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ASSESSOR PLAN FOR: FNSMERC304B
LOCATE SUBJECTS

CANDIDATE NAME:

 COUNCIL: 


	Critical aspects of evidence for the unit
	Context as specified in the unit
	Context for this assessment
	Advice about evidence
	Assessment Strategies
	Assessment strategies / Tools used

	· Competence in this unit must be assessed over a period of time in order to ensure consistency of performance over the range of variables and contexts applicable to the work environment. 

· Delivery/assessment relationship to other units:   


· This unit may be assessed on its own or it may be assessed with other units that cover related skills and knowledge. 

· Evidence is most relevant when provided through an integrated activity which combines the elements of competency for the unit, or a cluster of units of competency. 
	This unit should be assessed on the job where possible.

It could be assessed in conjunction with “FNSMERC301B Collect debts”


	This unit may be assessed through practical demonstration in an actual work environment or simulation of such an environment. 


	Evidence for this unit might include:
· Documents used/ created while researching, searching and reporting on location of rate payers for at least 5 rate payers (eg: printouts from internet searches, conversations with other govt agencies, completion of council forms)

· Examples of detailed and accurate notes on conversations (including times + dates), actions and results you have recorded during the research and search process. 

· Other relevant documents that help to show you have complied with national standards, relevant legislation and organisational requirements during the process
	
observation (real or simulated workplace)

portfolio of evidence


project


questions (written/oral)


Assessment activities:


	Self Assessment Checklist
Workplace Observation Checklist (for assessor or technical expert to complete)

Assessment activities

Completed workplace records in Portfolio of Evidence




NOTE FOR THE ASSESSOR: 

Evidence collected must show that the candidate can apply the knowledge and skill described in the Unit of Competency to the standard of the performance required in the workplace and in the following aspects of workplace performance:

Task Skills:
requirement to perform individual tasks with a job

Task Management Skills:
requirement to undertake a number of different tasks within a job

Contingency Management Skills:
the requirement to responding and reacting appropriately with irregularities or when things go wrong

Job Role Environment Skills:
the requirement to fulfilling the responsibilities and expectations of the work environment including personal effectiveness and working with others.

CANDIDATE NAME:

 COUNCIL: 


	
	
	Assessor and Trainee to Complete
	Assessor to Complete

	Element of Learning
	Performance Criteria
	Evidence Available 
to demonstrate competence  (trainee can add details on their evidence to this list)
	Yes 
	Assessor’s Notes (incl. date of assessment and comments on any additional evidence/action required)

	1. Research/ investigate case
	· Client's written instructions are accurately and clearly interpreted 

· Preliminary searches for subjects are thoroughly and comprehensively completed 

· All appropriate mercantile data is checked for relevant information 
	· Assessment Tasks (for the unit or Holistic Assessments)
· Documents used/ created while researching, searching and reporting on location of rate payers 

· Other relevant documents that help to show candidate has complied with organisation’s policies / standards.
· Additional written answers
· Assessor Q&A
· Other:
	· 
	

	2. Conduct searches/enquiries
	· Field calls are made as directed by client and meet legislative requirements 

· Address is checked when necessary and any further leads are persistently followed to ascertain whereabouts of individual 

· Alternative lines of approach are developed and assessed to determine the most effective and applicable one 

· Searches are conducted in a reasonable time period as specified by client 

· Detailed field notes on times, dates, occurrences and results are accurately maintained to obtain the best result from searches 


	· Assessment Tasks (for the unit or Holistic Assessments)

· Documents used/ created while researching, searching and reporting on location of rate payers 

· Other relevant documents that help to show candidate has complied with organisation’s policies / standards.
· Additional written answers
· Assessor Q&A
· Other:
	· 
	

	3. Formulate/report recommendations
	· Information gathered is reviewed and ordered 

· Results of review of the information are used to determine a strategy for action 

· Documentation of outcomes is clear, concise and is made accessible to all relevant staff 

· Links between the outcomes and the analysis of the debtor information are proposed as a basis for further action or non-action 

· Relevant reports are completed without delay and disseminated to appropriate staff and management
	· Assessment Tasks (for the unit or Holistic Assessments)

· Documents used/ created while researching, searching and reporting on location of rate payers 

· Other relevant documents that help to show candidate has complied with organisation’s policies / standards.
· Additional written answers
· Assessor Q&A
· Other:
	· 
	

	Required Skills
	· demonstrates current techniques of search and locating defaulters 

· ability to liaise effectively with a range of clients 

· negotiation and dispute resolution skills 

· clear and accurate observation and analytical skills 

· effective written communication skills and appropriate report and letter writing 

