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http://www.vetpd.qld.gov.au/teaching_learning_and_assessment/resources/index.html 
If you would like any further information, please email rpl@deta.qld.gov.au
	HOW TO USE THIS RPL ASSESSOR KIT


This RPL Assessor Kit is divided into sections to allow you to easily access only those sections you require at any given time. These sections are:

SECTION A – Assessor Information
You need to read this information before conducting an assessment. It outlines the intent and processes surrounding this RPL assessment and how it differs from assessment undertaken following formal training.

SECTION B – Candidate Information and Application Forms

You give this information to the candidate. It tells them about the assessment process as well as containing simple forms for the applicant to fill out. From the information provided by the candidate on these forms, you will be able to gain a general understanding of the skills and experience the candidate may have, as well as potential referee contacts. 

SECTION C – Competency Conversation
You use this section to determine and record candidate competence via a competency conversation. In other words, these questions guide your conversation with the applicant and assist in your assessment of their competence. The notes you take about this conversation are important evidence for assessment.

SECTION D – Practical Tasks and Observation Recording Sheets

You use this section to assess competencies through a practical demonstration of the candidate’s skills. It contains practical tasks/scenarios on the outcomes required to determine competency and a place to record your observation. The notes you take are important evidence for assessment.

SECTION E – Resources for Practical Tasks

You use this section to access required resources for performing practical tasks and scenarios.

SECTION F – Third Party Verification

You give this section to the referees to confirm the candidate’s skills and experience in this qualification/occupation. The referees may fill out the appropriate form and return to you to confirm your judgement. You may be able to complete this part of evidence gathering in person while at the workplace.

SECTION G – Assessment Tables

You use this table as a reference tool to see at a glance how units/elements of competency are assessed within the tool. All the elements and performance criteria within the competency units are cross-matched in this table with a corresponding assessment question/task/scenario. This allows you to validate the assessment process against the qualification.
SECTION A

Assessor Information
It is VITAL you read this information prior to commencing your RPL assessment. It provides generic information on assessment, as well as an overview of this streamlined RPL assessment process.

	ADVICE FOR ASSESSORS


This RPL Assessors Kit streamlines the RPL assessment process for Certificate III in Aged Care Work by taking a practical approach to RPL and increasing the use of on-site questioning and observation. This will assist in developing a “picture of the candidate’s skills and knowledge”. This picture can then be compared with industry standards enabling a determination of whether the candidate has achieved the required outcomes.

IMPORTANT ASPECTS TO REMEMBER:

A sound knowledge of assessment and the qualification is essential

It is important to have a good understanding of the competencies and qualification/s appropriate to the candidate’s goals. 

Assessing a single unit of competency is rarely cost or time effective. Where possible, effort should be made to assess several units at the same time taking advantage of any commonality in content.  This means looking at the whole picture of a particular job role as it happens in industry and assessing holistically. This saves valuable time in the assessment process.  

Assessment involves judgement

This tool encourages the use of a “competency conversation” to maximise the candidate’s opportunities to demonstrate competence. This is NOT an oral exam. It is about using the two or three holistic questions provided to start a conversation with the candidate which draws out their actual individual experiences and relevant skills. In other words, it is about the assessor probing the candidate through a conversation to draw out further information on the candidate’s experience which may not be forthcoming due to nerves or confusion over technical terminology.

The tool also provides observable tasks to allow candidates to demonstrate skills.

Authentication/verification is integral to RPL assessment

It is critical information gleaned from the interview and observation be confirmed with those who can vouch for the candidate’s skill over time. Supervisors would generally perform this role.  Authentication may also be done through conversation but it cannot be stressed enough that it is essential assessors take careful notes to back up and record their judgement.

Recording assessment is critical 

Keep careful records of all aspects of conversations, skills demonstration or documentation viewed that support the claim of prior learning.  Remember – the record is the document that makes sense of the assessment and why a particular judgment was made.  Keeping detailed notes about the candidate’s response is vital, as is the rationale for judgement.

The assessment record is a legal document and must be signed, dated and stored according to requirements of the State Training Authority and the AQTF Standards for Registered Training Organisations.
Assessor summaries and other quality assurance documentation from your own Registered Training Organisation will also be required. For examples of assessment summary documentation, please see Assessment Guide Number 1: Training Package Assessment Materials Kit:

http://resourcegenerator.gov.au/loadpage.asp?page=TPAGGuide01.htm 

To access further information on the principles assessment and dimensions of competency, you can visit Assessment Guide Number 1: Training Package Assessment Materials Kit.

http://resourcegenerator.gov.au/loadpage.asp?page=TPAGGuide01.htm 

To access further information on the Australian Qualifications Framework, you can visit:

http://www.aqf.edu.au/  

	COMPETENCIES IN THIS ASSESSMENT TOOL


CERTIFICATE III IN AGED CARE WORK
CORE UNITS

	Unit Code
	Unit Title
	Questions
	Practical

	CHCAC1C
	Provide support to an older person
	(
	(

	CHCAC2C
	Provide personal care
	(
	(

	CHCAC3C
	Orientation to aged care work
	(
	(

	CHCAC6C
	Support the older person to meet their emotional and psychosocial needs
	(
	

	CHCAC15A
	Provide care support which is responsive to the specific nature of dementia
	(
	(

	CHCCOM2B
	Communicate appropriately with clients and colleagues
	(
	(

	CHCINF8B
	Comply with information requirements of the aged care and community care sectors
	(
	(

	CHCOHS302A
	Participate in safety procedures for direct care work
	(
	(

	CHCORG3B
	Participate in the work environment
	(
	(


ELECTIVE UNITS 

	Unit Code
	Unit Title
	Questions
	Practical

	CHCCS301A
	Work within a legal and ethical framework
	(
	(

	CHCCS401A
	Facilitate cooperative behaviour
	(
	

	CHCCS405A
	Work effectively with culturally diverse clients and co-workers
	(
	(

	CHCAD1C
	Advocate for clients
	(
	(


	OVERVIEW OF RECOGNITION PROCESS


This kit has been developed to streamline the application for recognition of prior learning.

	RPL ASSESSMENT PROCESS FLOWCHART FOR ASSESSORS



	STEPS IN THE RPL PROCESS


1. Complete application 

The candidate completes the application forms in SECTION B. It is important candidates provide as much information of their previous experience in aged care work as is available. 

Documents that may be available include but are not limited to:

· brief CV or work history

· certificates/results of assessment 

· certificates/results of assessment – interstate/overseas

· certificates/results of assessment – universities

· results/statement of attendance/certificates – vendor training courses, in-house courses, workshops, seminars, symposiums

· results/statements of attendance/ certificates – club courses e.g. first aid, officials, surf life saving, etc

· photographs of work undertaken

· diaries/task sheets/job sheets/log books

· membership of relevant professional associations

· hobbies/interests/special skills outside work

· references/letters from previous employers/supervisors

· industry awards
· minutes from meetings, samples of your own work, and other documents that you have contributed to or developed

· emails, records, reports, statements that show/demonstrate communication with internal and external clients, documents issues with clients or colleagues and how they are addressed and other matters relating to your role in a range of contexts and situations
· any other documentation that may demonstrate industry experience

Candidates also need to provide contact details for one or two referees who can confirm their industry skills in context and over time.

To have skills formally recognised under the Australian Qualifications Framework, you must ensure the candidate’s skills meet industry standards. 

2. Interview about candidate’s documentary information

Review the information provided by the candidate and arrange a time for both you and the candidate to discuss. Begin alignment of documentation and skills to the following qualification: 

CHC30102 Certificate III in Aged Care Work
The candidate will have the opportunity to discuss and identify previous experience with you. The available documents are step one in collecting information and you will need to determine which units of competency, if any, are fully covered at this stage. You use your own or your RTO’s assessment recording forms to record this stage of the assessment.

There may be instances where the candidate has little, or no, documentary information of industry experience. This is not a barrier to gaining recognition. This will just require you to rely on the questioning, practical assessment and referee validation phases of the RPL process.

3. Questions for the Competency Conversation

The bank of questions in SECTION C is the next phase in collecting evidence for the RPL process. The questions are designed to enable you to have a “competency conversation” with the candidate to further gain evidence of their past experience. REMEMBER, the primary focus is on the candidate’s experience.

Each question has “key points” to look for in responses. You may use the list of key points to formulate questions of your own if you wish, or contextualise the question to the candidate’s particular work situation. The Record of Conversation sheets indicate relevant content that should be sought. Place a tick next to each key point as you hear this topic being discussed during the conversation. You should read the “industry requirements” of each competency before the candidate answers the questions posed. You may also target the assessment to those aspects that present the greatest risk in the industry. Questions are aligned with the relevant unit/s of competency in SECTION G. 

It is not intended every question for all competencies is asked, only those competencies the initial interview about the candidate’s documentary evidence has failed to fully address. The question bank covers most but not all units in the kit. Units without questions are covered in the practical assessment/scenario section.
4. Practical assessment tasks

It is important that you use both Steps 3 (Questioning) and 4 (Practical Assessment) in doing this assessment. The RPL process is a streamlined RPL process which does not rely solely on practical assessment but uses a combination of questioning and practical to provide evidence of candidate competence.

This is the third phase in collecting evidence. A practical skills test is then conducted by you at the candidate’s workplace or another suitable venue. Appropriate permission must be sought before entering workplaces.

This is a further opportunity for candidate to demonstrate competence. It is expected the practical assessment will comprise only those competencies the candidate is still unable to demonstrate knowledge/experience in after documentary review and questioning have been applied. These assessments contain the practical skills and application of knowledge for the qualification. A number of holistic practical assessments are included in this kit (SECTION D) to assist you with tasks suitable for observation on the job. 

You decide if the response to questions and practical assessment tasks fulfils the requirements of the standard and may choose to pursue the issue further for a determination to be made. The assessment is a conversation/observation, not an exam, and you are encouraged to assist candidates to focus responses toward relevant issues.

Assessing through observation and questioning, particularly on the job, will speed up and streamline the RPL assessment process. 

NOTE: Where candidate’s documentation and questions meet the assessment requirement, it is still strongly recommended the candidate undertake one practical assessment so you are confident in making a judgement of “competent”. The practical assessment selection should be negotiated between you and the candidate.

Recording sheets for candidate information, questioning and the practical assessments have been included in SECTION D. You may use other recording mechanisms provided these also keep a complete record of assessment and justification of judgement. Candidate responses, observations of skills demonstrated and documents presented as evidence must be noted in enough detail so anyone external to the process (e.g. a fellow assessor, auditor, lawyer, etc) can read the record and retrace your judgement.  

5. Gap training

RPL is an assessment process designed to show areas of competence and to identify IF a candidate has gaps in skills and knowledge against a whole qualification.

Not all candidates will have skill/knowledge gaps. 

If a candidate has skills gaps, a pathway to complete training in the outstanding units can be negotiated to assist the client to gain the full qualification.
	EVIDENCE REVIEW


Recognition of prior learning outcomes (both Granted and Not Granted) are now funded nationally and as such will be included in National AVETMISS audits. NCVER have stipulated evidence recording requirements for RPL assessments as a minimum requirement for passing an AVETMISS audit. The following “Evidence Review” proforma has been approved by NCVER as covering AVETMISS audit requirements for RPL recorded outcomes. It also gives you an opportunity to track a student’s assessment progress at a glance.

It is expected that this “Evidence Review” summary sheet (or similar) would be attached to each participant’s evidence compiled during the RPL assessment process.

(Place a tick in the appropriate evidence collection method column for each unit of competency. Place a line through those units not examined as part of this RPL assessment.)

