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Assessment Record Sheet

LGAPLEM404A Prepare and present GIS data

CANDIDATE NAME:

 ORGANISATION: 


	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

	· Integrated demonstration of all elements and their related performance criteria

· Must ensure customer requirements are met. 
· Must ensure presentation is in line with Australian standards. 


	A person who demonstrates competency in this unit will be able to perform the outcomes described in the Elements to the required performance level detailed in the Performance Criteria. The knowledge and skill requirements described in the Range Statement must also be demonstrated. For example, knowledge of the legislative framework and safe work practices that underpin the performance of the unit are also required to be demonstrated. 
	Add information here about this particular assessment, eg if it is being done in a simulated environment, then document the environment. If it incorporates reasonable adjustment then this should be documented.

Assessment will need to be conducted on the job or in a simulated work environment. 

Evidence will need to be gathered over time across a range of variables. 


	What might constitute evidence for this Unit of Competency?

· documentation from customer consultations and research indicating end user requirements

· documented processes undertaken to format data 

· feedback from customers, such as satisfaction surveys, letters and other forms of correspondence

· action plans that detail the integration of customer feedback in future work practices

· output in a variety of different formats, such as hard copies, digital output etc.
	
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.
Assessment Tasks

Self Assessment Checklist


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

LGAPLEM404A Prepare and present GIS data

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. Identify presentation requirements
	· Presentation requirements are determined in consultation with end user.

· Extent, content and intended use of output are considered in recommending presentation formats and medium.
	· 
	· 
	

	2. Format and present data
	· Relevant data elements are assembled.

· Procedures are designed for formatting data into compatible format.

· Data format(s) are selected to meet customer requirements.

· Information is presented to meet user requirements using suitable media in an attractive, informative and useable manner.

· Information is presented in line with appropriate Australian standards.
	· 
	· 
	


COMPETENCY RECORD SHEET
	Unit Information

Unit Code: LGAPLEM404A
Unit Name: Prepare and present GIS data

	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:



Final Assessment Tasks - Questions

Please answer the following questions.

Requirements for presenting GIS data

· In what different ways might GIS data be presented?  What data elements would be relevant for each type of presentation?

· How would the extent, content and intended use of output influence your recommendations for the presentation format and medium of GIS data?  Use examples to illustrate your answer.

· How would the required data format change depending upon customers' requirements?  Give examples of different customer requirements and the different data formats required.

· What is involved in developing procedures to configure data into a compatible format?

· What should you consider when presenting GIS information?

· Summarise the requirements of Australian Standards for drawing using GIS equipment.

Formatting data with GIS software:

· What software and hardware do you use in preparing and presenting GIS data?

· Provide 3 examples of GIS data you have prepared.  

For each example, include a combination of how you have used the following in different ways:  colour, composition, layout, text and line style, appropriate scale, font styles, legends and projectives.

· For 2 of the above examples, outline:

	the purpose of the data


	
	

	who the data was prepared for


	
	

	any consultation with key stakeholders to confirm their requirements


	
	

	who will use it and 


	
	

	why the format was chosen


	
	


Ensuring customer satisfaction

· What are your Council's requirements regarding the presentation of information?

· How do you obtain customer feedback about the information and its presentation?  What do you do with customer feedback?

· How should you resolve any areas of customer dissatisfaction?

Final Assessment Tasks - Project

The following project will provide you an opportunity to demonstrate your skills in the workplace.

Prepare and present GIS data by identifying a customer's needs (your assessor or supervisor can play the role of the customer) and producing information that meets their requirements.

During a meeting with the customer, gather the following information and record your findings:

· the client's needs and use(s) of the data

· presentation requirements.

Use your findings from the meeting to format and present the data in accordance with your customer's expectations.  Make sure that you keep copies of documentation that relates to the processes you undertook, such as how you formatted the data, or checked it against Australian Standards.

After completing the work, obtain feedback from the customer to gauge their satisfaction.

Ask them to complete the observation checklist on the following page and include it with your Evidence Portfolio.

Once you have finished the feedback and evaluation process, talk to your assessor about the process you followed.
Observation CHECKLIST – Option 1  - to be completed by customer

	Units of competency:
	LGAPLEM404A: 

	Trainee/ Participant Name:
	

	Name of observer:
	

	Observer’s role in Council:
	

	Dates of observation:
	

	Notes on observation:


	Please complete this checklist after the participant has prepared and presented GIS data for you, as per the Assessment Project requirements.

	Did the participant do the following:


(tick) 
Yes 
No 
	Observer’s comments

Please provide any examples that will help clarify when and how the participant has used these skills.

	Consulted with you to determine the presentation requirements of the GIS data?
	(
	(
	

	Considered the extent, content and intended use of output in recommending presentation formats and an appropriate medium?
	(
	(
	

	Assembled relevant data elements?
	(
	(
	

	Designed procedures for formatting data into a compatible format?
	(
	(
	

	Selected data format to meet customer requirements?
	(
	(
	

	Presented information to meet user requirements using a suitable media in an attractive, informative and useable manner?
	(
	(
	

	Presented information in-line with appropriate organisational and Australian standards?
	(
	(
	

	Completed work with regard to council quality requirements?
	(
	(
	

	Sought my feedback regarding satisfaction with the GIS information and presentation?
	(
	(
	

	Resolved any areas of dissatisfaction that differ from council policy and procedures?
	(
	(
	

	Other comments regarding participant’s performance in preparing & presenting the GIS data



	Observer’s Signature:
Trainee’s signature:



	Hunter Councils’ Assessor' Name: 
Assessor’s signature:

Notes:



Observation CHECKLIST – Option 2  - to be completed by supervisor

	Units of competency:
	LGAPLEM404A: 

	Trainee/ Participant Name:
	

	Name of observer:
	

	Observer’s role in Council:
	

	Dates of observation:
	

	Notes on observation:


	Please complete this checklist based on your observation of GIS data this participant has prepared and presented in your workplace, as per the Assessment Project requirements.

	Has the participant demonstrated the following:


(tick) 
Yes 
No 
	Observer’s comments

Please provide any examples that will help clarify when and how you have observed the participant using these skills.

	Has consulted with customers to determine the presentation requirements of the GIS data?
	(
	(
	

	Has considered the extent, content and intended use of GIS data in recommending presentation formats and an appropriate medium?
	(
	(
	

	Assembled relevant data elements?
	(
	(
	

	Designed procedures for formatting data into a compatible format?
	(
	(
	

	Selected data format to meet customer requirements?
	(
	(
	

	Presented information to meet user requirements using a suitable media in an attractive, informative and useable manner?
	(
	(
	

	Presented information in-line with appropriate organisational and Australian standards?
	(
	(
	

	Completed work with regard to council quality requirements?
	(
	(
	

	Sought customer feedback regarding satisfaction with the GIS information and presentation?
	(
	(
	

	Analysed feedback from key stakeholders and used it as a quality improvement tool?
	(
	(
	

	Comments regarding trainee’s performance in the workplace



	Observer’s Signature:
Trainee’s signature:



	Hunter Councils’ Assessor' Name: 
Assessor’s signature:

Notes:



Final Assessment Tasks – Portfolio Evidence 

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

· 3 examples of GIS data you have prepared.  including different combinations of:  colour, composition, layout, text and line style, appropriate scale, font styles and legends.

· documentation from customer consultations and research indicating end user requirements

· documented processes undertaken to format data 

· feedback from customers, such as satisfaction surveys, letters and other forms of correspondence

· action plans that detail the integration of customer feedback in future work practices

· output in a variety of different formats, such as hard copies, digital output etc.
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