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ASSESSOR PLAN FOR:  LGAGOVA410B Monitor Council Procedures to Ensure Compliance with 

Relevant Legislation


CANDIDATE NAME:

 COUNCIL: 


	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

	· Determining and implementing strategies for ensuring staff members have current information 

· Identifying procedures to be reviewed for compliance 

· Updating procedures as necessary 

· Determining breaches and rectifying causes of breaches. 
	· Should be assessed on the job where possible.

· Assessment of performance requirements in this unit should be undertaken within the context of the local government framework. Competency is demonstrated by performance of all stated criteria, including the Range of Variables applicable to the workplace environment. 
	· Simulated workplace
· Environment

· On the job assessment
	· The evidence the trainee must provide for this unit includes: 

· Determining and implementing strategies for ensuring staff members have current information 

· ·Identifying procedures to be reviewed for compliance 

· ·Updating procedures as necessary 

· ·Determining breaches and rectifying causes of breaches
	
observation (real or simulated workplace)

questions (written/oral)


Assessment activities:


	Simulated case study that enables access to council’s relevant resources where council procedures are discussed or developed.

Workplace Log Book

Questionnaires

Checklists


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.

CANDIDATE NAME:
 COUNCIL: 


	
	
	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. Ensure council procedures comply with relevant legislation


	· Council procedures are documented in line with legislative requirements
· Council procedures are updated to reflect changes in legislation as necessary.

	( Assessment Tasks

( Assessor Questions & Answers

( Demonstration

( Evidence of workplace samples

( Written Questions
	(
	Competed assessment tasks and all relevant evidence attached.
3/7/2007

	2. Maintain up-to-date knowledge of relevant legislation


	· Sources of information on relevant legislation are identified and accessed. 

· Strategies are established to ensure dissemination of information on legislation to relevant staff. 
· Knowledge of legislation that is significant to local government is always up to date
	( Assessment Tasks

( Assessor Questions & Answers

( Demonstration

( Evidence of workplace samples

( Written Questions.


	(
	Competed assessment tasks and all relevant evidence attached.
3/7/2007

	3. Monitor procedures to ensure compliance


	· Procedures are regularly examined to ensure ongoing compliance with relevant legislation. 

· Required changes to procedures are identified and actioned accordingly. 

· Changes to procedures are approved, documented and communicated to relevant personnel.
· 
	( Assessment Tasks

( Assessor Questions & Answers

( Demonstration

( Evidence of workplace samples

( Written Questions
	(
	Competed assessment tasks and all relevant evidence attached.
3/7/2007

	4. Identify and rectify breaches in compliance


	· Audits or random checks are conducted to determine the extent to which procedures are implemented in accordance with legislative requirements. 

· Breaches in compliance are noted and addressed immediately. 

· Causes of any breaches in compliance are identified and addressed immediately.
	( Assessment Tasks

( Assessor Questions & Answers

( Demonstration

( Evidence of workplace samples

( Written Questions


	(
	Competed assessment tasks and all relevant evidence attached.
3/7/2007


COMEPTENCY RECORD SHEET

	Unit Information

Unit Code: LGAGOVA410B
Unit Name: Monitor Council Procedures to Ensure Compliance with Relevant Legislation

	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:



Understanding the Key Terms in the Performance Criteria

Legislation may relate to: 

·  federal 

·  state 

·  local government by-laws 

·  employment 

·  occupational health and safety 

·  privacy and confidentiality. 

Sources of information may include: 

·  Australian government publishing service 

·  state or territory parliaments 

·  managers and internal staff in specialist areas 

·  other external agencies and departments 

·  internal or external committees 

·  advisory groups or associations. 

Procedures may include: 

·  operating procedures 

·  policy implementation. 

Causes of breaches may be the result of: 

·  inadequate training of staff 

·  failed communication to relevant staff of procedural changes 

·  use of outdated stationery or documentation. 

Training and Assessment Tasks and Questions

Elements of competency for this unit: 

1. Ensure council procedures comply with relevant legislation

2. Maintain up to date knowledge of relevant legislation

3. Monitor procedures to ensure compliance

4. Identify and rectify breaches in compliance
For this unit you will be required to demonstrate competence on the job, in practical demonstration, observation, question/answer situations, incorporating verbal questions and written work, either to the RTO Trainer or Supervisor.
To be deemed competent for this unit, you will need to do the following:

· Read the learners guide and complete all of the activities in Section 1, Section 2 and Section 5 plus Activity 3.1 and

· Complete the required assessment tasks on the following pages:

Task 1) 
Complete the Self assessment if you believe you can demonstrate the skills based on your workplace tasks and job role.  AND/OR Complete the Observation Checklist on the following page and ask your supervisor to sign it.
Task 2)
Create a portfolio of evidence of documents that show how you have developed/ demonstrated the skills required for this unit. Your portfolio will include a range of forms such as: memos, certificates, procedures etc. that shows you have the knowledge, skills and experience required.  

Update your Portfolio Evidence Index with the above information and include it with a copy of your evidence.
After referring to the Learners Guide and the competency standards complete the following tasks from the end of this document:
Task 3)
The Case study and

Task 4)
The Report

Further details on these tasks are included on the following pages.