	Unit Code
	Unit Title
	Questions
	Practical
	Documents
	3rd Party Report
	Other evidence

	CORE UNITS

	CHCAC1C
	Provide support to an older person
	
	
	
	
	

	CHCAC2C
	Provide personal care
	
	
	
	
	

	CHCAC3C
	Orientation to aged care work
	
	
	
	
	

	CHCAC6C
	Support the older person to meet their emotional and psychosocial needs
	
	
	
	
	

	CHCAC15A
	Provide care support which is responsive to the specific nature of dementia
	
	
	
	
	

	CHCCOM2B
	Communicate appropriately with clients and colleagues
	
	
	
	
	

	CHCINF8B
	Comply with information requirements of the aged care and community care sectors
	
	
	
	
	

	CHCOHS302A
	Participate in safety procedures for direct care work
	
	
	
	
	

	CHCORG3B
	Participate in the work environment
	
	
	
	
	

	ELECTIVE UNITS

	CHCCS301A
	Work within a legal and ethical framework
	
	
	
	
	

	CHCCS401A
	Facilitate cooperative behaviour
	
	
	
	
	

	CHCCS405A
	Work effectively with culturally diverse clients and co-workers
	
	
	
	
	

	CHCAD1C
	Advocate for clients
	
	
	
	
	


Assessor’s Name:  






Assessor’s Signature:





Date: 



SECTION B

Candidate Information and Application Forms

You give this information to the candidate for them to read about the RPL process and to complete the appropriate forms.

	WHAT DOES IT MEAN TO BE RECOGNISED IN AGED CARE WORK?


The aged care sector is one of the most rapidly growing sectors in the community services and health fields. The Certificate III in Aged Care Work is the minimum requirement to work in this area.
Workers in aged care may work across a number of different areas such as residential facilities, in-home care and respite centres and perform a number of different roles including, personal care and activities of daily living as well as community access and support.

Workers at this level generally work under supervision and within guidelines and individual care plans.

There are thirteen (13) units in this qualification:

· 9 compulsory units

· 4 elective units

Attributes at this level include:

· caring and supportive attitude 

· respect for the rights of others 

· able to perform domestic duties efficiently 

· adaptability 

· good communication skills

	TIPS AND HINTS TO HELP YOU PREPARE FOR RECOGNITION


To have skills formally recognised in the national system, assessors must make sure you have the skills and knowledge to meet the industry standard. This means you must be involved in a careful and comprehensive process that covers the content of all unit/s or qualification/s you can be recognised for.

Assessment happens in a variety of ways. Being prepared can save you valuable time and hassle and make the recognition process stress-free for you. 

Here are some tips and hints for you:

1. Be prepared to talk about your job roles and your work history. Bring a resume or jot down a few points about where you have worked, either paid or unpaid, and what you did there.

2. Bring your position description and any performance appraisals you have from any aged care facilities you have worked in.

3. Consider the possibilities for workplace contact. Are you in a workplace that is supporting your goal to get qualified? Would you feel comfortable to have the assessor contact your workplace or previous workplaces so your skills can be validated?

4. Think about who can confirm your skill level. Think about current or recent supervisors who have seen you work in the past 18 months and will be able to confirm your skills. The assessor will need to contact them. You may also have community contacts or even clients themselves who can vouch for your skill level.

5. Collect any certificates from in-house training or formal training you have done in the past.

6. You can speak with training organisation about other ways you can show your skills in aged care work. These could be letters from employers, records of your professional development sessions, employers or clients in related industries or government agencies, acknowledgements, workplace forms (as long as they don’t show client details) or other relevant documents.

	STEPS IN THE RPL PROCESS


Step 1 – Provide information of your skills and experience

Complete the attached forms and provide as much information of your previous experience in the aged care industry as you can. This is your first opportunity (and not the last) to provide proof of your variety of experience in the industry. Here you can supply examples of your work history which could include:
· brief CV or work history

· certificates/results of assessment 

· certificates/results of assessment – interstate/overseas

· certificates/results of assessment – universities

· results/statement of attendance/certificates

· photographs of work undertaken

· diaries/task sheets/job sheets/log books

· membership of relevant professional associations

· hobbies/interests/special skills outside work

· references/letters from previous employers/supervisors

· minutes from meetings, samples of your own work, and other documents that you have contributed to or developed

· emails, records, reports, statements that show/demonstrate communication with internal and external clients, documents issues with clients or colleagues and how they are addressed and other matters relating to your role in a range of contexts and situations
· any other documentation that may demonstrate industry experience
Depending on the industry you have worked in, you may or may not have documentary evidence available. This should not deter you from seeking RPL as the Assessor will work with you during the RPL process.

You will also need to supply contact details of one or two work referees who can confirm your skills in the industry. 

Step 2 – Conversation with Assessor

An assessor will review the information you have provided (usually with you) and begin to match up your skills to the units/subjects in the qualification. At this point, you will have the opportunity to discuss and identify your previous experience with the assessor who will understand your industry experience and conduct a competency conversation with you. You will be required to answer care work related questions to identify your current skills. 

Step 3 – Practical demonstration of your skills

The assessor will conduct a practical skills test at your workplace (if appropriate) or at another suitable venue. This, again, is an opportunity to demonstrate your level of competence. This assessment will be focussed on skills that are required in the qualification. Your assessor will identify the skills that he/she will want you to demonstrate.

Further steps

After the assessment, your assessor will give you information about the skills that have been recognised and whether you have gained the full qualification. If you do have skill gaps, these may be addressed through flexible training.

	APPLICATION – Self Assessment Questionnaire

CHC30102 Certificate III in Aged Care Work


Candidate Name:  





  Date Completed:  



Please identify your level of experience in each competency. 

	Unit Code
	Unit Title
	I have performed these tasks

	
	
	Frequently
	Sometimes
	Never

	CORE UNITS

	CHCAC1C
	Provide support to an older person
	
	
	

	CHCAC2C
	Provide personal care
	
	
	

	CHCAC3C
	Orientation to aged care work
	
	
	

	CHCAC6C
	Support the older person to meet their emotional and psychosocial needs
	
	
	

	CHCAC15A
	Provide care support which is responsive to the specific nature of dementia
	
	
	

	CHCCOM2B
	Communicate appropriately with clients and colleagues
	
	
	

	CHCINF8B
	Comply with information requirements of the aged care and community care sectors
	
	
	

	CHCOHS302A
	Participate in safety procedures for direct care work
	
	
	

	CHCORG3B
	Participate in the work environment
	
	
	

	ELECTIVE UNITS

	CHCCS301A
	Work with a legal and ethical framework
	
	
	

	CHCCS401A
	Facilitate cooperative behaviour
	
	
	

	CHCCS405A
	Work effectively with culturally diverse clients and co-workers
	
	
	

	CHCAD1C
	Advocate for clients
	
	
	


Candidate Signature:  





  Date: 



	RPL APPLICATION FORM


Applicant Details:

	1.  Occupation you are seeking recognition in
	

	2  Personal Details

	Surname
	

	Preferred Title (Mr, Mrs, Ms, Miss)
	

	First Name/s
	

	Any other name used
	

	Home Address
	

	Postal address if different from above 
	

	Telephone Numbers
	Home:
	Work:

	· 
	Mobile:
	Fax:

	Date of Birth
	     /       /        

	Gender 
	MALE ( / FEMALE (

	Age
	

	Are you a permanent Resident of Australia
	YES ( / NO (

	3  Current Employment 

	Are you currently employed?

If Yes, in which occupation are you currently employed? 

Who is your current employer? 


	YES ( / NO (
………………………………………………………

……………………………………………………….



	4. Armed Forces details (If Applicable)

	Branch of Service


	

	Trade classification on discharge


	


	5. Further Training

	Have you undertaken any training courses related to the occupation applied for?
	YES ( / NO (

	If Yes
	

	What occupation were you trained in?
	

	Training completion Date (month, year)
	

	Country where you trained
	

	Name of course and institution (if applicable)
	

	6.  Is there any further information you wish to give in support of your application
	

	7. Professional Referees (relevant to work situation)

	Name

Position

Organisation

Phone Number

Mobile Number

Email Address
	……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

	Name

Position

Organisation

Phone Number

Mobile Number

Email Address
	……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………


	APPLICANT EMPLOYMENT HISTORY FORM


	Name, Address and Phone number of Employers
	Period of Employment

(DD/MM/YYYY)
	Position Held
	Full Time

 Part-time

 Casual 
	Description of Major Duties

	
	From
	To
	
	
	

	1.


	
	
	
	
	

	2.


	
	
	
	
	

	3.


	
	
	
	
	

	4.


	
	
	
	
	


Attach additional sheet if required

If you are including documents in your application, please provide a brief description below 

	Document Description

(e.g. resume, photos, awards etc)
	Office Use Only – Assessor to use this section to align documents to specific units of competency and identify key questions for competency conversation

	
	

	
	

	
	

	
	

	
	


Declaration

I declare that the information contained in this application is true and correct and that all documents are genuine.

Candidate Signature:  





  Date 



SECTION C

Competency Conversation
This section assists the assessor in documenting the competency conversation.

Do NOT give this section to the candidate.

Once you have assessed the candidate’s documentary information and determined which competencies you still require more information/evidence on, you use the question bank and Record of Conversation sheets in this section to document evidence of past experience. It is not intended that every question for all competencies be discussed during the conversation, only those competencies the initial documentary review has failed to fully address. 

Each question has “key points” to look for in responses. You may use the list of key points to formulate questions of your own if you wish, or contextualise or rephrase the suggested question to the candidate’s particular work situation. The questions are not intended to be a formal ‘script’ for the assessor to follow, but to provide guidance in exploring the range of the candidate’s skills, knowledge and experience in performing a particular task or function.

The Record of Conversation sheets indicate relevant content that should be sought. Place a tick next to each key point as you hear this topic being discussed during the conversation. In doing so, you are making a statement of fact about what you hear the candidate say during the competency conversation. Use the Comments section to provide further detail about the context of the discussion or briefly outline any examples discussed by the candidate. You may also use the Comments section to make a brief analysis of the responses or summary judgements about the quality of the candidate’s responses in relation to the requirements of the competency standard.

Remember, the notes you take about this conversation are important evidence and should be retained in the candidate’s assessment record.
	QUESTION BANK


Note to Assessors: Refer to “Record of Conversation” sheets
	Unit of Competency
	Question

	CHCAC1C

Provide support to an older person
CHCAC2C

Provide personal care
	1. Detail situations when you have met the needs of older clients in your daily work. Discuss how ageing impacts on the needs of older people including personal care needs, physical and psychosocial needs and how you have communicated these needs and the changing nature of these needs to relevant people.

2. Describe how you have responded to a situation of risk to the older person within your work role. What were your responsibilities in carrying out care as specified in the care plan?

	CHCAC3C
Orientation to aged care work
	3. Describe your understanding of what affects service delivery in the aged care sector, such as economics, politics, ageing, demographics and society’s expectations.

4. How would you assist a client or their advocate if they wished to lodge a complaint? In your response, consider your work role, liaising and reporting to appropriate person/s. principles of access, equity and client rights and your attitudes in working with older people.

	CHCAC6C
Support the older person to meet their emotional and psychosocial needs
	5. Discuss how you, as a Care Worker assisted an older person to meet their social and emotional needs. Give an example of a situation when you have supported a client to maintain their lifestyle and interests.
6. Give an example of how you have supported older people to retain their individuality. Consider cultural and spirituality needs and expressions of sexuality.

7. Outline your understanding of grief and loss issues, how they affect older people and give an example of how you have worked to assist the older person to deal with these issues.

	CHCAC15A
Provide care support which is responsive to the specific nature of dementia
	8. Discuss how you have communicated effectively with a client with dementia.
9. Outline your understanding of dementia, the indicators and symptoms of dementia and your work role in supporting clients with dementia.

