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ASSESSOR PLAN FOR:  LGADMIN417A Conduct community consultations
CANDIDATE NAME:

 Organisation: 


	Critical aspects of evidence for the unit
	Context as specified in the unit
	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: 

•  plan a community consultation to enable and encourage relevant groups or individuals to be involved 

•  facilitate a community consultation that produces valid and useful information and ensures that the council's image and reputation are maintained or enhanced 

•  prepare an accurate report on the outcomes of the community consultation that enables informed decision making to occur.
	Should be assessed on the job where possible.

· Competency is demonstrated by performance of all stated criteria, with particular attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, and within the scope of the Range Statement. 

· Assessment must take account of the endorsed Assessment Guidelines in the Local Government Training Package. 

· Assessment of the performance requirements in this unit should be undertaken in an actual workplace or simulated environment. 

· Assessment should reinforce the integration of the key competencies for the particular AQF level. Refer to the key competency levels at the end of this unit.
	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

LGADMIN417A Conduct community consultations
CANDIDATE NAME:

 Organisation: 


	
	
	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. Plan community consultation
	· Specific consultation needs are identified based on the issue and organisational requirements. 

· The objectives for the consultation are discussed with appropriate personnel. 

· Consultation methods are identified and discussed with appropriate personnel. 

· A consultation plan is developed and discussed and/or endorsed with appropriate personnel.
	· Assessment tasks

· Written questions

· 3rd party report

· Evidence portfolio
	· 
	

	2. Facilitate consultation
	· Information is prepared that is clear, accurate and appropriate to the needs of the parties. 

· Measures to expedite community consultation are taken to ensure consultation occurs within an identified time frame. 

· Information is provided to participants at an appropriate time and place. 

· Access and equity requirements are implemented in the consultation. 

· Consultation is undertaken using effective facilitation techniques suited to the target audience. 

· Difficult situations are handled effectively using collaborative problem-solving techniques.
	· Assessment tasks

· Written questions

· 3rd party report
· Evidence portfolio
	· 
	

	3. Report consultation outcomes
	· Responses are collated and formatted to facilitate analysis. 

· A report is prepared that includes recommendations to enable informed decision making. 

· Feedback is provided to interested parties. 

· Other issues raised during consultation are directed to relevant department or person for action. 

· The effectiveness of the consultation process is evaluated and action is taken where necessary.
	· Assessment tasks

· Written questions

· 3rd party report

· Evidence portfolio
	· 
	


COMPETENCY RECORD SHEET
	Unit Information

Unit Code: LGADMIN417A
Unit Name: Conduct community consultations

	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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