Self-Assessment Checklist
             LGACORE105B
Work with others in Local Government

What must I demonstrate for this unit?

· appropriate communication used 

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

· commitments fulfilled 

· relevant work information shared 

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
	
	
	
	(


LGACORE105B
WORK WITH OTHERS IN LOCAL GOVERNMENT
This unit relates to working with co-workers, managers and team leaders, and elected members 

	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:  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.
	
	(
	
	

	ELEMENT 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.
	
	(
	
	

	ELEMENT: 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.
	
	(
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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 (CODE). 


 (
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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