10. Detail your experiences in dealing with challenging behaviours that people with dementia may have. 

	CHCCOM2B

Communicate appropriately with clients and colleagues
	11. Discuss some communication techniques (verbal and non verbal) you have used with clients and colleagues and how you managed them in order to meet identified time frames and achieve goals for your clients.

	CHCINF8B
Comply with information requirements of the aged care and community care sectors
	12. Describe how you have contributed to the development and implementation of a client service plan. List the steps you have taken and how you maintained records.

13. Outline your organisational protocols for handling client complaints. Detail any relevant laws or common laws associated with client complaints.

14. Describe a potential legal or ethical issue/dilemma that you have experienced when caring for a client and your work role and responsibility surrounding these issues.

	CHCOHS302A

Participate in safety procedures for direct care work
	15. Detail the possible risks associated with moving a client and what you have done in order to move a client safely, including the use of equipment to reduce the risk of manual handling? How have you identified and assessed these possible risks?

16. Describe workplace hazards and control measures around those hazards.

17. List the standard infection control procedures used in your workplace and give an example of how this is practiced, monitored and controlled.

	CHCORG3B

Participate in the work environment
	18. Discuss how you have worked with others to contribute to the development of policies, practices and structures within your organisation. How have these impacted on the effective operation of your work group?

19. What strategies have you used to review and develop your own work performance? Detail how you have identified the need for support and training.

	CHCCS301A
Work within a legal and ethical framework
	20. Within your work role, what rules and regulations (including legislation) do you need to be aware of? Provide examples of how you meet these regulations.
21. Discuss how you have demonstrated duty of care responsibilities.

	CHCCS401A
Facilitate cooperative behaviour
	22. Discuss a situation where you have facilitated cooperative behaviour between clients. Within your work role, what referrals or professional support did you offer, and how did you record or report the incident?

	CHCCS405A
Work with culturally diverse clients and co- workers
	23. Discuss a workplace situation where you have encountered some difficulties with someone or a group of people from culturally diverse background/s. What did you do to resolve this difficulty, conflict or misunderstanding in order to build a positive working relationship?

	CHCAD1C
Advocate for clients
	24. Discuss a situation where you have worked with a client in an advocacy capacity. Detail how you assisted the client to identify their rights.


	RECORD OF CONVERSATION
CHCAC1C Provide support to an older person
CHCAC2C Provide personal care


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 1: 
Detail situations when you have met the needs of older clients in your daily work. Discuss how ageing impacts on the needs of older people including personal care needs, physical and psychosocial needs and how you have communicated these needs and the changing nature of these needs to relevant people.
Question 2:
Describe how you have responded to a situation of risk to the older person within your work role.  What were your responsibilities in carrying out care as specified in the care plan?

	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 1
	OH&S requirements
Workplace procedures

Client Service Standards

Duty of Care

Privacy 
Respect for persons

Rights of clients – human, legal and moral

Effective communication

Ageing process and how it impacts on individuals
Confidentiality

Safety and security 
	
	

	Develops and maintains relationships with older people
	
	
	

	Demonstrates courtesy and respect and works to build a trusting relationship with older people
	
	
	

	Communicates appropriately with older people
	
	
	

	Recognises the impact of ageing on activities of daily life
	
	
	

	Recognises the changing needs of clients around ageing and independence (physical, social, emotional etc)
	
	
	

	Recognises and understands the needs of older people particularly around social, recreational, cultural, spiritual activities, accessing the community
	
	
	

	Recognises and understands the impact of acquired brain injury/stroke/someone who does not think clearly on functioning
	
	
	

	Recognises and understands the impact of ageing on meeting personal care needs
	
	
	

	Assists older people to maintain independence in their home
	
	
	

	Assists and encourages older people to maintain an active and healthy lifestyle
	
	
	

	Assists the older person to identify their needs and identify the appropriate support to meet those needs
	
	
	

	Supports the older person to access their community and social, emotional, cultural and recreational supports
	
	
	

	Supports the older person to meet spiritual and sexuality needs within guidelines of the organisation
	
	
	

	Changes support to meet client needs
	
	
	

	Refers clients (if appropriate) according to work role
	
	
	

	Recognises personal care needs and how they may have changed (grooming, oral care, bathing etc)
	
	
	

	Works within the care plan of the client
	
	
	

	Provides aids/supports to assist the client to maintain their independence
	
	
	

	Understands the role of carers in the community 
	
	
	

	Understands the role of community based aged care support agencies
	
	
	

	Understands basic anatomy and physiology
	
	
	

	Educates the older person on the impact of ageing on their lifestyle
	
	
	

	Reporting to relevant personnel:
	
	
	

	Reports may be written or verbal
	
	
	

	Informs client
	
	
	

	Informs family/significant other
	
	
	

	Reports to supervisor
	
	
	

	Reports to health professional (if appropriate)
	
	
	

	Question 2
	
	
	

	Ensures environment is safe and free of risk
	
	
	

	Reports situations of risk to supervisor
	
	
	

	Follows up on reports of situations of risk
	
	
	

	Works to minimise risks and ensures other staff are aware of risks 
	
	
	

	Risk or potential risk around:
	
	
	

	Self-neglect/ self-harm
	
	
	

	Behaviours of concern
	
	
	

	Impaired judgement and problem solving abilities
	
	
	

	Impaired cognitive functioning
	
	
	

	Sudden or unexpected change in health status 
	
	
	

	Environmental hazards
	
	
	

	Abuse/suspicion of abuse
	
	
	

	Reports risks as appropriate to:
	
	
	

	Written and/or verbal report to supervisor
	
	
	

	Written and/or verbal report to family/significant other
	
	
	

	Contacts Police/Emergency personnel (if appropriate)
	
	
	

	Carries out plan:
	
	
	

	Works within own role
	
	
	

	Works within organisational role
	
	
	

	Liaises and reports to supervisor
	
	
	


	RECORD OF CONVERSATION
CHCAC3C Orientation to aged care work


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 3: 
Describe your understanding of what affects service delivery in the aged care sector, such as economics, politics, ageing demographics and society’s expectations.

Question 4:
How have you assisted a client or their advocate when they have lodged a complaint?  In your response, consider your work role, liaising and reporting to appropriate person/s, principles of access, equity and client rights and your attitudes in working with older people.

	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 3
	OH&S requirements

Workplace procedures

Client Service Standards

Duty of Care

Privacy  
Confidentiality 

Advocacy

Respect for persons

Access and equity

Rights of clients – human, legal and moral

Effective communication
	
	

	Outlines consumerism and role of older person in society/ community
	
	
	

	Discusses policies and initiatives around ageing
	
	
	

	Discusses increase in older population and impact on aged care services 
	
	
	

	Discusses at home and community based care/residential care/respite services etc
	
	
	

	Considers client rights and responsibilities
	
	
	

	Outlines role in funding arrangements (including accreditation processes)
	
	
	

	Outlines regulation of the aged care industry
	
	
	

	Discusses client focused/holistic care
	
	
	

	Recognises stereotypes and ageist attitudes around ageing
	
	
	

	Recognises previous community attitudes around ageing
	
	
	

	Recognises current community attitudes around ageing
	
	
	

	Discusses self awareness in relation to own attitudes around ageing
	
	
	

	Discusses cultural and other differences around attitudes toward ageing
	
	
	

	Question 4
	
	
	

	Listens to complaint (records and documents key information)
	
	
	

	Reports to and liaises with appropriate person (supervisor, external agency, police etc)
	
	
	

	Refers (if appropriate)
	
	
	

	Follows organisational policies and procedures
	
	
	

	Works within own work role and responsibilities
	
	
	

	Supports client/advocate with complaint process
	
	
	

	Client/advocate are empowered through process
	
	
	

	Awareness of own attitudes toward ageing and the affect that this has on the process
	
	
	


	RECORD OF CONVERSATION
CHCAC6C Support the older person to meet their emotional and psychosocial needs


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 5: 
Discuss how you, as a Care Worker assisted an older person to meet their social and emotional needs. Give an example of a situation when you have supported a client to maintain their lifestyle and interests.
Question 6: 
Give an example of how you have supported older people to retain their individuality. Consider cultural and spirituality needs and expressions of sexuality.
Question 7:
Outline your understanding of grief and loss issues, how they affect older people and give an example of how you have worked to assist the older person to deal with these issues.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 5
	OH&S requirements
Workplace procedures

Client Service Standards

Duty of Care

Privacy  
Confidentiality 

Respect for persons

Access and equity

Rights of clients – human, legal and moral

Effective communication
Networking
	
	

	Meets needs by:
	
	
	

	Works with a non-judgemental attitude
	
	
	

	Understands needs of client
	
	
	

	Understands job and organisational role
	
	
	

	Discusses services available for older people 
	
	
	

	Informs client and/or significant others of social and recreational activities and how clients may access these services
	
	
	

	Facilitates choice and decision making and preferences for older people
	
	
	

	Understands social and emotional needs of individuals
	
	
	

	Understands the role of ageing on the ability of individuals to meet their social and emotional needs
	
	
	

	Works within job role to meet social and emotional needs
	
	
	

	Understands role of carer within the community
	
	
	

	Develops networks within the community (if appropriate)
	
	
	

	Assists the older person to retain their independence
	
	
	

	Works to empower older people (according to job role)
	
	
	

	Supports the older person to access at home/ community based care (if appropriate)
	
	
	

	Supports the older person to remain within and/or access their community (if appropriate)
	
	
	

	Question 6
	
	
	

	Works with a client-centred focus
	
	
	

	Considers the individual needs of clients
	
	
	

	Defines spirituality and cultural needs/differences
	
	
	

	Understands the different expressions of cultural diversity and spirituality
	
	
	

	Understands the cultural and spiritual needs of clients
	
	
	

	Works to ensure cultural and spiritual needs of clients are met in relation to personal care, grooming, food and activity choices etc
	
	
	

	Communicates in a culturally and spiritually sensitive manner
	
	
	

	Encourages clients to participate in cultural and spiritual celebrations, milestones etc
	
	
	

	Supports the older person to access cultural and spiritual community based activities, groups etc
	
	
	

	Accesses key support personnel within cultural and spiritual networks
	
	
	

	Understands issues around sexuality and ageing
	
	
	

	Discusses expressions of sexuality
	
	
	

	Discusses the myths and stereotypes surrounding sexuality and ageing
	
	
	

	Discusses the issues around sexuality and expressions of sexuality in residential aged care facilities
	
	
	

	Discusses role in managing inappropriate sexual behaviour
	
	
	

	Encourages older people to express their sexuality in appropriate ways and according to organisational role
	
	
	

	Question 7
	
	
	

	Discusses the stages of grief and loss
	
	
	

	Demonstrates empathy to clients 
	
	
	

	Understands grief and loss issues around change in living environment/situation/effects of ageing/lifestyle and recreational activities/community access etc
	
	
	

	Understands the different expressions of grief and loss
	
	
	

	Understands the different reactions to grief and loss
	
	
	

	Uses appropriate communication skills 
	
	
	

	Accesses support in relation to grief and loss (family, significant others etc0
	
	
	

	Works within strategies to deal with grief and loss
	
	
	

	Accommodates cultural and spiritual customs surrounding grief and loss
	
	
	

	Ensures all work is sensitive around the issues of grief and loss
	
	
	

	Understands the networks/community support for grief and loss
	
	
	

	Refers clients as appropriate
	
	
	


	RECORD OF CONVERSATION
CHCAC15BA Provide care support which is responsive to the specific nature of dementia


