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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.  

Part 1: Assessment Tasks

· Task 1 - Questions 1-5

· Task 2 - Project
Part 2: Documentary Evidence

Part 3: Assessor Questions
The tasks are outlined in further details on the following pages.

Part 1: Assessment Questions and Tasks
Please provide answers to the following questions and complete the following projects.  Please provide sufficient detail in each of your answers to help the assessor clearly understand the processes or examples that you outline.  Add paperwork (policies, forms, sample applications etc) that you refer to in your answers to your Portfolio of Evidence.
Task 1 - Please complete the following assessment questions:
1. What is the difference between primary and secondary data?

a. What sorts of primary data can be collected to help analyse a natural or built environment?
2. When would you use surveys or questionnaires to collect primary data?
a. Why would you use surveys or questionnaires to collect primary data?
3. List the agencies that your Council consults to gather primary data about the built environment
4. How are forecasts used in your Council to help predict the impact of identified trends?
5. Describe the difference between qualitative and quantitative analysis.
Task 2 - Project
Your Council has decided that it needs to identify an area of land that could be converted into a small to medium sized storage facility to be used by Council employees to store a range of plant and equipment. There has also been a suggestion that, a small office building be built for field based staff to use instead of having to come to the main admin centre, when performing minor administrative functions. One of the options is to use an area of land currently owned by Council, rather than purchasing an additional area of land.
You have been asked to examine all the land currently owned by Council that is used for or classified as recreational area. This would include parks, playing fields, reserves etc. This would include researching:

· How many parks or reserves are in Councils area?

· What is the total land area of the parks and reserves in Councils area?
· What percentage of the total Council area is taken up by parks or reserves?

· How are the parks or reserves currently used?

· How many of the parks or reserves are currently underutilised, or unused?

· Which of the parks or reserves would be suitable for conversion to a Council storage area?

· What difficulties or objections will council encounter if they choose to change the utilization of a recreational area into a Council storage facility?

Questions
1. What types of information do who think you will have to collect?

2. What methods will you use to collect this information?

a. Why have you chosen these methods?

3. If questionnaires or surveys are to be used you will be the target group of the surveys, and why?
4. What publications or other data will you need to access (what information does your Council currently have available that you could use)?
a. What publications or other data could you access that is external to your Council, which you think would be useful?

5. List those people within Council that you believe you will need to consult with?
6. How will you validate the data you have collected?

7. Describe how you will present your report.
· Outline what the report will look like in terms of structure and content. 
· What headings and sub-headings will you use, 
· What content will be covered under each heading and sub heading

Part 2: Documentary Evidence
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, 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).
Part 3: Assessor Questions
While reviewing your assessment evidence, the assessor may contact you to ask a series of questions.  This will help the assessor to ensure the evidence is consistent with answers that you are able to provide verbally and/or fill in any gaps in evidence you have provided against the requirements of the unit.

This completes the Final Assessment for this unit.

Have you completed all questions and filed all the required documents?
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