Self-Assessment Checklist
LGACOM602B ~ COORDINATE AND FACILITATE A CHANGE PROCESS

What must I demonstrate for this unit?

The demonstrated ability to: 

· Coordinate and facilitate a change process 

· Establish the need for change 

· Consult with and gain acceptance by key stakeholders 

· Develop a comprehensive change process plan 

· Conduct an evaluation of changes undertaken. 

Where do I start?
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1) Familiarise your self with the performance criteria and possible evidence for this unit.

· In the table column starting with “Performance Criteria” you are given the criteria you will be assessed against.

· Read through the options for “Possible Evidence” on the following page to clarify the documents you can collect or answers you can provide to help show how you can demonstrate the skills.

· If you believe you are able to demonstrate your skills based on work you have already completed, eg projects you have been involved with or documents you have already created, then continue working through this checklist.  However, if you have not had experience in this unit, or are not confident in using the skills, contact your Coordinator to arrange additional learning and assessment activities.

2) Then, in the column starting with “I can show this by providing…” list examples of evidence you can collect to demonstrate you have the skills.

3) In the final column, describe situations in which you use these skills, provide a specific example where possible.

4) Collect examples of the evidence you have listed and file them in your Portfolio of Evidence folder.

5) Ask your supervisor to sign the Validation Statement on the final page (if your supervisor is not available, ask another person who has observed you using the skills listed in this unit).

6) Forward your completed Self-Assessment Checklist to the Certificate Programs Coordinator to confirm you are ready to be assessed.
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Evidence of satisfactory performance in this Unit is best obtained by a combination of observation of performance, questioning and discussion.  

Depending on your experience and confidence in using the skills on the job, you could demonstrate your skills in this unit using any of the following options:

	(
	The following options are examples only.  One of these options may suit your situation, or you may choose a different combination of evidences that better suit what you can demonstrate for this unit.

	
	Option 1

Have no experience or skills yet in this unit
	Option 2

Have completed a training course but have no on-the-job experience
	Option 3

I have some experience using these skills under supervision.
	Option 4

These skills are included in my job description and/or I have used the skills on the job.

	Demonstration of skills in real or simulated scenarios in the workplace
	(
	
	(
	(

	Copies of documents collected and stored in the Portfolio of Evidence
	(
	(
	
	(

	Third party report, eg from Supervisor
	
	
	(
	(

	Completion of a practical workplace based project
	
	
	(
	

	Answers to questions provided by the assessor (written/oral)
	(
	(
	(
	

	Learning & Assessment activities
	(
	
	
	

	Copy of Statement of Attainment/ Attendance for this unit
	
	(
	
	

	Copy of council-based Competency Assessment Records
	
	
	
	(


For Further Details on possible evidence for this unit please refer to the Range Statement in the “Unit Description”. A copy can be obtained from Hunter Councils.
LGACOM602B:   COORDINATE AND FACILITATE A CHANGE PROCESS
	Element name and Performance criteria
	
	Can I perform these tasks?

(
	I can show this by providing copies of:
	I have used these skills in my workplace in the following ways and situations:

	ELEMENT 1:   Establish need for change

	· Trends in internal and external environment are reviewed and monitored and the need for change is identified. 

· Consultation with the community and staff is undertaken and their needs and expectations are assessed. 

· Operations are continuously monitored and evaluated and improvement opportunities are identified and implemented.

	
	(
	
	

	ELEMENT 2: Plan change

	· Options for change are identified and assessed in terms of their impact on organisational performance and any industrial implications. 

· A change plan is developed in consultation with employees and/or their representatives. 

· Change plan is endorsed by chief executive officer and/or council and disseminated to stakeholders.
	
	(
	
	

	ELEMENT 3: Facilitate the implementation of change

	· Time schedules for implementing change are determined and amended as necessary. 

· Employee training and development requirements resulting from change are identified and included in change strategies. 

· Existing systems and processes are modified, or new systems and processes are introduced, to implement required change. 

· Staff members are informed of progress of change. 

· Staff needs are identified and appropriate support is arranged.

	
	(
	
	

	ELEMENT 4: Evaluate change programs

	· Impacts of changes are monitored in accordance with the plan and specific goals. 

· Stakeholders are consulted and feedback is sought on effects of change. 

· Actual outcomes of change are compared against expected outcomes. 

· Modifications to change process are made as appropriate.

	
	(
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Trainee Details and Declaration

I, Trainee Name:
Organisation:
,

confirm the facts and evidence I have provided for this unit are true and accurate representation of my work.

Trainee Signature: 
  Date/s of Self-Assessment:



Validation of Evidence

Details on person validating the evidence:

Name:



Job Title:



I can confirm: 

Please ( in ( where appropriate

I have reviewed the evidence that: (Trainee Name)


is providing for this unit (LGACOM602B). 


 (
I have observed the trainee using/preparing 

the documents or tools they have included as evidence:
 (
The tasks and situations the candidate has described do accurately 

reflect what I have observed them undertaking in our workplace:
 (
Additional comments:

Signature:



Date Signed:



START


HERE
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