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 8: 
Discuss how you have communicated effectively with a client with dementia.
Question 9: 
Outline your understanding of dementia, the indicators and symptoms of dementia and your work role in supporting clients with dementia.
Question 10:
Detail your experiences in dealing with challenging behaviours that people with dementia may have.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 8
	OH&S requirements
Workplace procedures

Client Service Standards

Duty of Care

Privacy
Confidentiality 

Respect for persons

Access and equity

Rights of clients – human, legal and moral

Effective communication
	
	

	Uses communication techniques to minimise distraction
	
	
	

	Ensures surroundings are quiet and free of distraction
	
	
	

	Uses reminders
	
	
	

	Uses touching, eye contact and direct statements appropriately
	
	
	

	Validates the communication received 
	
	
	

	Acknowledges the communication
	
	
	

	Reassures the client using verbal and non verbal language
	
	
	

	Uses reminiscences 
	
	
	

	Allows all forms of communication – including distress
	
	
	

	Uses simple questions
	
	
	

	Waits for responses 
	
	
	

	Question 9
	
	
	

	Defines dementia
	
	
	

	Discusses some different types of dementia
	
	
	

	Indicators of dementia:
	
	
	

	Memory loss
	
	
	

	Unable to perform familiar tasks
	
	
	

	Confusion
	
	
	

	Inability to state thoughts
	
	
	

	Difficulty in understanding others
	
	
	

	Misplacing objects
	
	
	

	Lethargy
	
	
	

	Harder to manage money, perform grooming, personal care tasks
	
	
	

	Perform uncharacteristic behaviours
	
	
	

	Unusually aggressive or suspicious
	
	
	

	Jumbled, confused speech
	
	
	

	Loss of ability to write
	
	
	

	Assists in providing meaningful activities for clients
	
	
	

	Ensures that activities are age and culturally appropriate
	
	
	

	Ensures that client safety and comfort are met as well as independence and self-determination, autonomy and risk taking
	
	
	

	Uses the family and/or significant others as key personnel in providing support
	
	
	

	Ensures that routines are followed
	
	
	

	Works within the care plan
	
	
	

	Ensures the physical, emotional and social needs are met
	
	
	

	Question 10
	
	
	

	Ensures work is performed within work role 
	
	
	

	Understands the triggers that my impact on the behaviour of clients with dementia
	
	
	

	Recognises the impact of physical and emotional health on behaviour
	
	
	

	Recognises the impact of environmental changes on behaviour
	
	
	

	Recognises the impact of change of tasks and/or routines on behaviour
	
	
	

	Uses appropriate communication skills
	
	
	

	Responses and strategies for dealing with behaviour are culturally and age appropriate
	
	
	

	Responses and strategies for dealing with behaviour are least restrictive, legal and ethical
	
	
	

	Understands chemical, physical and psychological restraints
	
	
	

	Works with others to implement strategies
	
	
	

	Works with others to implement best practice strategies
	
	
	

	Works with others to review care plans and strategies
	
	
	


	RECORD OF CONVERSATION
CHCCOM2B Communicate appropriately with clients and colleagues


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 11: 
Discuss some communication techniques (verbal and non verbal) you have used with clients and colleagues and how you managed them in order to meet identified timeframes and achieve goals for your clients.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 11
	Workplace procedures

Client Service Standards

Duty of Care

Privacy 

Advocacy

Respect for persons

Rights of clients – human, legal and moral
Referral processes
	
	

	Effective communication skills may include:
	
	
	

	Works with a non judgemental attitude
	
	
	

	Listens actively and responds, where culturally appropriate
	
	
	

	Clarifies what is said and expected
	
	
	

	Asks appropriate questions
	
	
	

	Participates in group processes
	
	
	

	Demonstrates respect for individual and cultural diversity
	
	
	

	Understands sensory loss and cognitive impairment
	
	
	

	Uses appropriate non-verbal behaviour/ communication
	
	
	

	Meets timeframes and achieves goals:
	
	
	

	Works within job role
	
	
	

	Networks with others
	
	
	

	Refers to appropriate service (if applicable)
	
	
	

	Responds to need/ reports in a timely manner
	
	
	

	Reports in a clear, well written format
	
	
	

	Demonstrates problem solving and conflict resolution
	
	
	


	RECORD OF CONVERSATION
CHCINF8B Comply with information requirements of the aged care and community care sectors


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 12: 
Describe how you have contributed to the development and implementation of a client service plan.  List the steps you have taken and how you maintained records.
Question 13:
Outline your organisational protocols for handling client complaints.  Detail any relevant laws or common laws associated with client complaints.

Question 14:
Describe a potential legal or ethical issue/dilemma that you have experienced when caring for a client and your work role and responsibility surrounding these issues?
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 12
	OH&S requirements
Workplace procedures

Client Service Standards

Duty of Care

Client confidentiality

Respect for persons
Rights of clients – human, legal and moral

Effective communication
	
	

	Contributes to the development and implementation of the client service plan by:
	
	
	

	Participates in case conferencing (formal or informal)
	
	
	

	Collects data
	
	
	

	Documents client service plan or uses an assessment tool
	
	
	

	Documents client preferences
	
	
	

	Utilises the assessment tool as an option for funding
	
	
	

	Reports changes in client needs (written and verbal)
	
	
	

	Storage and maintenance of records may involve:
	
	
	

	Files client and service records – manual and/or computer
	
	
	

	Maintains and updates work database
	
	
	

	Manages computer directories
	
	
	

	Completes client files/contact registers etc
	
	
	

	Question 13
	
	
	

	Organisation complaint/grievance handling process involves:
	
	
	

	Receives and records complaint
	
	
	

	Investigates complaint
	
	
	

	Accesses mediation around complaint (using internal/external mediators)
	
	
	

	Seeks resolution (or management) of complaint
	
	
	

	Documents results and process of complaint
	
	
	

	Relevant laws or policies around client complaints:
	
	
	

	Ensures consumer abuse reporting is prioritised (time frames etc)
	
	
	

	Meets freedom of information legislation
	
	
	

	Meets privacy legislation
	
	
	

	Meets anti-discrimination legislation
	
	
	

	Meets equal employment legislation
	
	
	

	Question 14
	
	
	

	Outlines potential ethical issue/dilemma as appropriate to work role
	
	
	

	Upholds client rights
	
	
	

	Outlines the role of the legal guardian
	
	
	

	Understands potential sources of conflict of interest
	
	
	

	Reports unethical conduct (potential/actual) to appropriate person
	
	
	


	RECORD OF CONVERSATION
CHCOHS302A Participate in safety procedures for direct care work


THIS UNIT ALSO REQUIRES A MANDATORY PRACTICAL DEMONSTRATION OF THE USE OF ASSISTIVE DEVICES/MANUAL HANDLING AND HAND WASHING.  PLEASE REFER TO TASK 3.

CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 15: 
Detail the possible risks associated with moving a client and what you have done in order to move a client safely, including the use of equipment to reduce the risk of manual handling?  How have you identified and assessed these possible risks?

Question 16:
Describe workplace hazards and control measures around those hazards.

Question 17:
List the standard infection control procedures used in your workplace and give an example of how this is practiced, monitored and controlled.

	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 15
	OH&S legislation

Policies and procedures

Effective communication
MSDS

Hazard management policies and procedures

Care plans

Emergency, fire and incident procedures

Codes of Practice

OHS signs and symbols

Workplace Standards

Rights of employees

Obligations of employees

	
	

	Risks involved in moving a client:
	
	
	

	Lifting tasks
	
	
	

	Pushing/pulling tasks
	
	
	

	Carrying objects
	
	
	

	Reaching tasks
	
	
	

	Restraining tasks
	
	
	

	Risk factors involved in manual handling:
	
	
	

	Posture adopted
	
	
	

	Movement undertaken
	
	
	

	Forces exerted
	
	
	

	Environmental conditions such as underfoot conditions
	
	
	

	Lighting
	
	
	

	Heat
	
	
	

	Duration and frequency of the task
	
	
	

	Client physical ability to assist
	
	
	

	Client medical conditions
	
	
	

	Equipment attached to client (eg Catheters, IV’s)
	
	
	

	Availability of equipment to support/assist in the manual handling process
	
	
	

	Moving a client safely involves:
	
	
	

	Understands basic biomechanics
	
	
	

	Plans for the manual handling process
	
	
	

	Follows OHS policy and procedure at all times
	
	
	

	Uses organisational documents (eg. risk assessment matrix) to identify risk
	
	
	

	Reports risks to supervisor/OHS representative
	
	
	

	Requests assistance of other staff if necessary
	
	
	

	Uses equipment safely and to organisational requirements to assist movement of client
	
	
	

	Identification and assessment of risk involves:
	
	
	

	Conducts a risk assessment
	
	
	

	Identifies possible risk
	
	
	

	Identifies likelihood of occurrence of injury
	
	
	

	Identifies consequences of injury
	
	
	

	Examines client assessment documents and care plans
	
	
	

	Modifies task and/or approach to dealing with risk
	
	
	

	Implements corrective action 
	
	
	

	Reduces the amount of manual handling required
	
	
	

	Examines and reviews policies
	
	
	

	Question 16
	
	
	

	Workplace hazards:
	
	
	

	Personal safety (threats from clients/ access etc)
	
	
	

	Machinery and equipment
	
	
	

	Biological threats
	
	
	

	Chemicals
	
	
	

	Work-related environment
	
	
	

	Work related stress
	
	
	

	Electrical hazards
	
	
	

	Organisational issues (shift work, irregular hours)
	
	
	

	Control Measures:
	
	
	

	Follows hazard management policies and procedures
	
	
	

	Reports hazards and follows up
	
	
	

	Participates in client assessment and care plan development
	
	
	

	Reduces manual handling
	
	
	

	Follows complaint and resolution process
	
	
	

	Changes the environment
	
	
	

	Changes/adds equipment
	
	
	

	Eliminates the risk by:
	
	
	

	Engineering controls
	
	
	

	Administrative controls through training
	
	
	

	Uses PPE
	
	
	

	Ensures provision of OH&S committee/staff representative
	
	
	

	Uses/follows signage
	
	
	

	Changes workplace practices/procedures
	
	
	

	Participates in meetings
	
	
	

	Participates in training
	
	
	

	Completes appropriate documentation
	
	
	

	Question 17
	
	
	

	Lists standard infection control procedures according to organisational procedures – may include:
	
	
	

	Hand washing
	
	
	

	Personal hygiene
	
	
	

	PPE
	
	
	

	Handling/disposal sharps
	
	
	

	Biological waste management
	
	
	

	Waste management
	
	
	

	Cleaning and spills management
	
	
	

	Chemical use
	
	
	

	Immunisation 
	
	
	

	Blood/body fluid exposure
	
	
	

	Infection outbreak procedures
	
	
	

	Food handling procedures
	
	
	

	Soiled linen/clothing procedures
	
	
	

	Sterilisation procedures (if appropriate)
	
	
	

	Applies personal protective equipment
	
	
	

	Checks own knowledge and application of standards by observing practices
	
	
	

	Monitors own practices and practices of others
	
	
	

	Reports breaches of infection control procedures as per organisational requirements
	
	
	


	RECORD OF CONVERSATION
CHCORG3B Participate in the work environment


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 18: 
Discuss how you have worked with others to contribute to the development of policies, practices and structures within your organisation.  How have these impacted on the effective operation of your work group?
Question 19:
What strategies have you used to review and develop your own work performance?  Detail how you identified the need for support and training.

