this evidence for:

A Dates i how current are the letters? Do they provide evidence of thecand i d at e 0 s
performance over time?

A Letterhead i are the letters originals or copies? If copied, are they certified as true
copies of the originals? Is the certification original or copied?
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A Signatures i have the letters been signed i legibly i and the full name of the
signatory supplied? Can the person be contacted to verify details?

A Relevance i are the letters sufficiently specific about the performance to match the
requirements of the unit/s of competency? Equally, if you feel they have been
written specifically for the assessment process and mirror the elements of
competency or performance criteria too closely, what other evidence supports
them, eg, products or processes?

A Is there enough evidence, just in the letters, for you to feel confident of the
candi dat eds compet e nformdion abbut all théoemponemtscoly i d e
competency 1 task skills, task management skills, contingency skills and job/role
environment skills?

A Anything else youdd check?

It is likely you would want to at least interview the candidate yourself, asking them
several questions relating to their experience, skills and knowledge. If you consider the
evidence supplied is inadequate, you may also want to observe them at work, or in a
simulated setting, to check their skills for yourself.

Activity 37 Rules for Assessment Evidence
Refer back to the assessment process you identified in Activity 1.

Identify how each of the rules for assessment evidence are met in the
assessment process you used:

Currency

Authenticity

Validity

Sufficiency

Making Reasonable Adjustments in Assessment

Eventhebestl ai d assessment plans wondét suit al
necessary to adjust an assessment plan each time it is used for a different individual or
group of candidates with special needs.

What i s O6reasonabl e
All candidates for assessment must be able to demonstrate competence i the bottom
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line for the assessor is being comfortable the candidate can perform the competencies
in a workplace at the level required.

It may be the case however, that some candidates will perform them differently, or will
require special technology or other support to perform them. The assessment process
or evidence used may be different, but the overall outcome must be the same. The
guide for reasonableness is given in the Assessment Guidelines of the relevant
Training Package, where stipulations about adjustments that can and cannot be made
are found.

Example of reasonable adjustment
Candidates with visual impairment may complete assessment with the support of:
A ascribe i to record answers to questions on their behalf
A oral assessment rather than written assessment
A enlarged written materials
A computer software which produces large text

The test of reasonableness is that the candidate would be able to do the job in the
workplace with similar support. Adjustment is not reasonable if this is not the case.

Assessment plans

An assessment plan is a documented framework to guide and structure assessment
arrangements for a whole qualification, or for a group of units of competency or for
any individual unit of competency. The goal of assessment planning is to prepare
and document a strategy for the assessment. The strategy helps to ensure the
assessment process is transparent for all stakeholders and is applied consistently 1
being documented rather than simply O6understoo
An assessment plan for a whole qualification should include:
1 an identification of the competency standards forming the qualification

1 interpretation of the packaging rules of the relevant training package
assessment guidelines or accredited course

interpretation of the competency standards as the benchmarks for assessment
application of training package assessment guidelines

arrangements for recognizing existing competency (RPL) including provision of
guidance and assistance to candidates in gathering and evaluating evidence

9 identification of assessment methods for individual or clustered units of
competency

selection of assessment tools
assessment procedures or steps to be followed

quality assurance mechanisms, including review and feedback

= =4 =4 =4

risk management strategies.
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Consultation and Development
Before getting to the stage of documenting the assessment plan, the assessor needs
to consider:

A Who should be consulted in developing an assessment plan

A All the possible contexts for assessment

A What benchmarks or competency standards should be used for the
assessment

A All the possible methods of assessment which could be used

Example Structure for an Assessment Plan

The following is an example of how an assessment plan might be structured i in this
case it forms the basis of a checklist for assessors and candidates to work through
together prior to undertaking assessment. This example could be completed during
the a s s e s briefingdokthe candidate and then copies kept by the candidate and the
assessor.

Candidate/s: Date/s:

Location: Assessor/s:

This assessment plan is to be explained to you by the assessor and you will tick
off each item once you are confident you understand the information and
procedures. It has been designed to help you identify the units of competency for
which you are being assessment, and the methods of assessment that will be
used. Your assessor will discuss the following areas with you. Tick them off once
you are confident that you have understood the information and procedures.

