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ASSESSOR PLAN FOR:  LGACORE104B Work Effectively in Local Government
CANDIDATE NAME:

 ORGANISATION: 


	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:

· demonstrate understanding of the implications of working in the context of Local Government

· demonstrate understanding of duty of care requirements 

· positive contribution to quality improvement and workplace change
	· should be assessed on the job where possible.


	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?

· supervisors’ or colleagues’ reports that demonstrate the candidate's ability to work effectively in their Council

· work action plans that detail work planning and prioritising

· memos or briefs on updates to codes of conduct, policies or procedures
· progress reports on work completed

· completed accident/incident report forms

· environmental audits and risk assessments.

	
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 must be conducted in accordance with the Assessment Guidelines for the Local Government Training Package (LGA04).  

	Assessment Methods
	Assessment Activities 

	Structured observation – workplace or simulated workplace
	The candidate, under the observation of the assessor, demonstrates the essential aspects of:

· applying knowledge and understanding of Council responsibilities and structure to work

· accepting responsibility for the quality of their own work

· managing their own work

· maintaining public safety

· implementing environmental procedures

· contributing to the change process.

	Portfolio of evidence 
	The candidate collects relevant evidence, over time, which can include:

· supervisors’ or colleagues’ reports that demonstrate the candidate's ability to work effectively in their Council

· work action plans that detail work planning and prioritising

· memos or briefs on updates to codes of conduct, policies or procedures

· progress reports on work completed
· records of completed accident/incident report forms plus environmental audits and risk assessments.

	Interview questions
	The candidate responds to questions at interview.  These questions are designed to focus on the underpinning knowledge and skills and to evaluate understanding. 

See Question Sheet for details.

	Projects
	The candidate completes a work-related project designed to produce evidence of competency.

See Project for details.


Assessment Record Sheet

Work Effectively in Local Government – LGACORE104B
CANDIDATE NAME:

 ORGANISATION: 


	
	
	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 
	NYC
	Assessor’s Notes (incl. date of assessment and comments on any additional evidence/action required)

	1. Apply knowledge and understanding of Council responsibilities and structure to work
	· Work reflects understanding of relationship between elected members and Council staff.

· Responsibilities and duties are performed in accordance with Council policies and procedures.

· Tasks that fall outside scope of responsibilities or limits of authority are proactively referred or delegated to appropriate departments/personnel.

· Communication with council staff is conducted according to organisational protocols and procedures.
	· Assessment Tasks

· Assessment Task: Record Sheets

· Assessor Question & Answers

· Demonstration
· Evidence of workplace samples
	
	
	

	2. Accept responsibility for quality of own work
	· Workplace is well organised and safe and is in accordance with relevant standards and policies.

· Own work is monitored and adjusted according to requirements for job quality, customer service, public responsibility and resource use.
· Council's code of conduct is adhered to.

	· Assessment Tasks

· Assessment Task: Record Sheets

· Assessor Question & Answers

· Demonstration
· Evidence of workplace samples
	
	
	

	3. Manage own work
	· Instructions are interpreted correctly and checked against prescribed scope and standard of work.

· Factors affecting work requirements are identified and appropriate action is taken.

· Workload is assessed and prioritised within allocated timeframes.

· The need for additional support to improve performance is communicated clearly to the appropriate person. 
	· Assessment Tasks

· Assessment Task: Record Sheets

· Assessor Question & Answers

· Demonstration
· Evidence of workplace samples
	
	
	

	4. Maintain public safety
	· Potential health and/or safety hazards are identified and responded to in-line with Council procedures.

· Emergency situations are quickly and correctly recognised, assessed and responded to in-line with Council procedures.

· The potential effect of incidents on different customers, including those with special needs, is taken into account in determining appropriate action.

· Requests for assistance from other staff or the public are responded to promptly and appropriately.
· Reports on accidents and incidents are provided in accordance with Council and legal requirements.
· Reports are accurate and comprehensive and clearly distinguish fact and opinion.
	· Assessment Tasks

· Assessment Task: Record Sheets

· Assessor Question & Answers

· Demonstration
· Evidence of workplace samples
	
	
	

	5. Implement environmental procedures
	· Environmental risks and/or impacts relevant to the specific work being undertaken are identified.

· All work activities are carried out in accordance with relevant environmental procedures including sustainable energy work practice.

· Environmental risks and incidents are dealt with, recorded and/or reported according to Council and workplace procedures.

· Contribution to the review of environmental procedures is made within limits of responsibility.


	· Assessment Tasks

· Assessment Task: Record Sheets

· Assessor Question & Answers

· Demonstration
· Evidence of workplace samples
	
	
	

	6. Contribute to the change process
	· Implications of external change on the Council are identified.

· Implications of change in the workplace on own job are identified.

· Agreed changes to improve work outcomes are acted upon.

· Appropriate avenues are accessed to provide suggestions for improvements.

· Suggestions for improving the work are contributed in a constructive way.


	· Assessment Tasks

· Assessment Task: Record Sheets

· Assessor Question & Answers

· Demonstration
· Evidence of workplace samples
	
	
	


COMPETENCY RECORD SHEET
	Unit Information

Unit Code: LGACORE104B
Unit Name: Work Effectively in Local Government

	Trainee Information

Trainee Name:
Organisation:


	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:
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