	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 18
	OH&S requirements
Workplace procedures

Client Service Standards

Duty of Care

Client confidentiality

Respect for persons

Rights of clients – human, legal and moral

Effective communication
	
	

	Cooperatively works with others:
	
	
	

	Works within defined work role and to standard required
	
	
	

	Completes work within time frames
	
	
	

	Carries out tasks in a positive and courteous manner
	
	
	

	Communicates with respect of diversity of values and cultural differences
	
	
	

	Reports conflicts to appropriate supervisor/personnel
	
	
	

	Seeks assistance (if required)
	
	
	

	Identifies resources required
	
	
	

	Uses effective problem solving techniques
	
	
	

	Respects difference
	
	
	

	Works in a safe manner according to OH&S requirements and using appropriate equipment/ machinery
	
	
	

	Contributing to the development of policies, practices and structures:
	
	
	

	Participates in meetings
	
	
	

	Uses quality assurance processes
	
	
	

	Highlights issues and brings to attention of supervisor
	
	
	

	Policies and procedures that impact on the effective operation of work group includes:
	
	
	

	Discusses Equal Employment Opportunity
	
	
	

	Discusses OH&S
	
	
	

	Discusses Workplace Harassment
	
	
	

	Discusses Grievance Resolution
	
	
	

	Discusses First Aid
	
	
	

	Discusses Infection Control
	
	
	

	Discusses Workplace Behaviour
	
	
	

	Practices and Structures may include:
	
	
	

	Works within job role and responsibilities
	
	
	

	Works within organisation role/responsibilities
	
	
	

	Understands funding guidelines (as appropriate to role)
	
	
	

	Understands standards
	
	
	

	Understands the impact of changes in legislation/awards etc
	
	
	

	Question 19
	
	
	

	Participates in self monitoring of tasks to ensure completion in accordance with job role and responsibilities 
	
	
	

	Participates in regular meetings with supervisor and/or team
	
	
	

	Identifies gaps in own skills and knowledge
	
	
	

	Participates in performance planning and review meetings
	
	
	

	Provides 360 degree feedback
	
	
	

	Reviews customer complaints forms
	
	
	

	Reads industry journals, magazines, publications
	
	
	

	Attends conferences and workshops, lunchtime forums
	
	
	

	Undertakes re-training when job role/responsibilities
	
	
	

	Updates knowledge when legislation/awards etc change
	
	
	

	Adapts organisational change (according to job role)
	
	
	

	Plans career path 
	
	
	


	RECORD OF CONVERSATION
CHCCS301A Work within a legal and ethical framework


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 20:
Within your work role, what rules and regulations (including legislation) do you need to be aware of? Provide examples of how you meet these regulations.
Question 21:
Discuss how you have demonstrated duty of care responsibilities.

	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 20
	Workplace procedures

Client Service Standards

Privacy considerations

Advocacy
Duty of Care
Respect for persons

Rights of clients – human, legal and moral

Effective communication
Networking
	
	

	Policies, procedures and legislation may include / relate to:
	
	
	

	Privacy
	
	
	

	Health records
	
	
	

	Equal employment opportunities
	
	
	

	Poisons and therapeutics
	
	
	

	OH&S
	
	
	

	Freedom of Information
	
	
	

	Public Health
	
	
	

	Criminal Acts
	
	
	

	Registration and practice of health professionals
	
	
	

	Residential and community services
	
	
	

	Application of these in an ethical framework evident in:
	
	
	

	Protects client rights when delivering services
	
	
	

	Demonstrates how rights, codes of ethics and duty of care responsibilities to clients and others are explained
	
	
	

	Works in an ethical manner
	
	
	

	Reports unethical behaviour 
	
	
	

	Question 21
	
	
	

	Works within/under a Code of Ethics
	
	
	

	Demonstrates respect for client privacy/security/ confidentiality
	
	
	

	Assists clients to achieve dignity and to participate in informed choice and decision making
	
	
	

	Promotes clients freedom of association
	
	
	

	Assists clients to lodge a complaint
	
	
	

	Works with clients to an agreed standard of care
	
	
	

	Assists clients to access services
	
	
	

	Assists clients to recognise their right to express an idea or opinion
	
	
	


	RECORD OF CONVERSATION
CHCCS401A Facilitate cooperative behaviour


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 22: 
Discuss a situation where you have facilitated cooperative behaviour between clients. Within your work role, what referrals or professional support did you offer, and how did you record or report the incident?
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 22
	Work safety practices

Workplace policies and procedures related to conflict and critical incidents
Client Service Standards

Duty of Care
Conflict resolution

Negotiation
Privacy considerations

Advocacy

Respect for persons

Rights of clients – human, legal and moral

Effective communication
	
	

	Facilitating cooperative behaviour will include appropriate communication as demonstrated by:
	
	
	

	Uses positive assertive language
	
	
	

	Uses appropriate non verbal gestures
	
	
	

	Awareness of tone of voice
	
	
	

	Understands triggers/causes of violence
	
	
	

	Defuses verbal aggression
	
	
	

	Negotiates agreements
	
	
	

	Uses constructive questioning/listening
	
	
	

	Demonstrates an awareness of cultural values and sensitivities
	
	
	

	Challenges unacceptable behaviour
	
	
	

	Responds according to role and/or responsibilities
	
	
	

	Diverts aggressive behaviour
	
	
	

	Discusses consequences of continuous behaviour with client/s
	
	
	

	Works with others to implement/monitor and review strategies around cooperative behaviour
	
	
	

	Ensures safety of client/s and others at all times
	
	
	

	Referring or supporting clients may involve the following professionals:
	
	
	

	Social/welfare worker
	
	
	

	Medical (Doctor/Nurse/Allied Health/Mental Health Workers)
	
	
	

	Drug and alcohol services
	
	
	

	Behaviour management programs
	
	
	

	Culturally identified support workers
	
	
	

	Supervisors
	
	
	

	Counsellors
	
	
	

	Program coordinator
	
	
	

	Legal advisors
	
	
	

	Family
	
	
	

	Case manager
	
	
	

	ATSI Liaison Officer
	
	
	

	Welfare organisations
	
	
	

	Personal and community support networks
	
	
	

	Reporting of incident may be internal/external and may take the following forms:
	
	
	

	Incident reports
	
	
	

	Case notes
	
	
	

	Special reports
	
	
	

	Inquiries
	
	
	

	Reports required by or used by courts and judicial processes (if applicable)
	
	
	


	RECORD OF CONVERSATION
CHCCS405A Work effectively with culturally diverse clients and co-workers


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 23: 
Discuss a workplace situation where you have encountered some difficulties with someone or a group of people from culturally diverse background/s. What did you do to resolve this difficulty, conflict or misunderstanding in order to build a positive working relationship?

	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 23
	Work safety practices

Workplace procedures

Legislation relevant to workplace 

Anti-discrimination

Equal employment opportunity
Client Service Standards

Respect for persons

Effective communication

Sensitivity and respect and inclusive behaviour
Conflict resolution

Negotiation
	
	

	Ensures work practices are culturally appropriate, non discriminatory, free of bias, stereotyping, racism, prejudice
	
	
	

	Awareness of other cultures in Australia and their impact on society
	
	
	

	Awareness of dynamics of culture and social diversity
	
	
	

	Awareness of discrimination, equal employment opportunity, sex, race, disability, age 
	
	
	

	Awareness of resources available to assist in relation to cultural diversity issues
	
	
	

	Uses basic conflict resolution skills and negotiation skills
	
	
	

	Uses open communication and active listing
	
	
	

	Awareness of own bias towards different cultural groups
	
	
	

	Awareness of how others may experience a culture and respond to past experiences
	
	
	

	Ability to refer to resolve issue
	
	
	

	Explores alternative forms of communication (if appropriate)
	
	
	

	Demonstrates respect
	
	
	

	Demonstrates inclusive behaviour
	
	
	

	Workplace free of culturally insensitive literature, posters, signage
	
	
	

	Understands and responds to cultural practices that may cause harm
	
	
	

	Identifies and implements culturally safe work practices
	
	
	

	Uses an interpreter (if appropriate)
	
	
	


	RECORD OF CONVERSATION
CHCAD1C Advocate for clients


CANDIDATE’S NAME:
     
  ASSESSOR’S NAME:
     
   DATE:
     

Question 24: 
Discuss a situation where you have worked with a client in an advocacy capacity. Detail how you assisted the client to identify their rights.
	KEY POINTS

The candidate’s response should evidence the following
	INDUSTRY REQUIREMENTS

These must be evidenced in the candidate’s response
	Indicate if response addresses KP and IR
	COMMENTS

Record other key points and examples from conversation. 

Identify whether a practical assessment is warranted.

	Question 24
	Workplace procedures

Client Service Standards

Duty of Care

Privacy considerations

Respect for persons

Rights of clients – human, legal and moral

Effective communication
	
	

	Outlines situation
	
	
	

	Identifies client needs
	
	
	

	Clarifies client needs
	
	
	

	Works with client to meet needs
	
	
	

	Nature of advocacy:
	
	
	

	Assists clients to meet rights and needs
	
	
	

	Assists clients to access services
	
	
	

	Ensures safety and security
	
	
	

	Understands legal and ethical needs
	
	
	

	Audience for advocacy:
	
	
	

	Other workers, management
	
	
	

	Family, friends
	
	
	

	Police, Government, Other services/agencies
	
	
	

	Considers potential conflict between client needs and organisational requirements
	
	
	

	Discusses issues with key people in the community, community organisations, family/friends of the client, colleagues and/or clients
	
	
	

	Operates ethically throughout the advocacy
	
	
	

	Manages conflicts of interest (if any)
	
	
	

	Works within job role to assist client to meet their needs
	
	
	


SECTION D

Practical Tasks and 

Observation Recording Sheets

You use this section to assist you in determining a candidate’s competency in those areas where they have not yet successfully demonstrated their skills, knowledge and prior experience. Therefore, candidates are not required to complete all tasks. You select tasks after considering available evidence collected through previous phases and according to context and needs of each candidate.

	PRACTICAL TASKS


Candidates are not required to complete all tasks. The Assessor is to select tasks after considering available evidence collected through previous phases and according to the context and needs of each candidate.

	Unit of Competency
	Practical Task

	CHCAC1C
Provide support to an older person
CHCAC2C

Provide personal care

CHCAC3C

Orientation to aged care work

CHCINF8B

Comply with information requirements of the aged care and community care sectors

CHCOHS302A

Participate in safety procedures for direct care work
	TASK 1

Role play – read the scenario below and complete the task

Today you have been given a client who has been receiving care and support from your organisation for 5 years, from the same carer, but the carer has just finished working with your organisation.  You have read over your new client’s care plan.  Mr Zappala, has been living independently for many years, informed the previous carer last week that his sister, who he sees every week, had suddenly passed away.  Today he seems distant, and not able to communicate clearly, often speaking in his first language, Italian, which he apparently does not do during his visits.  There is a very bad smell in his home and you notice that there are some heavy boxes in the hallway that make it difficult to get to the bathroom easily.

He seems to be not so clear in his responses and communication, and he does not get up and make a cup of tea for you both as he usually likes to do.  You are concerned about his health and safety.  You make a cup of tea for you both and sit and talk with him.  While you are in the kitchen, you notice that the element on the stove is on but nothing on it.  You also have a mild slip in the kitchen from a puddle of water.

Action required:

Complete a role-play with your assessor playing the role of Mr Zappala and you as the carer. Role play this and demonstrate/list how you would:

a) build a relationship with Mr Zappala

b) identify and meet his physical and psychosocial needs

c) work with your organisation to meet his needs, including referral to other services

d) identify and record changes in personal care plan and communicate these changes with relevant people

e) identify risks or potential risks including safety, health and uncharacteristic behaviour

f) ensure you and Mr Zappala are not at risk of risk of harm or injury, and report these risks or potential risks, and 

g) identify the workplace policies and procedures must you consider when dealing with this range of situations in your client visit



	CHCCS301A
Work within a legal and ethical framework
CHCAD1C

Advocate for clients

CHCINF8B

Comply with information requirements of the aged care and community care sectors

CHCOHS302A

Participate in safety procedures for direct care work
	 TASK 2
All of the following factors interact to form a complex picture and require a worker to finely balance them in making decisions about how to act in the best interests of both themselves and their clients.

