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Get Started

Welcome to the Learner's Guide for the Unit of Competency – Prepare and Present Geographical Information Systems Data.  This Unit covers designing, generating and producing Geographic Information Systems (GIS) data information to meet user requirements.

This Guide is mainly designed for learners who are presently employed by Councils, to develop the skills and knowledge required to work effectively in the local government industry.  If you are not presently employed in the industry, your Registered Training Organisation will assist in providing a simulated workplace environment to support your learning.

On completion of this Unit you should be able to carry out the tasks to the required standard as identified in the Unit of Competency.  The Unit of Competency consists of elements and performance criteria which are detailed in the appendix at the back of this Guide.

There are three sections to this Guide to support your development.  

Section 1 – GIS Data in Your Council
Section 2 – Presenting GIS Data
Section 3 – Customer Satisfaction
It may be helpful to identify someone to support your learning.  You may have access to a trainer, or have a mentor, coach, supervisor or experienced colleague who can assist your development.  Choose someone that you respect and with whom you feel confident.

Use the following steps to complete this Guide and achieve competency in the Unit:




Step 1

	(
	Checklist


The checklist will assist you in determining the skills and knowledge you already have.  It will ensure that you don't have to relearn what you already know and can really focus on the skills and the knowledge that you particularly need to develop for this Unit.

When you have worked through the required sections of this Guide, you should return to this checklist to recheck your competency.  When you are able to tick each box in the checklist you will be ready to proceed to formal assessment for the Unit of Competency.

Are you able to:

· identify end user requirements for GIS data?
· make recommendations for the format of GIS data after considering the user's requirements?
· generate the required GIS data?
· follow your Council's procedures when preparing GIS data into an appropriate format?
· present GIS data in an attractive, informative and helpful manner for the user?
· present GIS data in-line with relevant Australian standards and your Council's quality requirements?
· gather feedback from end users regarding their satisfaction with the provided GIS data?
· resolve any areas of user dissatisfaction in-line with your Council's policies and procedures?
· analyse customer feedback and use it as a quality improvement tool for future GIS data presentations?
Step 2

Develop Your Learning

Background Information

To complete this Guide, you will need to have an understanding of your Council's GIS computer system and its various components.

It will also be helpful to have an understanding of GIS data display principles, including:

· colour composition

· layout

· text and line style

· scaling

· legends, etc.

Resources to Support Your Learning: 

· free GIS newsletters, features and access to GIS discussion groups at http://www.gisdatadepot.com/helpdesk/general.html
· a collection of archived and redistributed geophysical and solar data at http://www.ngdc.noaa.gov/wdc/wdcmain.html. 

Section 1 – GIS Data in Your Council

At the end of this section, you should be able to:

· explain the use of GIS data in your Council

· identify the users of GIS data in your Council and their independent needs.

Your Council will probably use a GIS computer system to store, retrieve and display information that relates to the planning and management of the physical environment. This information will include the physical aspects of your local community, such as: 

· temporary and permanent structures

· businesses and houses

· roads, traffic lights and signs

· recreational areas, including parks, reserves, beaches, etc.   

Your Council's GIS computer system can be used for mapping and analysing the physical aspects that exist in its jurisdiction.  It can be considered an asset management tool that provides information to help make decisions about the planning and management of your local community.  Some of its more common uses include:

· formulating planning strategies, such as the positioning of suitable exits for emergency vehicles at a local hospital 

· explaining particular events, such as why a particular aspect of the physical environment is an obstruction at an intersection

· predicting certain outcomes, such as the effect of an earthquake upon the local community. 

You might also find it helpful to think about your Council's GIS computer system, the times when you have used GIS data, who else is likely to require GIS data, etc. If necessary, talk to other workers in your Council about their requirements for this information.  

	(
	Activity 1


Together with your supervisor, arrange a brief meeting with three workers in your Council to discuss their requirements for GIS data.  In the following table, record examples of the GIS data that they have retrieved and how it was used.    

	Council worker
	GIS data retrieved
	How the data was used

	
	
	

	
	
	

	
	
	


1.1 GIS Users' Needs 

GIS data can be helpful for a wide range of people and organisations, including:

· workers and departments in your Council, such as a Town Planning or Development division that wants to know how many swimming pools are installed in their local community

· government departments, other Councils or other public organisations, such as a school that is developing new facilities 

· private enterprises, such as a small business selecting a site for its premises

· public citizens, who might be interested in a particular driving route, for example.  

Before you are able to provide another person with GIS data, it is important that you are able to accurately establish what they require.  This will not only involve thinking about who is requesting the data, but also:

· their intended use of the data

· the urgency of the request – certain forms of GIS data can take longer than others to retrieve

· Council policies, procedures, copyright, royalties or confidentiality requirements that might need to be considered before distributing data.

