Self-Assessment Checklist

LGACORE104B
Work Effectively in Local Government

What must I demonstrate for this unit?

· understand the implications of working in the context of local government

· understand duty of care requirements

· contribute positively to quality improvement and workplace change 

· work within procedures and policies 

· manage own work effectively 

· implement sustainable energy work practices. 

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 Traineeship 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 simulation 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
	
	
	
	(


LGACORE104B
Work Effectively in Local Government
	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:   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.

	
	(
	
	

	ELEMENT 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.

	
	(
	
	

	ELEMENT 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 time frames. 

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

	
	(
	
	

	ELEMENT 4: Maintain public safety

	· Potential health and 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.

	
	(
	
	

	ELEMENT 5: Implement environmental procedures

	· Environmental risks and 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 practices. 

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

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

	
	(
	
	

	ELEMENT 6: Contribute to 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.

	
	(
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Trainee Details and Declaration

I, Trainee Name:
Council Name:
,

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 LGACORE104B. 


 (
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:
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