· Duty of Care

· Rights and responsibilities of Clients – human, legal and moral

· Advocacy

· Rights and responsibilities of Workers 
· Negligence

· Values and beliefs – of Workers and Clients

· Privacy considerations

Dat, a client in his mid 70s from Vietnam, has an acquired brain injury. He has been taking medication for his condition for many years and usually this controls his condition. In the past he has had some violent episodes. Lately he has been saying to you (as his Worker) that he dislikes the effects of the medication. He seems to feel very ‘flat’ and is unable to express any emotion. All the life seems to be missing from his days. He wonders if it would be possible to stop using his medication, as he has been very well for some time now. He refuses to discuss the matter with his Doctor and does not give you permission to do so.

You visit Dat at home regularly to check that all is going well. You feel uncomfortable about continuing to visit after this talk with Dat.

a) What are the issues you must consider? (see above dot-points) 

b) What could you do to protect your safety and that of Dat? Remember that you must act within your organisation’s policies and procedures, as well as support the interests, rights and needs of your client within duty of care requirements.



	CHCOHS302A
Participate in safety procedures for direct care work
CHCCOM2B

Communicate appropriately with clients and colleagues
	TASK 3
FOR USE ONLY IF ASSESSING CHCOHS302A 

Candidate to demonstrate the use of a number of items of manual handling equipment (This is a mandatory requirement for the assessment of CHCOHS302A and candidates MUST demonstrate competence in the below tasks):

A The use of a mechanical hoist

B The use of a wheelchair

C Safely moving a client from a bed to a chair – using manual handling equipment/ safe lifting techniques

D Demonstration of approved hand washing techniques

	CHCAC2C
Provide personal care
	TASK 4
Note: This task is only to be completed with the explicit consent of the client. The client must also be informed that they do not have to agree to participate in this task.
*This unit may be assessed with CHCAC15A and/or CHCOHS302A
Perform a personal care task with a client. This task may include:
· Washing
· Dressing and undressing

· Grooming 

· Hair and nail care

· Toileting

· Oral hygiene

· Skin maintenance

· Elimination

	CHCCOM2B
Communicate appropriately with clients and colleagues
	TASK 5
* This unit may be assessed with CHCAC2C, CHCOHS302A and/or CHCAC15A

Communicate with a client. During this communication, demonstrate:

· Respectful communication

· Choice and decision making opportunities

· Active listening

· Recognition and response to verbal communication

· How you altered communication for this client

	CHCORG3B
Participate in the work environment
CHCCOM2B
Communicate appropriately with clients and colleagues
CHCCS405A

Work effectively with culturally diverse clients and co-workers
	TASK 6
Complete a daily work task. During this task, demonstrate how you:

· Meet your job responsibilities
· Work effectively in your work group

· Complete activities and tasks

· Seek advice and assistance

· Work with others in a respectful and culturally sensitive manner

· Solve problems

· Communicate with others in your work group

· Report to supervisor and/or others on the completion of the task

	CHCAC15A
Provide care support which is responsive to the specific nature of dementia
	TASK 7
*This unit may be assessed with CHCAC2C

Perform a daily living task/activity with a client with dementia. Demonstrate:
· Effective communication (eg reminisces, appropriate eye contact, touch etc) 

· Choice and decision making

· Active listening and appropriate questioning

· Supporting independence 

· How you have adapted the task to meet individual needs

· How you deal with challenging behaviours

	CHCCS405A

Work effectively with culturally diverse clients and co-workers

CHCCOM2B

Communicate appropriately with clients and colleagues
	TASK 8
Scenario – read the scenario and complete the task

A new staff member has begun working in your facility. Her name is Lan and she has been living in Australia for eight years. You notice that other staff are making value judgements and racist remarks about Lan in the staff room. A few staff have cornered Lan and threatened her safety.

Action required:

a)   Identify how you will deal with the comments in relation to Lan

b)   How you will report the incident and to whom you will report the incident

	CHCCS301A

Work within a legal and ethical framework

CHCAD1C

Advocate for clients
	TASK 9
Scenario – read the scenario and complete the task

You are working in a large residential aged care facility. One of the staff (Marty) is very close to one of the clients (John). John is 83 and has lived in the facility for about six (6) years. One day, John informs you that Marty has stolen money from him. As you question John further about the incident, he also tells you that in the past he has loaned money to Marty, but Marty has always paid him back quickly. John tells you that he saw Marty take his wallet out of his drawer, take the money out and put his wallet back in his drawer.

You approach Marty to get his version of events. Marty denies ever borrowing money off John and questions your loyalty to him. You are confused about what has occurred.

Action required:

a)   Identify the process that you will undertake to report and record the incident

b)   Discuss the key legal and ethical aspects of this situation

c)   Outline how you can be an advocate for John


	OBSERVATION RECORDING SHEET

Practical Tasks


CANDIDATE’S NAME:
     
  SIGNATURE:       
   DATE:       

ASSESSOR’S NAME:
     
  SIGNATURE:       
   DATE:       

LOCATION:
     


NB: The skills listed below must be verified by a competent assessor through observed demonstration either in the candidate’s workplace as part of the candidate’s normal work duty OR as part of a practical assessment/demonstration set by the assessor.

	Unit and element covered in task
	Task No.
	Observable behaviours in task
	Industry requirements
	Assessor’s comments
	Indicate if behaviour observed
	Date assessed

	CHCAC1C
1.1, 2.1, 2.2, 2.3, 2.4, 2.5, 2.6

CHCAC2C

1.3, 1.4, 2.2, 3.6

CHCAC3C

1.1, 1.2, 2.4, 3.6

CHCINF8B
2.5
	1a)
	Develops and builds appropriate relationships with older people
Identifies physical and psychosocial aspects of ageing

Assists the older person to identify and meet their own needs

Works with the organisation to meet the needs of the client and refer to other services when necessary

Identifies risks or potential risks including safety, health and uncharacteristic behaviour

Ensures themselves, client and others are not at risk of harm or injury and reports these risks or potential risks

Identifies the workplace policies and procedures relevant to the work role
	Workplace procedures
OH&S requirements
Client Service Standards

Duty of Care

Privacy 

Respect for persons

Rights of clients – human, legal and moral

Effective communication

Ageing process and how it impacts on individuals
Confidentiality

Safety and security 
	
	
	

	CHCAC1C
1.3, 2.6, 3.1, 3.2, 3.3

CHCAC2C

1.1, 1.2, 1.3, 1.4, 2.2, 2.4, 3.6

CHCAC3C

1.2, 2.4, 3.6

CHCINF8B

2.5
	1 b)
	Identifies the physical and psychosocial aspects and changes associated with ageing

Assists the older person to identify and meet their own personal care needs

Communicates to the older person situations of risk or potential risk

Identifies changes in personal care plan

Records changes in personal care plan

Identifies workplace policies and procedures relevant to work role
	
	
	
	

	CHCAC1C
2.6

CHCAC2C

1.3, 1.4, 2.2, 3.6, 3.7

CHCAC3C

1.1, 1.2, 2.4, 3.6

CHCINF8B

2.3, 2.5
	1 c)
	Understands the structure and profile of the aged care sector, including issues that people face when ageing

Works with a commitment to ‘positive ageing’ including understanding various attitudes towards ageing and older people

Supports the rights and interests of older people

Liaises with family/significant others to determine service provision

Liaises with supervisor to support access to other services

Refers clients to other services
	
	
	
	

	CHCAC1C
1.4

CHCAC2C

1.3, 1.4, 2.2, 3.6

CHCAC3C

1.1, 1.2, 2.4, 3.6

CHCINF8B

2.3, 2.5
	1 d)
	Identifies changes in personal care plan

Records changes in personal care plan

Maintains documentation in accordance with service delivery agreements

Communicates with family/significant others changes in care plan

Seeks feedback from family/significant others regarding changes in care plan

Liaises with supervisor regarding changes in care plan
	
	
	
	

	CHCAC1C
4.1, 4.2, 4.3, 4.4, 4.5

CHCAC2C

1.3, 1.4, 1.5, 2.2, 2.3, 3.6

CHCAC3C

1.1, 1.2, 2.4, 3.6

CHCINF8B

1.2, 1.3, 1.4, 2.5
CHCOHS302A

2.1, 2.2, 4.1, 4.2
	1 e), 
1 f)
	Identifies risks or potential risks 

Reports risks or potential risks

Meets duty of care requirements

Uses hazard/risk identification form (if applicable)

Communicates to client, family and/or significant others situations of risk/potential risk

Liaises with relevant personnel to address risks/ hazards according to work role

Liaises with supervisor/OH&S representative 

Follows up on submission of report/liaison to ensure safety
	
	
	
	

	CHCAC2C
1.3, 1.4, 2.2, 3.6

CHCAC3C

1.1, 1.2, 2.4, 3.6

CHCINF8B

2.5, 2.7, 2.9
	1 g)
	Works according to job role

Considers policies and procedures:

· Privacy

· Confidentiality

· Occupational Health and Safety
· Safety and security

· Risk/hazard identification

· Reporting procedures

· ANCI competencies

· NBV guidelines

· Aged Care Act

· Duty of care

Outlines role in relation to working within the policies and procedures

Reports according to policies and procedures
	
	
	
	

	CHCCS301A
1.1, 1.2, 1.3, 1.4, 1.5, 2.1, 3.1, 3.4

CHCAD1C

1.1, 1.3, 1.4, 3.1

CHCINF8B

1.3, 1.4, 2.5, 4.1, 4.2, 4.4

CHCOHS302A

2.1, 2.2, 4.1, 4.2
	2 a)
	Understands legislation and common law relevant to work role

Follows organisation’s policies, procedures and practices

Communicates with supervisor

Works ethically

Upholds client confidentiality

Recognises and responds when clients rights and interests are not being protected

Supports clients to voice their opinions or needs and ensure their rights are upheld by assisting them to represent their own needs and advocating on behalf of the clients on their request

Works to ensure rights of workers are protected

Understands and works to meet duty of care requirements

Understands own values and attitudes and ensures they do not affect work undertaken

Communicates choice and decision making opportunities

Liaises with client’s family/significant others (where appropriate)
	OH&S requirements
Workplace procedures

Client Service Standards

Duty of Care

Privacy 

Respect for persons

Rights of clients – human, legal and moral

Effective communication

Legal and ethical issues associated with the aged care sector

Confidentiality

Safety and security 
	
	
	

	CHCOHS302A
2.1, 2.2, 4.1, 4.2
	2 b)
	Identifies sources of risk to personal safety

Identifies sources of risk to client safety

Follows risk/hazard identification procedures

Completes appropriate documentation

Reports to supervisor 

Liaises with client’s family/significant others

Communicates with client regarding risk and risk identification

Works within role to rectify/minimise hazards/risks identified

Monitors risk minimisation procedures
	
	
	
	

	CHCCOM2B
1.1, 1.2, 1.3, 1.4, 1.5, 2.1, 2.2, 2.3

CHCOHS302A

1.1, 1.2, 1.3, 1.4
	3 a)
	Identifies the manual handling task involved

Identifies the client related risk factors and modifies selected approach and choice of equipment to minimise risk

Communicates appropriately to client to inform them of manual handling task being undertaken

Ensures all safety aspects are considered prior to use of hoist

Follows manufacturers guidelines in the correct use of mechanical hoist
Safely moves client 
Cleans and stores hoist appropriately
	OH&S requirements
Client Service Standards

