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Assessment Tasks Handout
Assessment Tasks Overview:
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.  

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.

The tasks are outlined in further details on the following pages.

Part 1: Assessment Questions and activities

1 -  Prepare rates accounts

a -  Which section of the Local Government Act specifies the periods for notice issue/due dates?

b -  What is your Council’s procedure for the issue of notices, from calculation to posting?  Detail each step in the procedure…

c -  What method of print/post does your Council use – inhouse or printing house?

d -  What processes are used to ensure that the printing of notices, whether inhouse or by a printing house, is completed on time?

e -  What checkpoints exist to ensure that all pensioner remissions have been processed and validated prior to the notice run?

f -  What checkpoints exist to ensure that all postponed ratecards have been calculated correctly and validated prior to the notice run?

g -  Describe the steps involved in firstly predicting the amount of revenue to be calculated, and ensuring that this amount is actually levied…  What checks of the general ledger system are required, in terms of checking pre-levy with post-levy?

2 -  Check accuracy of rate notices

a -  Does your Council have a policy and procedure on the way changes of address or ownership are dealt with following the printing of notices?

· if you have, briefly outline the key points of the policy and describe the steps involved in the procedure for processing changes of address or ownership after the notices have been printed…

· if you don’t have a policy, prepare one for future use of your Council.   Why is a policy document important to the functioning of Council, in particular the rating section?

· if you do have a procedure on the handling of changes of address or ownership received after the printing of notices, describe the steps involved in the procedure…

b -  Your procedure for dealing with changes of ownership after the printing of notices should include sending a letter to all new owners advising of the new levy, as well as sending a copy of the original rate notice (in the previous owners’ names) – describe some of the positive and negative aspects of this action?

c -  Your procedure for dealing with changes of address after the printing of notices should include sending a copy of the original notice to the new address as advised – describe some of the positive and negative aspects of this action?

d -  How are notices checked for accuracy prior to the final print run - what is the procedure used by your Council? 

e -  For the following circumstances, describe what you would be checking for on a test notice:


Property owned by a pensioner –


Property with postponed rates –


Property with multiple services, such as garbage bins –


Property with arrears of rates –


Property with a supplementary levy in addition –

f -  Explain the importance of completing the Statement of Compliance for rating revenue…

g -  Explain how the revenue prediction process in guided by the Statement of Compliance, in respect of the notional yield and the new restrictions on Farmland rate revenue (if applicable to your Council)…

3 -  Issue supplementary notices

a -  What is your Council’s policy on issuing supplementary notices?  Briefly outline the key points in the policy…

b -  What are the financial and scheduling impacts of deciding to issue supplementary notices throughout the financial year?  What are the pros and cons of deciding to issue notices during a financial year as opposed to actually levying once in conjunction with the next annual levy?

c -  If your Council does not have a policy on supplementary levies, research what other Council’s have as policy and create one for future use by your Council- keeping in mind all the associated impacts as determined above...

d -  What is your Council’s procedure for the issue of supplementary notices – describe the steps involved…

e -  For each of the following circumstances, would a supplementary levy be required?  Explain your answers…  If you think a supplementary levy is not required, what would be the required action?

· Decrease in valuation following a boundary re-alignment

· Increase in valuation following a boundary re-alignment

· Commencement of an additional garbage collection

· Sale by a pensioner to a non-pensioner owner

· Successful application for a postponement of rates

· Successful application for mixed development

f -  How does the issue of supplementary levies impact of notional yield?

g -  Even though your Council’s computer system probably calculates the changes of levy for supplementaries, work out the changes for the following situations using the current rates and charges, and rules for different categories for your Council:

1.
Property A is in the farmland category, with a current rateable valuation of $100,000 effective 1 July.  After the sale of part of the property, the valuation drops to $80,000 effective on 19 October.

2.
Property B has been created from this sale of part of Property A.  The valuation has issued at $30,000 effective 19 October.  The category for Property B is also farmland.

3.
Property C is in the business category, and on 20 September advised that they would like an additional garbage service – bringing the total to 3 bins on the premise.

4.
Property D is a 10ha parcel of land, valued at $550,000 at 1 July, that has recently been subdivided into 10 lots of 1ha each.  The category of the original parcel was residential, and the category for each of the new lots will also be residential.   The subdivision was registered on 3 August, and the lots were all sold within a week.  However separate valuations were not issued until the first Notice of Sale had been received at the LPI.  Each lot has been valued at $65,000 effective 9 August.  By the time you receive the separate valuations on 22 October, Notices of Sale have been received by Council for all lots.

What advice is given to the subdivider?  What financial adjustments are necessary for the parent property?

What advice is given to each of the new owners?  What financial adjustments are necessary for each of the new lots?  What vacant land charges are applicable, if any?

What impact would a Section 14 allowance have on each the new lots, in favour of the subdivider?  How does this allowance impact on the purchaser?

4 -  Recommend improvements to systems

a -  What avenues are available to you to discuss negative aspects of the procedures involved in the preparation of accounts for rates:

· with the IT section of your Council

· with your Council’s software provider

· with the printing house if one is used

· with your staff, if your have them

· with your supervisor/manager

· with senior management/General Manager if appropriate

OBSERVATION & EVIDENCE GUIDE

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), and:

· schedule of notice issue dates and cut-off dates for processing of data,

· copies of test notices,

· copies of revenue prediction models,

· copies of General Ledger reports demonstrating reconciliation between pre-levy and post-levy balances

· validation records for pensioner rebates

· evidence of rollover and calculation of postponement amounts
· valuation reconciliations prior to issue of annual levy, General Ledger reconciliations of pre-levy and post-levy balancing,

· reports to Council/management on revenue expected,

· Notional Yield calculations/predictions,

· auditor reports on the Statement of Compliance,

· correspondence to new owners following the issue of the notice, copies of test notices indicating checking process

· 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, for example

· Council policy on use of a printing house or printing inhouse
· Council procedure on the processing of Notices of Sale and changes of address advices,
· Council policy on supplementary levies,

· Council procedure for supplementary levies, valuation roll reconciliations,
· 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).
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