Assessment Task 1 - Observation Checklist 
	Units of competency:
	Monitor Council procedures to ensure compliance with relevant legislation

	Trainee name:
	

	Name of workplace:
	

	Assessor/Observer’s name:
	

	Observer’s Job Title:
	

	Date/s of assessment:
	

	Procedure:
	This checklist is to be completed by the trainee and signed off by either a supervisor, workplace assessor or person experienced in council procedures for the organisation.  The observation may occur on the job, over a period of weeks, by observing the trainee liaising with appropriate authorities or people, by reviewing reports and records created by the trainee and by asking questions to clarify the trainee’s understanding according to the standards set for this unit.
During the observation, the supervisor may or may not observe the trainee using the skills listed according to the national standards. Please record your findings below.



	During my study and experience in the job, I have they been able to….
	Yes
	No
	Notes on Observation by supervisor

	Clearly explain the process used for interpreting and reporting compliance procedures to the public


	(
	(
	

	Identify procedures to be reviewed for compliance in my work area or council and updated procedures as necessary within appropriate timelines 
   
	(
	(
	

	Determine breaches according to the national standards, relevant legislation and organisational requirements where necessary        

	(
	(
	

	Use perception, intuition and experience to develop alternative approaches to locating the breach and rectifying the cause.                    


	(
	(
	

	Keep up to date with knowledge and application of current legislation and regulations


	(
	(
	

	Supervisor to complete:

According to the requirements of this unit:
· The trainee has performed the areas listed in the table above: 
Yes (
No (
· The trainee’s assignments were all their own work and their performance was  
Yes (
No (
· Their performance in these areas was: 
 Satisfactory   (
Not Satisfactory  (

	Trainee signature:
	Supervisor signature:


Assessment Task 2 - Portfolio of Evidence

Create a portfolio of evidence of documents that show how you have developed/ demonstrated the skills required for this unit. Your portfolio will include a range of forms such as: memos, certificates, procedures etc. that shows you have the knowledge, skills and experience required.

Your evidence will vary – depending on your responsibilities and your approach to monitoring council procedures. The following list will provide examples of evidence that you might collect while you are using the skills required by this unit. You might supply a range of the following documents or have alternate evidence based on your own work experience. If you have less evidence of using the skills on the job ensure you have completed detailed answers for all other assessment tasks.
You could choose to focus on one or more procedures, depending on your responsibilities.

Please add your evidence to your Portfolio of Evidence Folder and update the Index at the front of your Folder.  Keep your original documents in your Portfolio of Evidence Folder and forward a copy to Hunter Councils, along with your other completed assessment work.
Examples of evidence to match the performance criteria for this unit:

(added on 30.5.06)
	Possible evidence (copies of the following)
	Element 1
	Element 2
	Element 
3
	Element 4

	Council’s Procedures that you are monitoring.
	(
	(
	(
	(

	Section from related legislation (that procedure is based on).
	(
	(
	(
	(

	Copy of old and new procedures - based on changes made to reflect any changes identified in legislation.
	(
	(
	(
	

	Notes/ emails/ signatures confirming changes to procedures have been approved.
	
	
	(
	

	Printouts from websites visited/ council intranet/ newsletters/ other reference material where you have checked for currency and accuracy of information on legislation.
	(
	(
	(
	

	Council forms that need to be completed for the chosen procedures.
	
	(
	
	

	Notes from database/council records.
	
	
	(
	(

	Minutes or notes from meetings where council’s procedures and legislation are discussed / possible changes are discussed/ staff training requirements discussed/ how to advise staff of changes/ etc.
	(
	(
	(
	(

	Emails to other staff regarding new procedures or changes made & reasons for changes to them.
	
	(
	(
	(

	Action plans showing actions planned/ undertaken to action any reviews or changes.
	
	(
	(
	

	Sample of forms completed while conducting audit or random checks of current procedures.
	
	
	
	(

	Notes on breaches to procedures and/ or legislation.
	
	
	
	(


Assessment Task 3 - Case Study

Ann is a new PLANNING OFFICER in your council.  While she has worked in the department for the past two years, her previous position was in a totally different section. When Ann started her new position six months ago, she received three weeks intensive training.

While Ann feels she has a good understanding of the relevant legislation and procedures, she has just had phone call from a customer that questioned a specific section of the Environmental Protection Act.

Ann examined the council procedures and the legislation and there seemed to be some conflict between the two documents. Ann is uncertain about the correct response to the enquiry and is wondering what to do next.

She is aware that the department takes its customer service policy very seriously. All clients must have a response to their enquiry within 24 hours.

1. What legislation should she be referring to?

2. What strategies should she use to determine the correct response?

3. Who should she seek advice from?

4. What should she do next? (in accordance with your council’s procedures)
5. How should she resolve the issue?

Assessment Task 4 - Report

Assume you have been asked to prepare a brief information report for a new staff member who has recently joined your department or team.

The title of the report is “Guidelines for Complying with Legislation in our Department”.

In your report:

1. Name one piece of legislation (eg the Freedom of Information ACT) and explain its relevance and impact on work practices for your department or team.
2. Explain how the requirements of the legislation have been interpreted in your workplace (provide copies of relevant policies if appropriate).
3. Describe how the legislation needs to be incorporated in to their work practices (eg provide details on procedures or forms that need to be followed).

4. State the name, position and contact details of who to contact to clarify any issues or concerns in relation to this legislation.
5. Explain how conflicts in the council’s policies, procedures and non-compliance are dealt with in your organisation (eg understanding what the Freedom of Information ACT does allow and what the Privacy Act restricts people from accessing).
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