Duty of Care

Privacy 

Respect for persons

Rights of clients – human, legal and moral

Effective communication
Occupational Health and Safety policies and procedures

Manual handling procedures
	
	
	

	CHCCOM2B
1.1, 1.2, 1.3, 1.4, 1.5, 2.1, 2.2, 2.3

CHCOHS302A

1.1, 1.2, 1.3, 1.4
	3 b)
	Identifies the manual handling task involved

Identifies the client related risk factors and modifies selected approach and choice of equipment to minimise risk

Communicates appropriately to client to inform them of manual handling task being undertaken

Ensures all safety aspects are considered prior to use of wheelchair

Follows manufacturers guidelines in the correct use of wheelchair
Safely uses wheelchair
Cleans and stores wheelchair appropriately
	
	
	
	

	CHCCOM2B
1.1, 1.2, 1.3, 1.4, 1.5, 2.1, 2.2, 2.3

CHCOHS302A

1.1, 1.2, 1.3, 1.4
	3 c)
	Identifies the manual handling task involved

Identifies the client related risk factors and modifies selected approach and choice of equipment to minimise risk

Communicates appropriately to client to inform them of manual handling task being undertaken

Ensures all safety aspects are considered prior to use of manual handling equipment

Follows manufacturers guidelines in the correct use of manual handling equipment
Safely transfers the client
Cleans and stores equipment appropriately
	
	
	
	

	CHCCOM2B
1.1, 1.2, 1.3, 1.4, 1.5, 2.1, 2.2, 2.3

CHCOHS302A

1.1, 1.2, 1.3, 1.4
	3 d)
	Identifies the risks of infection

Applies infection control procedures

Demonstrates approved hand washing techniques
	
	
	
	

	CHCAC2C

CHCCOM2B
1.1, 1.2, 1.3, 1.4, 1.5, 2.1, 2.2, 2.3

CHCAC1C
	4
	Communicates appropriately with client to inform them of personal care task

Works according to job role

Understands the physical changes associated with ageing

Ensures area task is undertaken is safe and risk free for client and staff

Ensures room/water temperature is appropriate (according to task)

Uses aids appropriately and according to instruction (according to task)

Ensures dignity, privacy and confidentiality is maintained

Ensures task is undertaken safely and according to organisational requirements

Ensures task is undertaken without injury to worker and client

Completes client care plan/file appropriately

Reports to supervisor (if required)

	OH&S requirements
Workplace procedures

Client Service Standards

Duty of Care

Privacy 

Respect for persons

Rights of clients – human, legal and moral

Effective communication

Ageing process and how it impacts on individuals
Confidentiality

Safety and security 
	
	
	

	CHCCOM2B
1.1, 1.3, 1.4
	5
	Demonstrates respectful communication
Alters communication to meet needs of client

Considers individual/cultural difference during communication

Provides opportunity for choice and decision making

Follows through on client choice

Allows for expressions of independence

Demonstrates appropriate questioning

Demonstrates active listening

Recognises verbal communication

Responds to verbal communication
	Respect for persons
Duty of Care

Rights of clients – human, legal and moral

Use of different communication styles

Effective communication
	
	
	

	CHCORG3B
1.1, 1.2, 1.3, 1.5, 1.6, 1.7, 1.8, 2.2, 3.1, 3.2, 3.3, 3.4, 3.6, 3.7, 4.2, 4.4

CHCCOM2B

1.1, 1.3, 1.4, 2.1, 2.2, 2.3, 3.1, 3.2, 3.3

CHCCS405A

1.1, 1.2, 2.1, 3.1, 3.2, 4.1, 4.2, 4.4
	6
	Works according to job role and responsibilities
Ensures all resources required to complete tasks are available

Seeks assistance in completing job tasks (if required)

Communicates and works effectively in work group

Participates in team meetings

Completes tasks appropriately and to the standard required

Works cooperatively with others

Ensures advice is sought from others if unsure of job task

Uses appropriate, effective communication including active listening and appropriate questioning

Ensures work is undertaken in a culturally appropriate and respectful manner

Demonstrates an awareness and respect of cultural diversity

Demonstrates work relationship development with colleagues of diverse backgrounds and culture

Solves problems appropriately according to job role

Works to resolve conflict (if appropriate)

Completes reports, communication diary entries, client files etc appropriately

Reports to supervisor (if appropriate)

Completes other appropriate forms and documentation according to job role and responsibilities

Ensures all work undertaken is safe and in accordance with OH&S legislation and organisational guidelines
	OH&S requirements
Workplace procedures

Duty of Care

Privacy 

Respect for persons

Rights of clients – human, legal and moral

Effective communication
	
	
	

	CHCAC15A

CHCCOM2B
1.1, 1.2, 1.3, 1.4, 1.5, 2.1, 2.2, 2.3
	7
	Communicates appropriately with client to inform them of daily task/activity

Uses reminiscences, eye contact, touch etc

Works within client’s routine

Ensures opportunities for choice and decision making are provided and followed through

Asks appropriate questions, waits for responses

Listens actively

Supports independence of client through empowerment strategies, choice and decision making opportunities etc

Adapts the task to suit the individual needs of the client (uses aids etc as appropriate)

Considers cultural and/or spiritual needs of client

Deals with challenging behaviours according to organisational guidelines and procedures

Awareness of triggers of challenging behaviours

Awareness of the impact of the behaviour of the client on individual, workers and others

Minimises impact of these behaviours on the client

Understands the legal issues around the use of restraints (physical, chemical, psychological)

Uses least restrictive approach when working with client with dementia

Communicates appropriately with client’s family/ significant others

Communicates appropriately with supervisor

Records and reports in care plan/file according to organisational requirements
	Work safety practices

Workplace procedures

Client Service Standards

Duty of Care

Privacy considerations

Respect for persons

Rights of clients – human, legal and moral

Effective communication

Ageing process and how it impacts on individuals
Confidentiality

Safety and security
	
	
	

	CHCCOM2B

1.1, 1.2, 1.3, 1.4, 1.5, 2.1, 2.2, 2.3
CHCCS405A
	8 a)
	Builds working relationship with Lan

Acts in a culturally respectful manner

Communicates in a sensitive and respectful manner

Encourages other staff to work in a culturally respectful manner

Uses basic conflict resolution and negotiation skills
	Privacy considerations

Respect for persons

Rights of clients – human, legal and moral

Effective communication
	
	
	

	CHCCOM2B
3.1, 3.2, 3.3
	8 b)
	Reports inappropriate behaviour according to job role

Reports in an appropriate format
Documents incident (if required) according to organisational policy and procedures
	
	
	
	

	CHCCS301A

1.1, 1.2, 1.3, 1.4, 1.5, 1.6, 2.1, 2.3, 2.4, 2.5, 3.1, 3.2, 3.3, 3.4, 3.5, 4.1, 4.2, 4.3, 4.4, 4.5

CHCAD1C
CHCOM2B
	9 a)
	Process undertaken reflects work role

Undertakes work within position specifications/responsibilities

Performs work within organisational guidelines

Seeks clarification when unsure of scope of position

Reports unethical conduct

Reports to supervisor

Completes written documentation as required
	Client Service Standards

Duty of Care

Privacy considerations

Respect for persons

Rights of clients – human, legal and moral

Effective communication

Safety and security 
	
	
	

	CHCCS301A

1.1, 1.2, 1.3, 1.4, 1.5, 1.6, 2.1, 2.3, 2.4, 2.5, 3.1, 3.2, 3.3, 3.4, 3.5, 4.1, 4.2, 4.3, 4.4, 4.5

CHCCOM2B

CHCAD1C
	9 b)
	Outlines key legal and ethical issues:

Confidentiality

Duty of care

Protects the rights of client 

Raises and discusses issues

Supports client to identify and express concerns

Refers client to advocacy service (if required)

Reports to appropriate person

Follows organisational protocols
	
	
	
	

	CHCCS301A

1.1, 1.2, 1.3, 1.4, 1.5, 1.6, 2.1, 2.3, 2.4, 2.5, 3.1, 3.2, 3.3, 3.4, 3.5, 4.1, 4.2, 4.3, 4.4, 4.5

CHCOM2B

CHCAD1C
	9 c)
	Acts as an advocate

Clarifies issue/s with all parties

Refers issue to supervisor (if applicable)

Uses mediation/ negotiation/ representation

Demonstrates a client centred approach

Works within job role
	
	
	
	


SECTION E

Resources for Practical Tasks

You use this section to access any resources required by the candidate to undertake the practical task/s or scenario/s. They are suggested resources only. You may wish to modify or use other resources for the assessment tasks.

There are no specific resources required for the assessment of this qualification, however, in undertaking RPL assessment utilising this tool, assessors and participants may wish to visit the following sites for possible resources:
· Resource Generator – www.resourcegenerator.gov.au
· Community Services and Health Industry Skills Council – www.cshisc.com.au
SECTION F

Third Party Verification

The preferred approach in gaining third party validation is to take the forms in this section to the candidate’s previous employers or referees to gain confirmation of the candidate’s skills against the required competencies. This would be done during a conversation or interview with these people. 

It may be beneficial to make contact with the employers/referees early in the recognition process to make appointments, particularly if you have to travel some distance to visit them. This may be done on the same day as a practical assessment in the workplace if appropriate.

It is recommended that verification be obtained from one or two referees who can confirm the candidate’s industry skills in context over time.
REFEREE TESTIMONIAL

(Date)

To whom it may concern,

RE: 






skills in/as 






(insert candidate name) 





(insert industry/job title) 

I certify that the above named person has:

worked at 






 for a period of 
 years

regularly undertaken the following activities within the workplace since commencing employment with this organisation: 

( Initial those skills/ competencies (below) that the candidate has or can successfully perform in the workplace
· communicates effectively with clients and co-workers
· works within occupational health and safety legislation and organisational guidelines
· works effectively within an aged care environment
· works effectively with clients and co-workers from culturally diverse backgrounds
· works effectively with clients with dementia
· operates effectively in the work environment
· complies with information requirements of the organisation
· supports older people to meet their emotional and psychosocial needs
· advocates for clients
· ensures all work is undertaken legally and ethically
· provides personal care and support to older people
If you would like any further information or would like to discuss any of the above, I can be contacted on 




Yours sincerely

Signature

Print Name and Position

SECTION G

Assessment Tables

You use these tables as a reference tool to see at a glance which units/elements of competency are within the qualification. 

Question numbers refer to those found in SECTION C of this kit.

Practical assessment/scenarios numbers refer to those found in SECTION D of this kit.

It is important to note that this section is used for validation purposes only. Any mapping should be done after questions and tasks have been selected.