To help identify the GIS data required by an internal or external customer, you can ask a variety of questions to confirm your understanding of their needs.  After all, unless you ask questions and gather the necessary information, how can you be sure you understand the request and provide relevant data?

Here are three common questioning techniques that you can use to confirm your understanding of a request for GIS data: 

clarifying: gaining more information about the request by asking further questions, such as ‘how would you like the map to be scaled?’

paraphrasing: repeating your understanding of the request back to the sender, such as ‘So you are interested in a map that identifies the number of two-storey properties in the shire?’

summarising: checking the accuracy of your interpretation by summarising your understanding of the request, such as ‘Is this correct – you are looking for an aerial map centred on our jurisdiction, at a scale of 1:40,000, that depicts residential properties?’

	(
	Activity 2


Maintain a logbook of the requests for GIS data you receive over a period of six weeks.  A suggested format for your logbook is provided on the following page.

Your logbook should include:

· the date and time of the request

· GIS data requested

· the intended use of the GIS data

· brief details of the action you took to clarify the request and identify the user's requirements.

Logbook – Prepare and Present GIS Data

	Date and time of request
	GIS data requested
	Intended use of GIS data
	Brief details of action taken to clarify the request and identify the user's requirements

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section 2 – Presenting GIS Data

At the end of this section, you should be able to:

· explain the components of your Council's GIS computer system

· present GIS data accurately, in-line with quality standards and in an attractive format.

Before you can present GIS data for customers, you will require an understanding of your Council's GIS computer system and its major components, including:

1. hardware: the physical equipment required to run your Council's GIS system, such as a centralised computer service, desktop or networked workstations, etc

2. software: the functions and tools needed to store, analyse and retrieve data, such as a database management system, desktop mapping and design programs, etc

3. data: the information that relates to your Council's geographic area and any other tabulated data collected internally or from another provider

4. people: there will be numerous people in your Council responsible for the use and maintenance of your Council's GIS computer system

5. policies and procedures: an effective GIS system requires well- thought out and carefully implemented policies and procedures to ensure it satisfies the needs of your Council's users.

Your Council's GIS computer system generally captures, manages, analyses and presents two basic forms of data.
Spatial data describes the identity and location of geographic features, such as a lake, town, forest, etc.

Attribute data describes the characteristics of spatial features, such as a particular location's size, compound, condition, etc.

This data can be presented in a variety of formats.  The most common of these is a map that represents a snapshot of land at a specified scale, such as an aerial map of your Council's jurisdiction at a scale of 1:20,000.  However, your Council might also prepare GIS data in other formats, such as:

· tabulated information

· spreadsheets

· databases

· reports

· graphical depictions, etc.

It is important to remember that addressing your customers' needs for GIS data involves following Council's set policies, procedures and guidelines to ensure data is presented:

· accurately, for example, ensuring appropriate map scale so that spatial data can be accurately identified on a map

· in-line with quality standards, for example, Council's policies concerning the layout and design of a map

· attractively, for example, paying due attention to detail and ensuring a map is presented in a suitable format for the user.

If necessary, talk to experienced workers in your Council about the GIS data they present.  You might like to discuss the sorts of checks they carry out to ensure their data is accurate, meets quality standards and is in an attractive format for the user's needs.  

It might also be helpful to discuss with experienced workers the training that is offered for users of your Council's GIS computer system.  For example, you might like to research available courses and qualifications by contacting relevant training providers and enquiring about the short courses they offer on GIS data.    

	(
	Activity 3


Together with your supervisor or another experienced worker, practise carrying out requests for GIS data and presenting the information in an appropriate format.

Think about the process you undertook to present the data.  What were the recurring tasks?  For example, did you select a data format in a particular way, carry out certain accuracy checks on data, or follow a particular process to ensure quality standards were met?  After thinking about these issues, develop a checklist that you can use to guide you through the process of making sure that GIS data is presented:

· accurately

· in line with quality standards

· attractively.

After you have completed your checklist, attach it to this Guide.

Section 3 – Customer Satisfaction

All customers, whether internal or external, have particular needs that they expect to be satisfied.  These needs may be simple to satisfy, or more complex and time-consuming.  Either way it is important that you are able to monitor the service you provide for customers seeking GIS data and ensure that all of their needs have been met.

At the end of this section, you should be able to:

· gather feedback from customers regarding their satisfaction with GIS data provided

· resolve any areas of customer dissatisfaction.

3.1 Gathering Feedback from Customers

How do you know if the GIS data you provide meets the needs of your customers and your Council's quality standards?  One of the best ways to do this is through the regular monitoring and review of the GIS data you provide.

You can monitor the GIS data you provide customers by gathering relevant feedback.  For example, you might like to gather information on whether the GIS data:

· meets the customer's needs

· is presented in an appropriate format

· follows your Council's quality standards.

Once feedback is obtained and analysed, you will be in a position to modify the GIS data provided, or the way it is provided. It is possible that you will need to consider changing a particular work process or follow a procedure in a different way. 