· effective telephone techniques
	· Assessment Tasks (for the unit or Holistic Assessments)

· Documents used/ created while researching, searching and reporting on location of rate payers 

· Other relevant documents that help to show candidate has complied with organisation’s policies / standards.
· Additional written answers
· Assessor Q&A
· Other:
	· 
	

	Required Knowledge
	· basic knowledge of all relevant State and Commonwealth Acts 

· occupational health and safety (OH&S) practices
	· Other relevant documents that help to show candidate has complied with organisation’s policies / standards.
· Additional written answers
· Assessor Q&A
· Other:
	· 
	


COMPETENCY RECORD SHEET

	Unit Information

Unit Code: FNSMERC304B
Unit Name: Locate Subjects

	Trainee Information

Trainee Name:
Organisation:


	Assessor Name

Assessor’s Full Name:

	Technical Expert (If required)

Technical Expert’s Name:
Signature:


	Assessment Date/s
	Notes / Further Action Required for the trainee to demonstrate their competence in this unit (if any):

	
	

	
	

	
	

	For Assessor to complete once trainee demonstrates competence in this unit:

Based on the evidence they have provided, I believe ……………………………………..(trainee’s full name) is competent in all of the critical aspects for this unit.
Assessed as competent on: …….... / …..….. / …..….. 
Assessor’s Signature:


	For trainee to complete once the assessment outcome has been provided.

I confirm that I have been provided with the assessment outcome for this unit.

Trainee’s Signature:
date: …….... / …..….. / …..…..
	Office Use Only

Copy provided to trainee
(
Results recorded in database
(
Initial:
date……. / …..….. /……..


Understanding the Key Terms in the Performance Criteria

· banks 

· building societies 

· credit unions 

· employers (managers, supervisors, team leaders) 

· finance companies 

· financiers 

· government agencies 

· private companies 

· other commercial agents 

· solicitors 

· public telephone directories 

· current electronic White Pages 

· reverse order computerised telephone directories 

· electoral rolls 

· titles office/council records 

· motor vehicle registrations 

· Australian Securities and Investments Commission (ASIC) information 

· Freedom of Information (F.O.I) Acts - Commonwealth and State 

· credit files (where Privacy Act allows) 

· Consumer Affairs records 

· Business Licence Centre 

· State and Supreme Courts Library 

· rates searches 

· databases 

This topic is designed to provide you with an understanding of the processes involved in the location of rate payers to collect outstanding debts.

Learning and Assessment Process

Learning and practicing the skills

It is recommended that skills for this unit be learned in a real work environment, with assistance from a trained debt collection officer in the organisation.

Participants will need to be obtain:

· Recommended Reading Materials:  Materials from the Local Government Rating Professionals Association of NSW. For example “Course Notes for Debt Recovery” – prepared and presented by Richard Whitmore and the Local Govt & Shires Association of NSW (several years ago).

· Copy of Chapter 15 of the Local Government Act 1993
· Written procedures and/or policies used by the organisation for researching customer data, conducting searches and recording results of searches

· Checklists used to confirm the process has been followed

· Checklists or forms used to record conversations and actions taken during the search

· Help in understanding how to conduct searches and who to contact for facts or assistance in locating the debtor.

· A range of opportunities to undertake the functions associated with locating debtors for their organisation.

It is recommended that participants complete the following activities:

· Complete 10 searches for rate payers with outstanding debts

· Put together a file/ plastic sleeve per rate payer that includes: copies of checklists completed while searching for the rate payer, print outs of web searches, copies of letters or forms sent to rate payers or other authorities, print outs of notes on a council database (where appropriate) and other reports or notes prepared by the participant regarding this search.

Ask a supervisor or other technical expert to review the evidence compiled for the 10 rate payers and complete the “Complex Observation Checklist”.  This completed form should be sent by the supervisor/ technical expert to the traineeship coordinator (or unit assessor).

If it is not possible for a person in the workplace to complete this form then the blank Observation Checklist should be added to the pile of evidence and provided to the assessor to complete.

· Assessment

Methods for gathering evidence for this unit will need to be tailored to suit the context of “locating subjects in the organisation” and the processes and resources available in the organisation to set up a suitable assessment.

Regardless of the assessment strategy and tool used, participants must be able to provide evidence that they have located a range of subjects (namely 10 rate payers) and show that they can:

· clearly explain the process used for researching, searching and reporting to a technical expert or assessor.

