Longbeach PLACE Inc – Procedure Document


Delivery Strategy – Training Packages 

Principles

a. The individual learner will receive honest and clearly written information about the training and assessment before enrolment

b. Training will be designed to suit the individual's needs

c. A process for recognising the individual's existing competencies will be provided (RPL or RCC)

d. The language, literacy and numeracy and any other special needs of the learner will be addressed

e. The record keeping system will allow for monitoring of the individual learner

f. The individual learner will receive feedback about their progress and performance 

g. Discussions about assessment will involve the individual learner

h. Feedback from the individual learner will be sought when evaluating and reviewing the training and assessment

Assessment and Delivery Analysis 

The purpose of this step is:

a. to ensure each unit of competency is carefully read

b. to know what is intended by each unit of competency, and

c. to notice any relationships or overlap between the units

A series of questions about each unit of competency will be addressed after reading the packaging and assessment guidelines for the package 

(Table 1 - Assessment and Delivery Analysis); 

Although the assessment guidelines describe the overall assessment requirements, some aspects of assessment could well differ between the evidence guides of each unit. These differences may also impact on the way training is delivered

Interpretation of Analysis

Once these questions have been answered and an overall view of the qualification and how the units of competency are related, this general information is used to: 

a. Look for the overall relationships between units (is one unit better delivered and assessed before, after, with another?)

b. decide which units of competency can be delivered and/or assessed simultaneously because they cover similar knowledge, skills and/or attitude

c. consider what delivery methods would work best for the context and content of the training

d. consider the best way to integrate the workplace and off-the-job training

It is this 'overlapping' that will allow the training to be innovative, flexible and cost-effective in the choice and design of the training and assessment tasks.

If a holistic or integrated approach to assessment is adopted, then the assessment activities are likely to approximate the workplace situation more closely than would the multiple assessment of one unit at a time. It will also indicate what integration of on- and/or off-the-job training and what delivery methods would be appropriate.

Mapping the Unit/s to the Delivery Methods, Content and Sequence

This step is to ensure all aspects of a unit/s of competency will be addressed by our training, as well as by our assessment.

Process

Select one cluster of units

a. Each performance criterion in each of the units within the cluster will be examined, one unit at a time

b. A List of the knowledge and skills/attitude associated with each performance criterion will be determined

c. The range of variables will be checked to see if they can clarify or add to the list

d. The evidence guide will be checked for the underpinning knowledge and skills (if stated) to see if any of these items can clarify or add to the list

e. The evidence guide will be checked for the critical aspects and make sure they are on the list and highlighted

f. Note which key competencies and at what level they are incorporated within the unit

g. Identify the common topics for each cluster of units; noting those topics that may be unique to particular units

h. how the knowledge content and the skill topics best "fit together" will be decided. How much knowledge is necessary? How complex is the skill to be developed?

i. the knowledge and the skills will be Sequenced

 

Once the type of assessment evidence to be collected, the nature and context of the competency being developed and the resources at our disposal, the most appropriate delivery methods by which to train the learner will be chosen.

Plan a Series of Sessions

The information derived from the previous steps will be sufficient to develop a series of session plans. The in-depth knowledge will also help negotiate and document a unique and worthwhile training and assessment experience for the learner.

Delivery and assessment methods and resources will be capable of being adjusted to cater for individual learner differences

The resources, content and methods will be applicable to the level of the qualification and to the workplace requirements of language, literacy and numeracy

Deliver Training

The delivery of a training package qualification may occur in the workplace or off-the-job. It should be conducted in the same way as you conduct any form of competency based training. 

LONGBEACH PLACE INC. will ensure that training is delivered by a person who:

a. has all the competencies in the Certificate IV from the Training Package for Assessment and Workplace Training (or has demonstrated the equivalent competencies) or who is under the direct supervision of a person with these competencies; and
b. is able to demonstrate vocational competencies at least to the level of those being delivered
Monitoring, Evaluation and Review of Training

LONGBEACH PLACE INC. have established and implemented systems for the monitoring, evaluation and the review of training 

LONGBEACH PLACE INC. will analyse and document stakeholder and client feedback about its services and use the information to review its policies and procedures. 

(refer - Evaluation Criteria Policy)

Training or delivery documentation includes:

a. training program/"strategies for training delivery and assessment"

b. training plans 

c. learning resources 

d. session plans 

e. online delivery 

f. evaluation forms to seek feedback about the delivery

g. action taken in response to evaluation of the training

h. student attendance and participation in learning activities

 

LONGBEACH PLACE INC. will monitor, evaluate and review various aspects of the training process including:

a. the process used to identify learner's needs

b. the design of the training program

c. the quality of instruction

d. the achievement of program outcomes

e. the learning materials

f. the workplace and off-the-job environment

Evaluation Criteria

Evaluation criteria used in the review will include the items listed in the following table: 

	Item
	Comments

	number of persons being assessed
	. 

	duration of assessment procedure
	. 

	organisational constraints within which assessors must operate
	. 

	occupational health and safety factors
	.

	relationship of assessor to other appropriate personnel in the assessment process
	.

	frequency of assessment procedure
	.

	budgetary considerations 
	.

	information needs of government/regulatory bodies
	.

	support needs and professional development needs of assessors eg. confidence of assessor in making judgements; assessor guidelines
	.

	characteristics of persons being assessed 
eg. access and equity considerations
	.

	human resource management implications
	.

	consistency of assessment decisions
	.

	levels of flexibility in the assessment procedures
	.

	fairness of the assessment procedure 
eg. information provided to candidate
	.

	efficiency and effectiveness of the assessment process
	.

	competencies achieved by the candidates
	.

	quality of portfolios; products of candidates
	.

	difficulties encountered during the planning and conduct of the assessment; practicability
	.

	motivation of the candidates
	.

	location and resource suitability and cost
	.

	reliability, validity, fairness and flexibility of the assessment tools eg. clarity of instruction
	.

	relevance of assessment to specified context
	.

	ease of administration eg. recording, reporting procedures; QA; review process 
	.

	evidence covered all aspects of competency
	.

	evidence appropriate to key competency levels
	.

	grievances/challenges to the assessment decision by candidates or their superiors
	.
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