[image: image1.jpg]T~

Hunter Councils

Learning & Development




LGADMIN424A

Provide staff development programs
[image: image2.wmf]
Assessment Tasks Handout
Learning and Assessment Overview:

Assessment Tasks

For this unit you will be required to demonstrate competence on the job, in practical demonstration; observation, question/answer and role-play situations, incorporating verbal questions and written work, including completing workplace forms, either to the RTO Trainer or Supervisor, under the guidance of the RTO Trainer.

The following tasks are to be completed to demonstrate your relevant skills for this unit.  

Part 1: Assessment Questions and activities

Please complete the tasks that are outlined on the following pages.
Part 2: Portfolio Evidence

You will be required to collect relevant evidence, over time.
Part 3: Assessor Questions

After they have reviewed the other evidence you provide for this unit, the assessor may contact you to ask a series of questions which are designed to focus on the underpinning knowledge and skills and to evaluate understanding.
Part 1: Assessment Questions and activities
Task 1: Questions
1. List the advantages and disadvantages of gathering information on current skills and required skills and knowledge, of staff, using the following methods.

· Observation of people on the job

· Organisational records

· Discussion with people on the job

· Questionnaires
2. List the methods that are currently used within your organisation to identify the training and development needs of both teams and individuals.

· What are your suggestions to improve the way this is done.

3. List 4 different methods that could be used to train of or develop staff in your department or section (e.g. training course, on-the-job training, on-line learning program, coaching etc).

· Describe why you would use those methods

· Identify the advantages and disadvantages of each method
· List the methods that are most commonly used, in your organisation. Why?
4. What is the purpose of having learning documented in a plan?

5. Describe a number strategies used for evaluating the effectiveness of a training or development program

6. Describe the procedures for recording any training undertaken by employees within your organisation

7. Prepare a questionnaire or survey that you will be able to use in the future to evaluate the outcomes of a training or development program

Task 2: Staff development requirements

How could you identify the learning and development needs of staff?
1. Describe the methods you could use to identify the learning and development needs of both a team and individual staff members.
· Explain the methods you would use and why you would use them. Provide examples wherever possible

2. Describe how you would ensure staff members contribute to identifying their training needs. What collaboration methods do you use?

3. Discuss why self evaluation is important in identifying learning and / or development needs. How do you encourage self-evaluation by staff members?

4. Describe the sources you could use to gather feedback on staff work performance. How do you use such feedback?
Task 2: Training and development plan
It has been identified that your current work team needs to improve its communication skills, with particular regard to dealing with difficult customer situations. 
1. You have been asked to develop a plan that will need to be approved by senior manager for the training and or development of the team, to improve their skills in this area.
In your plan, you need to provide the following detail:
· The goals and objectives of the learning and development program

· Details on appropriate delivery options, including information you have researched in order to make a decision (such as brochures, websites, costings and third party reports)
· The reasons you have selected this delivery option

· A list of all the resources needed

· A budget and detailed costings

· A description of how you will use coaching and mentoring opportunities to support the program
2. Write a memo to the senior manager, to obtain approval for the program.
Part 2: Portfolio Evidence

You will be required to collect relevant evidence, over time, which can include:

Documentary evidence may be collected to demonstrate how you have applied for a number of reasons. For example, to provide:

· proof of using the skills required by this unit in the workplace (eg emails, documents you have created in the workplace, meeting minutes, etc), 

· a testimonial/ 3rd party report from a supervisor or technical expert to validate other evidence you have provided, 

· copies of relevant policies and procedures that you must comply with while carrying out the tasks required for this unit 

· and evidence gathered while completing assessment tasks.

We recommend you collect and file your evidence in your Portfolio of Evidence folder and update the folder index.  Please forward a copy of the evidence with your other completed tasks. (Note: Only the front page and contents page of detailed policies need to be sent).
















































































