· demonstrate gathering and interpreting all available details to a technical expert or assessor (this could be demonstrated on the job over a period of weeks)

· demonstrate conducting a search accurately and within appropriate timelines  (this could be demonstrated on the job over a period of weeks to a technical expert or assessor )

· demonstrate recording conversations and actions according to the national standards, relevant legislation and organisational requirements (this could be demonstrated on the job over a period of weeks to a technical expert or assessor)

· show how they would use perception, intuition and experience to develop alternative approaches to locating the debtor (maybe through answering questions throughout and after the process of searching for a debtor)
· provide examples of detailed and accurate notes on conversations (including times + dates), actions and results that they have recorded during the research and search process.
ASSESSMENT TASK
Scenario

A customer visits your enquiry counter complaining that she moved house 18 months ago, however she is receiving rates notices for that property at her new address. In addition, the rates have been overdue for 18 months and now a final letter has been sent notifying her that unless she responds immediately legal action will be taken. The customer is furious and she has asked for an explanation and wishes for this matter to be resolved immediately. 

Upon questioning you are able to determine that she did own the previous property. She has only received 1 rates notice, which was for the last quarter, to her new address and ignored it as she no longer lives in your council area. Now she has received the final notice letter.  She is aware that a person with the same surname as herself, coincidently, did buy the property from her and rents it out but does not know their contact details.
ACTIVITIES (Part A)
Based on the above scenario answer the following questions and provide examples of any documentation relevant to this scenario as further evidence. 
Examples of evidence may include your Councils relevant policies, copy of record you would complete, relevant forms, notes, legislation.

1. Identify the key issues that you see in this scenario?

2. Explain your response to the customer and what questions you may ask her.
3. What policies and procedures need to be considered?

4. List the specific legislation that needs to be consulted and the consequences of not complying with that legislation.
5. Describe the action you would take to resolve this issue.
6. What records need to be kept? What notes need to be recorded? How will the information be stored?  What record systems are used by your council?

Following on from Part A of this scenario, Council officers have visited the persons at the property and were told by the current tenants that they were only renting the house and do so through a Real Estate Agent. They are not sure who owns the property but they confirmed that they have been there for the past 18 months.

ACTIVITIES (Part B)
Based on the above scenario answer the following questions and provide examples of any documentation relevant to this scenario as further evidence. 
Example of evidence may include your Councils relevant policies, copy of record you would complete, relevant forms, notes, legislation.

1. Describe clearly the steps you would take to locate the owner of the property; including searches to be conducted, records to be kept, consultation with other Council members, reporting requirements etc.
2. List specific legislation that you may need to consult and comply with.
3.  Document the steps you would take to collect/ settle the outstanding debt including relevant searches, document preparation, assessment, communication and legal action etc.

	Units of competency:
	Locate Subjects

	Trainee name:
	

	Name of workplace:
	

	Assessor/Observer’s name:
	

	Observer’s Job Title:
	

	Date/s of assessment:
	

	Procedure:
	This checklist is to be completed by either a workplace assessor or person experienced in locating subjects for the organisation.  The observer will use this checklist to record the trainee’s demonstration of the skills listed below.  The observation may occur on the job, over a period of weeks, by observing the trainee liaising with appropriate authorities or people, by reviewing reports and records created by the trainee and by asking questions to clarify the trainee’s understanding according to the standards set for this unit.
During the observation, you may or may not observe the trainee using the skills listed according to the national standards.  Either way, please record your findings accurately.

When this form is complete please fax copy to Michelle Partland, Traineeship Coordinator Hunter Councils on 02 4966 0588 and provide copy to trainee.

	During your observation of the trainee, have they been able to….
	Yes
	No
	NOTES ON OBSERVATION

	Clearly explain the process used for researching, searching and reporting to a technical expert or assessor.
	(
	(
	

	Gather and interpret all available details for a technical expert /assessor.
	(
	(
	

	Conduct a search accurately and within appropriate timelines.

Q. what were the set timelines?……………………………………………
	(
	(
	

	Record conversations and actions according to the national standards, relevant legislation and organisational requirements.

Q. what records were provided?……………………………………………
	(
	(
	

	Use perception, intuition and experience to develop alternative approaches to locating the debtor.
(note: assessor may need to ask the trainee questions both throughout and after the process of searching for a debtor to determine how or whether the trainee is able to use these skills)
	(
	(
	

	Provide examples of detailed and accurate notes on conversations (including times + dates), actions and results that they have recorded during the research and search process.
(note: samples of the notes to be included in the Portfolio of Evidence)
	(
	(
	

	According to the requirements of this unit, the trainee’s performance was:
	Satisfactory
(
	Not Satisfactory
(

	Feedback to candidate:




	Candidate signature:

	Assessor signature:
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