*  Purpose of assessment i why you are undertaking assessment

*  Qutcomes of the assessment process i what happens next

*  Relevant units of competency and how they contribute to the qualification
*  Appeals process

*  Confidentiality and security of records

*  Special needs/additional information

NOTES:
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Assessment process
outline:

These are the main steps in
the assessment process.

Pre-interview and self-assessment
Evidence to be gathered

Assessment activities to be undertaken
Evidence reviewed and judged
Outcomes/feedback discussed

Further options discussed

Candidate feedback sought

Relevant units of
competency:

These units ar
together for co-assessment.

PUAEMROO7A T Conduct risk assessment
PUAEMROO6GA i Treat risk at an operational level
PUAOHSO002A i Maintain safety at an incident
scene

Materials required:

Introduction information for candidate
Coordinator contact details
Copy of competency standards

Assessment tools i project instructions and
evaluation sheet, scenario instructions and
evaluation sheet, questions and suggested answers,
competency record form

Details of types of activities
that will be involved and
dates:

Project and Scenario to be completed by 30 May to
enable candidate sufficient access to beach
locations for the completion of the project.

Questioning/interviewi 31 Mayi at candi
Club

d

Candidate signature:

Date:

Assessor signature:

Date:

THIS EXAMPLE HAS BEEN ADAPTED FROM THE RECOGNITION RESOURCE INANT & 6
A GUIDE TO DEVELOPING TRAINING PACKAGE ASSESSMENT MATERIALS 2002
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Organising Assessment

As well as planning for the assessment activities to be well-structured, the assessor
needs to organise the physical environment for the assessment, any equipment
required and any specialist support necessary.
Material and physical resources to be organised may include:
1 Setting up the venue
Plant and equipment
Technology requirements

1
1
1 Personal protective equipment
1 Adaptive technologies

1

Physical adjustments to the environment

Specialist support required may include:

9 Assistance by a third party 1 carer, interpreter
Assistance to develop online assessment activities
Assistance to modify the assessment environment
Subject matter experts
Safety experts
Assessment teams or panels
Support from lead/supervising assessors

Advice from regulatory authorities

= 4 4 -4 -4 a8 A -2

Advice from policy developers in RTO or workplace

Safety and ethical considerations:

It is occasionally necessary to cancel, postpone or pass an assessment to another
assessor, for example:

1 A safe environment cannot be provided
1 The assessor and candidate have a pre-existing relationship of some kind

1 Conflict arises about assessment arrangements
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Activity 47 Planning and organising assessment

Refer back to the assessment process you identified in Activity 1 and
answer the following questions.

1. How are candidates informed about the assessment
process?

2. What needs to be organised and set up prior to the
A4 assessment?

3. How do you ensure a healthy, safe assessment
environment?

4. What sorts of reasonable adjustments can be made to meet
the special needs of candidates?

RPL assessment (or assessment only pathways)

Gaining a qualification through an assessment-only pathway or by RPL is by no means
an easy option for a candidate. Common methods of assessment used in RPL are
portfolios and interviews, but any method of assessment can be used.

It is often easier for candidates for RPL to complete assessment tasks where they
demonstrate their skills and knowledge rather than collect evidence for a portfolio of
documents. Assessors are often happier to make a decision about competency based
onthecandi datebés performance rather than
concerns about the authenticity and currency of paperwork.

Portfolio can be the only time-effective and cost-effective option however, if the
competencies are complex, at higher AQF levels and if the candidate is providing
evidence for a number of them i perhaps a whole qualification.

If the portfolio method is used, the candidate must produce evidence i often in the
form of documents but other items, eg, video tape or products they have made, can
also be included. The key is for the portfolio to demonstrate they have been
performing all aspects of the competencies successfully over a period of time.
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Some of the problems a candidate may face with RPL include:

A A simple lack of hard evidence i even if the person has been performing the
competencies effectively they may not have collected evidence of their
performance, eg, workplace documents may be confidential or retained by
previous employers

A Difficulties linking evidence effectively to specific units of competency. It is the
candidatebds responsibility to demonstrate h
rather than expecting the assessor to make the links for them, but the assessor
must provide good guidance and self-assessment tools to enable this to
happen.

