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DEVELOP, IMPLEMENT AND REVIEW POLICIES AND PROCEDURES
LGACOM603B

ASSESSOR PLAN FOR:  Develop, Implement and review policies and procedures: LGACOM603B
	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 and Rationale

	Integrated demonstration of

all elements and their

related performance

criteria:

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. 


	Should be assessed on the job where possible.

· Assessment of performance requirements in this unit should be undertaken within the context of the local government framework. Competency is demonstrated by performance of all stated criteria, including the Range of Variables applicable to the workplace environment. 


	Add information here about

this particular assessment,

eg if it is being done in a

simulated environment, then

Document the environment.

If it incorporates reasonable

adjustment then this should

Be documented.


	What might constitute

evidence for this Unit of

Competency?


	
observation (real or simulated workplace)

portfolio of evidence


project


questions (written/oral)


Assessment activities:


	List those tools actually used

in assessing this candidate

and provide reasons for your

Choice.

Ensure that the mix of tools

allows for the adequate

assessment of key

Competencies.



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.

Assessment Record Sheet

Develop, implement and review policies and procedures:  LGACOM603B
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.  Establish the need for a policy/procedure 
	· The need for the policy/procedure is assessed for its contribution to effective and efficient practice in the work area 

· Existing policies are reviewed to maintain relevance and effectiveness 

· The objectives for establishing the policy/procedure are identified
	
	· 
	

	2. Consult on the development of the policy/procedure
	· Terms of reference and guidelines are prepared and provided to key stakeholders 

· Employees directly affected by the process are kept fully informed
	
	· 
	

	3. Facilitate the preparation of a draft policy/procedure
	· Draft is prepared in accordance with Council procedures 

· Draft policy/procedure is consistent with organisational objectives and takes account of resource availability and specifies timeframes for implementation 

· All relevant legislation is complied with 
· The draft policy/procedure incorporates outcomes of the consultative process where appropriate 

· The draft policy/procedure is presented to Council/management for endorsement.
	
	· 
	

	4. Ensure implementation of policy/procedure
	· New policy/procedure is integrated into existing policies/ procedures/ manuals/ information 

· Employees are informed of new policy/procedure and of their responsibilities 

· Education and training is given to employees where necessary to ensure correct implementation of policy/procedure
	
	· 
	

	5. Review policy/procedure
	· Policy/procedure is evaluated against establishment objectives and workplace impact 

· Timeframes for evaluation process are determined 

· Feedback from employees on implementation issues and outcomes is sought and evaluated 

· Identified problems are resolved 

· Where appropriate, modifications to policy/procedure are recommended and undertaken
	
	· 
	


	Trainee Checklist

· I have completed the prescribed assessment tasks and have placed all activities and additional evidence in my portfolio folder. 

· I have checked that the evidence provided addresses the elements and performance criteria for this Unit.

· I believe I am ready to proceed to assessment for this Unit of Competency.
Trainee Name: 

Council/Organisation: 


Signature:

Date: : 
 


	Assessor Comments

Assessor’s Full Name:



	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:





Process for Completing the Learning and Assessments for LGACOM603B:  Develop, implement and review policies and procedures
Developing Skills 

A learner’s guide is available to support your skills with this unit entitled “Support Policy Implementation” from Prentice Hall.
Although this learner’s guide has been developed for another unit, the content will help you to develop appropriate skills for this unit (LGACOM603B).

We recommend you work through the learners guide if you have not been involved in developing, implementing and review policies and procedures or if you would like to refresh your skills in these areas.  If you have existing skills in these areas and are confident that you will be able to complete the following tasks, you may choose to just undertake the activities, without reading through the entire guide.

Either way, for the assessment of your skills in this unit, please complete the activities and tasks listed in the following Matrix and forward them to Local Government training Institute 

Assessment Plan Matrix 
LGACOM603B:  Develop, implement and review policies and procedures
	Assessment Activities
	Elements

	 
	1
	2
	3
	4
	5

	Learners Guide Activity - page 7 & 8
	 
	 
	 
	 
	 

	Learners Guide Activity - page 11
	 
	 
	 
	 
	 

	Learners Guide Activity - page 16 & 17
	 
	 
	 
	 
	 

	Learners Guide Activity - page 29
	 
	 
	 
	 
	 

	Learners Guide Activity - page 31
	 
	 
	 
	 
	 

	Learners Guide Activity - page 34
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Part A Assessment
	 
	 
	 
	 
	 

	Part B Assessment
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	All Activities in Learners Guide to be carried out individually
	 
	 
	 
	 
	 


Assessment Tasks – Part A and B

PART A
 (Document answers on a separate sheet)
1. What are some of the relevant policies and procedures that relate to your work on a daily basis?

2. Who at your Council has the authority to identify, develop and implement a new Policy or Procedure?

3. Using two (2) existing Policies or Procedures at your Council,  research and document how the need was established for the development of these Policies/Procedures and outline the method taken for their implementation

4. What legislation, Organisational Procedures or Guidelines need to be referred to and complied with for the development, implementation and review of a Policy or Procedure?

5. Who needs to be consulted initially and throughout the implementation phase for the development of the new Policy or Procedure?

6. When a new Policy or Procedure is to be implemented into the Organisation how is this communicated to staff and how do you determine any skill gaps that may need to be addressed as a result of the new Policy or Procedure?

7. At what point is the new proposed Policy or Procedure submitted to Council Senior Management for comment and endorsement?

8. How often and under what terms are Policies/Procedures reviewed and how does this process occur?

9. Provide an example of a time when you have been involved in reviewing an existing Policy or Procedure – document the steps taken for the review process. (If you have not been involved personally then speak to someone who has and document their experiences).

10. What are some of the key factors that need to be considered and recorded for the evaluation/validation process? 

PART B (Project)

For this part of the assessment you are required to Develop, Implement and Review a Policy or Procedure in your workplace. You are required to provide evidence as indicated below.

1. Name the specific Policy or Procedure to be Developed, Implemented and Reviewed

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. How did you determine the need for this particular Policy or Procedure and what impact will it have on staff and management at the Council?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. Identify who needed to be consulted by using the Consultation Tool on page 20 of the Learners Guide ( OR If you already have a standard format for the consultation process please use it instead)

4. Provide a detailed Implementation Plan for the development and implementation of this new Policy or Procedure (If you do not have a set format for your Council please refer to the suggested format on page 22 of the learners guide)

5. Attach a copy of the DRAFT Policy or Procedure and outline who needed to be consulted and how it  was endorsed

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6. Explain how this new Policy or Procedure that you have developed was integrated with other existing Council policies/procedures

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
7. Describe the impact of the new policy/procedure upon implementation
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
8. Outline how, when, and with whom you gathered feedback for the policy/procedure evaluation/review (attach a sample of your evidence)

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
9. Explain the Evaluation/Review process and provide a copy of the information recorded (included who was involved, what data was gathered, validity etc).

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
10. Briefly describe the outcome of the Evaluation – e.g. was it successful?  If so why? If not why? What impact has it had? Does it need modifying? 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
11. Reflecting on this project, including the development, implementation and final review of the new Policy/Procedure, what are the key points that you have learned from this experience? And how could you improve the process next time?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
12. Provide a copy of any other key documentation that you prepared or gathered while developing, implementing and reviewing the policy – eg. Correspondence with key stakeholders, planning notes, evaluation/ review notes, record of suggestions for improvement.
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