You can gather feedback from your customers concerning the quality of GIS data provided in a variety of ways.  These may include informal methods, such as a brief discussion with a customer about their satisfaction with GIS data, or more formal methods, including:

· carrying out surveys over the telephone, or in writing 

· arranging small meetings with groups of customers about the GIS data that they receive to discuss how your service delivery could be improved

· providing samples of GIS data for a range of customers and discussing how the information could be supplied to meet their needs. 

Read the following case study and think about the GIS data provided and how the Council gathered relevant feedback from the customer.

Glenn has asked you to provide him with a map to help resolve a territorial dispute between two residents of your local community.  Your supervisor has informed you that the dispute must be resolved within two days. 

During a meeting with Glenn, you discuss:

1. the disputed residential area

2. the scale of the map

3. the expected format of the map

4. when the map is required.

As soon as the meeting finished, you retrieved the GIS data, generated the map and left it on Glenn's desk.

The following day, you telephoned Glenn to confirm that you had provided him with all of the necessary information.  Glenn expressed his gratitude and stated that the map you provided was precisely what he wanted and had helped to resolve the dispute.   

	(
	Activity 4


Think about the use of GIS data in your Council.  In the following table, write down three examples of GIS data that you retrieve, or have retrieved, for customers.  In the column provided, also write down how you gather feedback from the customer to make sure the data provided satisfies their needs.

	GIS data
	Customer
	How would you gather feedback?

	
	
	

	
	
	

	
	
	


3.2 Using Feedback

You can use feedback from customers to identify gaps in the way you provide GIS data.  By carrying out this process, you will be in a position to identify opportunities to improve the way GIS data is provided.

Once you have received and analysed feedback from customers on the GIS data provided, you need to establish how you will respond.  This response may include changing any number of processes undertaken, such as:

· holding more frequent meetings with customers to clarify their needs

· recommending suitable formats for GIS data, such as a map instead of a written report

· providing GIS data sooner for customers, etc.

Not all feedback will result in a change to the way you provide GIS data.  Sometimes there will be other factors that will influence the way you provide GIS data for customers, such as the following.

Budgetary constraints. There is not enough funding in a particular budget to carry out a request.

Department priorities. There are other requests for GIS data that are of a higher priority.

Resource constraints. There is not enough time, or human resources, to effectively carry out a request for GIS data.

When you make a decision to change the way you provide GIS data, it is important to think about how it could be tested.  This will help you ensure that the change will improve the way the data is provided for your customers.  For example, before providing customers with a weekly GIS report, you might decide to give them a sample report so that they can make an evaluation and then discuss how it could be modified to better suit their individual needs.

Your Council may have some set policies and procedures for responding to customer dissatisfaction, or complaints, concerning GIS data provided.  It is necessary for you to remain up to date with these policies and procedures and to understand how they impact on the way you are expected to respond to feedback.  If necessary, reread these policies and procedures to ensure you have the required understanding.

	(
	Activity 5


Reread your work in Activity 4 of this Guide.  In the following table, for each customer, explain how you would respond to the feedback provided.  For example, how will you implement a suggested improvement?  Or, if positive feedback has been provided, what will you do to ensure the customer remains happy with the GIS data provided?

	Customer
	Feedback
	How will you integrate the feedback?

	
	
	

	
	
	

	
	
	


Step 3

Review Learning

Having completed all the activities in this Guide, you will now be in a position to review your skills.  This is part of your presentation for assessment.

Return to the checklist and consider whether you can meet the requirements of the Unit of Competency.

If you are confident of your self-rating, you are ready to begin thinking about your assessment.  The assessor will be checking to find out whether you have the evidence to support your competence in this Unit of Competency.

As well as the work that you have completed through doing this Guide, you may have workplace experience that has generated evidence of your skills.  Evidence for this Unit could include:

· 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.

Step 4

	(
	Sign Off


Once you are confident that you are ready to be assessed for this Unit of Competency, sign the following statement and give it to the assessor who will arrange for assessment to take place.

I have completed all activities in this Guide and believe I am ready to proceed to assessment for this Unit of Competency.

Name:  

Date:  


Appendix 1

Unit Code: LGAPLEM404A

Unit Title: Prepare and Present GIS Data

Element 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.

Element 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.

Element 3

Ensure customer satisfaction

· Work is completed in line with Council quality requirements.

· Feedback is sought from customer regarding satisfaction with information and presentation.

· Any areas of dissatisfaction are resolved in line with Council policy and procedures.  

· Customer feedback is analysed and used as a quality improvement tool.

4





Complete the Sign Off section of �the Guide when you are confident that you are ready to be assessed for this Unit of Competency.
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Work through the Checklist at the beginning of the Guide.
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Complete the sections of the Guide that you need to do.
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Revisit the Checklist to check your skill development.
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