A Inability to unpack or interpret units of competency

A Inability to present evidence because it may breach workplace confidentiality

Identifying suitable RPL evidence i that meets the rules for assessment
evidence

The rules for assessment evidence apply as much to RPL evidence as to other forms
of evidence. The candidate must provide evidence which is:

A Current i RPL evidence must satisfy the assessor that the candidate is still
competent today at the time of being assessed. Currency will depend only partly
upon the O6aged oifothérboasiderations ieclude &hai thes e | f
candidate has been doing to retain the competency since the piece of evidence
(eq, a certificate) was created, and what has happened to change the industry or
occupation in question over the intervening period.

A Authentic i the assessor must be satisfied that the evidence does concern the
performance of the candidate presenting it. Actual products and evidence of
processes in action, eg, correspondence from the process, are often more
convincing than 3" party references/reports generated purely for the purposes of
assessment.

A Valid i relevant to the competencies in question and the industry/occupation.
Candidates can have problems when mapping evidence against units of
competency in an overly atomistic manner that they lose sight of the overall
function of the unit of competency as a whole.

A Sufficient i enough evidence to prove competent performance over a period of
time and to provide evidence of all components of competency.
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Common pitfalls in RPL evidence gathering

Even very experienced assessors can have problems developing RPL portfolios for
themselves. Many assessors find RPL portfolios difficult to judge and struggle with the
sheer volume of evidence presented, especially if the portfolio includes evidence for
several units of competency.

Some of the common pitfalls RPL candidates should be made aware of by assessors
include:

A The temptation to put in absolutely everything, just in case.

A Failing to map evidence effectively to the unit/s of competency leaving the
assessor with the impossible, and unethical, task of making assumptions about
which pieces of evidence are meant to prove which unit/s.

A Not establishing the authenticity of products included i for example including
mi nutes of meetings they donét appear to ha
other documents which don6t bear™their name
party reports.

A Including blank forms or other pro forma documents, unless the candidate has
developed the forms and this is authenticated and relevant to the unit/s.

A Too heavy reliance on resumes and job descriptions i neither of which prove
successful performance by themselves.

Good practice in evidence selection and presentation includes:

A Providing small amounts of good quality evidence clearly linked to the unit/s of
competency i preferably major projects and/or products that demonstrate
competency across a number of units 1 assessors can more easily assess one
or two good pieces of evidence than 20 documents which have doubtful
relevance to the units of competency

A Providing a clear matrix or map to identify which pieces of evidence match
which competencies

A Proving authenticity of evidence by 3™ party references/reports or, even better,
emails/letters sent and received at the time the work was completed

A Providing performance appraisals, specific references and/or 3" party reports
to support job descriptions/resumes.
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Effective mapping and matrices to link RPL evidence to competencies

It is the RPL candidateds responsibility to der
evidence matches the requirements of the unit/s of competency. It is impossible, and

unprofessional, for the assessor to try to make assumptions about how the evidence
demonstrates the candidateds competency agai nst
clearly explained this. The candidate should be assisted to develop a map or matrix of

the relationships between their evidence and the unit/s of competency. There are

many ways of doing this effectively by using tables, diagrams or maps and these

met hods are wuswually all referred to by the terr

Mapping simply means showing the links between the evidence and the requirements
of the unit.

Activity 5 - Reviewing mapping

Following are two brief examples of part of a map which could be used
to link evidence primarily to the units of competency:

A TAAASS401A Plan and organise assessment
A TAAASS402A Assess competence

There are many ways of mapping, so these are purely examples. The
first example demonstrates effective mapping, and the second a poor
method of mapping. When you have looked at them both, answer the
questions:

1. What are the differences?

2. Why does the first example assist the assessor more effectively
than the second?
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