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ASSESSOR PLAN FOR:  LGACORE105B Work with Others 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:

· appropriate communication used 

· equal employment opportunity and anti-discrimination guidelines applied to work 

· commitments fulfilled 

· relevant work information shared.
	· 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 with others

· notes from meetings detailing the candidate's participation and use of available communication channels
· letters and memos prepared by the candidate that detail issues affecting their workgroup

· requests for assistance by the candidate.

	
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 Methods
	Assessment Activities 

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

· promoting co-operation

· assisting others

· contributing to a productive work environment.

	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 with others

· notes from meetings detailing the candidate's participation and use of available communication channels

· letters and memos prepared by the candidate that detail issues affecting their workgroup

· requests for assistance by the candidate.

	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 WITH OTHERS IN LOCAL GOVERNMENT – LGACORE105B

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. Develop effective workplace relationships
	· Responsibilities and duties are undertaken in a positive manner to promote cooperative and effective relationships within the work team. 

· Communication with others is conducted in a positive manner and in accordance with council's workplace standards. 

· Communication with others is appropriate given the purpose, situation and relationship with receiver. 

· Conflicts are recognised and resolved, where possible, through personal communication and/or are referred to a more senior officer for resolution.
	· Assessment Tasks

· Assessment Task: Record Sheets

· Assessor Question & Answers

· Demonstration
· Evidence of workplace samples
	
	
	

	2. Contribute to effective work group activities
	· Commitments to undertake work or assist colleagues are fulfilled. 

· Information relevant to work is shared with colleagues to ensure designated work goals are achieved. 

· Knowledge and skills are shared with colleagues using mentoring and coaching techniques. 

· Strategies and opportunities for improvement of the work group are identified and planned in liaison with the work group. 

· Practical suggestions and contributions are made to the team to assist in resolving work-related problems or contingencies.
	· Assessment Tasks

· Assessment Task: Record Sheets

· Assessor Question & Answers

· Demonstration
· Evidence of workplace samples
	
	
	

	3. Contribute to a productive work environment
	· The principles of equal employment opportunity are observed and implemented. 

· Work is consistent with workplace standards relating to anti-discrimination, workplace harassment and democratic decision making. 

· Own work is monitored and adjusted according to feedback obtained through supervision and comparison with established team and organisational standards. 

· Initiative and proactive thinking are demonstrated to solve problems and generate improved work practices and productivity. 

· Training and advancement of skills and knowledge are undertaken as necessary in order to improve contribution to the work environment.
	· Assessment Tasks

· Assessment Task: Record Sheets

· Assessor Question & Answers

· Demonstration
· Evidence of workplace samples
	
	
	


COMPETENCY RECORD SHEET
	Unit Information

Unit Code: LGACORE105B
Unit Name: Work with others 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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