	Elements
	Performance Criteria
	Questions
	Practical Tasks

	CHCAC1C Provide support to an older person

	1. Demonstrate an understanding of the changes associated with ageing
	1.1
Strategies that the older person may adopt to promote healthy lifestyle practices are outlined

1.2
Physical changes associated with ageing are taken into account when delivering services
1.3
The older person’s interests and life activities are recognised and accommodated when delivering services

1.4
The older person is assisted to recognise the impact that changes associated with ageing may have on their activities of living
	1
1

1

1
	1a),4
4
1b),4
1d),4

	2. Establish and maintain appropriate relationships with older people
	2.1
Self introduction occurs appropriately

2.2
Courtesy towards the older person is demonstrated

2.3
Short interpersonal exchanges with the older person occur to develop, establish and maintain relationships

2.4
All interactions with the older person aim at generating a trusting relationship

2.5
Confidentiality and privacy of the older person is maintained within organisational policy and protocols

2.6
Support is provided to the older person to maintain social and community networks
	1
1

1

1

1

1
	1a),4
1a),4
1a),4
1a),4
1a),4
1a),b),c),4

	3. Assist the older person to identify and meet their needs
	3.1
The older person is assisted to identify their own needs

3.2
Support is provided to the older person to enable them to direct their own support services, where appropriate

3.3
Support is provided in accordance with organisational policy and protocols
	1
1

1
	1b),4
1b),4
1b),4

	4. Respond to situations of risk to the older person within work role and responsibilities
	4.1
Assistance is provided to maintain a safe and healthy environment

4.2
Situations of risk, or potential risk, to the older person are identified and reported to a supervisor

4.3
Situations of risks, or potential risk, are responded to appropriately and communicated to a supervisor

4.4
Strategies to minimise risk are implemented and communicated to a supervisor and colleagues

4.5
Uncharacteristic or inappropriate behaviour is reported to a supervisor
	2
2

2

2

2
	1e),f),4
1e),f),4
1e),f),4
1e),f),4
1e),f),4

	CHCAC2C Provide personal care

	1. Demonstrate an understanding of the changes associated with ageing
	1.1
Strategies that the older person may adopt to promote healthy lifestyle practices are outlined

1.2
Physical changes associated with ageing are taken into account when delivering services

1.3
Knowledge of common problems associated with ageing are utilised when delivering services
1.4
The older person is assisted to recognise the impact that changes associated with ageing may have on their activities of living

1.5
Situations of risk or potential risk associated with ageing are communicated to the older person
	1
1

1

1

2
	1b),4
1b),4
1a) – g),4
1a) – g),4
1e),f),4

	2. Recognise and report changes in an older person’s personal care needs
	2.1
Demonstrate an appropriate use of equipment and procedures to assess the older person’s needs within work role and responsibility

2.2
Report changes in an older person’s care needs to a supervisor

2.3
Situations of risk or potential risk associated with ageing are responded to appropriately and reported to a supervisor
2.4
Changes in an older person’s preferences, as a result of a change in physical appearance, are reported to a supervisor
	1

1,2

1,2

1,2
	4

1a) – g),4

1e),f),4

1b),4

	3. Support or assist the older person to meet their personal care needs
	3.1
Support or assistance is provided in accordance with the older person’s service delivery plan and organisational policies, protocols and procedures

3.2
Support or assistance is provided with technical care activities in accordance with the older person’s service delivery plan and organisational policies, protocols and procedures
3.3
Difficulties in meeting an older person’s needs are clarified with the older person or a supervisor and addressed within organisational protocols
3.4
Processes and aids for providing assistance are identified and used as appropriate

3.5
Older people are provided with information to assist them in meeting their personal care needs

3.6
Confidentiality, privacy and dignity of the older person are maintained within organisational policy and protocols

3.7
Services are delivered in a manner that supports the older person’s preferences

3.8
Work is performed to the standard required by the organisation
	1
1

1

1

1

1

1

1
	4
4

4
4
4
1a) – g),4
c),4
4

	CHCAC3C Orientation to aged care work

	1. Demonstrate an understanding of the structure and profile of the aged care sector
	1.1
All work reflects an understanding of the key issues facing older people and their carer/s
1.2
All work reflects an understanding of the current philosophies of service delivery in the sector
1.3
The impact of ageing demographics on funding and service delivery models is recognised
1.4
All work reflects an understanding of current legislation
	1,3
3

3

1,3
	1a),c)-g)
1a) –g)

	2. Demonstrate a commitment to the philosophy of ‘positive ageing’
	2.1
Personal values and attitudes are taken into account when planning and implementing work activities
2.2
Ageist attitudes are recognised and managed through the support of the appropriate person
2.3
The impact of consumerism on service delivery is recognised
2.4
Work reflects an understanding of the individuality of ageing

2.5
Work practices minimise the effects of stereotypical attitudes and myths on the older person
	4
3
3
1,2,3
3
	1a) – g)

	3. Support the rights and interests of the older person
	3.1
The older person and/or their advocate/s is encouraged and supported to be aware of their rights and responsibilities

3.2
All work demonstrates a commitment to access and equity principles

3.3
Strategies are adopted to empower the older person and/or their advocate/s in regard to their service requirements

3.4
Information is provided to the older person and/or their advocate/s to facilitate choice in their decision-making
3.5
Recognise and report to an appropriate person when an older person’s rights are not being upheld
3.6
Services are provided regardless of diversity of race or cultural, spiritual or sexual preferences
3.7
Information is provided to the older person and/or their advocate/s regarding mechanisms for lodging complaints
	3,4
4

1,4
1,4
4

3,4

4
	1a) – g)

	CHCAC6C Support the older person to meet their emotional and psychosocial needs

	1. Support the older person remain engaged with their social network and the wider community
	1.1
The older person’s social network is identified
1.2
The older person’s social and recreational preferences are determined

1.3
The older person is encouraged and facilitated in their attendance at selected social and recreational activities

1.4
The need to modify or adapt social and recreational activities to meet the specific needs of the older person is recognised and reported to the appropriate person

1.5
The older person is provided with information about community networks and activities available to them
	5
5

5

5

5
	

	2. Support the older person to meet their emotional and psychological needs
	2.1
An understanding of the impact of ageing on the individual’s emotional and psychological well-being is demonstrated
2.2
The older person’s self esteem and confidence is encouraged and supported

2.3
The older person is supported and encouraged to achieve maximum emotional well-being
2.4
Empathy is shown to an older person who is emotionally distressed

2.5
Assistance is sought from an appropriate person when it is not possible to meet the emotional and psychological needs of the older person
	5
5

5

5

5
	

	3. Recognise and accommodate the older person’s cultural and spiritual preferences
	3.1
Acceptance of an older person’s cultural and spiritual preferences is demonstrated
3.2
Work practices accommodate an older person’s modesty and privacy according to cultural requirements
3.3
Communication practices demonstrate cultural sensitivity

3.4
The older person’s continual participation in cultural and spiritual practices and celebrations is facilitated

3.5
The older person is provided with information regarding relevant cultural and spiritual networks available in the community
	6
6

6

6
6
	

	4. Support the older person who is experiencing loss and grief
	4.1
An understanding of the impact of ageing on an individual’s experiences of loss and grief is demonstrated
4.2
The stages of loss and grief are recognised

4.3
Signs that an older person is experiencing grief are recognised and reported to an appropriate person

4.4
Appropriate communication strategies are utilised when an older person is expressing their fears and other emotions associated with loss and grief
4.5
The older person and/or their support network is provided with information regarding relevant support services

4.6
Particular needs are acknowledged and referral made to an appropriate individual/agency
	7
7

7

7

7

7
	

	5. Recognise and accommodate the older person’s expressions of identity and sexuality
	5.1
An understanding of the impact of ageing on an individual’s expression of identity and sexuality is demonstrated

5.2
The impact of community values and attitudes regarding sexuality and ageing are recognised

5.3
Own values and attitudes regarding sexuality are not imposed on others

5.4
The older person is supported to express their sexuality within organisational protocols

5.5
Different spiritual expressions of sexuality are respected

5.6
Unmet needs relating to sexuality and identity are acknowledged and referred to an appropriate person
	6
6

6

6

6

6
	

	CHCAC15A Provide care support which is responsive to the specific nature of dementia

	1. Use communication strategies which take account of the progressive and variable nature of dementia
	1.1
Use a range of strategies routinely to minimise client distraction such as eye contact, constant reminders, (where appropriate) touching and direct statements
1.2
Gain cooperation and provide reassurance to clients by routinely using reality orientation including:

- Reminders of the day, the time, relationships, occasions

- Reassuring words, phrases and body language as appropriate to the individual

1.3
Use a range of validation strategies to relieve distress and agitation in clients such as:

- Acknowledgement

- Allowing expressions of distress

- Providing verbal and/or physical reassurance

- Use reminiscences routinely to connect with clients
	8
8

8,10
	7
7

7

	2. Provide appropriate activities to maintain clients dignity, skills and health at an optimum level
	2.1
Activities are designed and provided which aim to maintain independence and use familiar and existing skills and activities
2.2
All activities  provided are appropriate to the age and culture of the clients, reflect their likes and dislikes and maximise the possibility of individual success

2.3
All activities provided focus on ensuring the safety and comfort of the client balanced with autonomy and risk taking

2.4
Families are used as a resource to assist in developing appropriate activities by accessing information about client reminiscences and routines

2.5
Training is provided to family and friends where appropriate to assist them to understand the disease, its impact on the person and some approaches to providing care
	8,9,10
8,9,10

8,9,10

8,9,10

9,10
	7
7

7

7

7

	3. Develop and implement strategies which minimise the impact of challenging behaviours
	3.1
Behaviours are observed and documented to determine triggers which may be related:

- Physical and emotional health

- Environmental

- Tasks

- Communication

3.2
The potential impact of the behaviours on the person or other clients is considered in determining an appropriate response

3.3
A range of options is considered when developing effective responses for inclusion in the client’s care plan

3.4
Best practice strategies which minimise the impact of behaviours are implemented

3.5
Strategies which are implemented are reviewed regularly to ensure maximum effectiveness
	9,10

9,10

9,10

9,10

9,10
	7

7

7

7

7

	CHCCOM2B Communicate appropriately with clients and colleagues

	1. Exercise effective communication techniques
	1.1
All forms of communication with clients and colleagues reflect an understanding and respect for individual differences and needs

1.2
Self introduction occurs appropriately

1.3
Communication is clear and relevant to situation/activities undertaken

1.4
Touch and other non-verbal means of communication are used as appropriate

1.5
Advice about communication difficulties with clients or colleagues is sought and obtained from supervisor/appropriate person and implemented
	11

11

11

11
	3 - 9

3,4,7-9

3 - 9

3 - 9

3,4,7 -9

	2. Follow routine instructions
	2.1
Workplace instructions are carried out within agreed time frames

2.2
Clarification in understanding work instructions is sought, when required

2.3
Difficulties in carrying out instructions are referred to supervisor or appropriate person
	11

11

11
	3,4,6 -9

3,4,6 -9

3,4,6 -9

	3. Complete reports as required
	3.1
Reports are completed to the standard expected in the workplace

3.2
Reports are completed within identified time frames

3.3
Reports are clear and accurate
	11

11

11
	6

6

6

	CHCINF8B Comply with information requirements of the aged care and community care sectors

	1. Maintain accurate records
	1.1
Demonstrate an understanding of the purpose of health/service records

1.2
Provide written reports and workplace forms that are clear, concise, and factual and reflect legal and organisational requirements
1.3
Document in the client’s health/service records according to organisational protocols

1.4
Follow organisational protocols to protect confidentiality of the client’s health/service records

1.5
Use health terminology and common abbreviations appropriately
	12

12

12

12

12
	1e),f)

1e),f),2a)

1e),f),2a)



	2. Contribute information to the development and implementation of the service delivery plan in accordance with role and responsibilities
	2.1
Assist in completing assessment tools and collecting data

2.2
Participate in case conferences

2.3
Identify and incorporate the client’s preferences when developing the service delivery plan
2.4
Demonstrate an understanding of the funding and assessment tools utilised in the organisation/service
2.5
Changes in the client’s needs, abilities and circumstances are reported
2.6
Contribute information when the service delivery plan is reviewed
2.7
Provide feedback to supervisor regarding strategies which are effective or are ineffective in meeting the client’s identified needs
2.8
Notify supervisor of a client’s refusal to participate in activities outlined in the service delivery plan
2.9
Provide accurate verbal reports to supervisor, colleagues and/or health professionals
	12

12

12

12

12

12

12

12

12
	1c),d)

1a) – g),2a)

1g)

1g)

	3. Comply with the administration protocols of the organisation
	3.1
Workplace forms and documents are completed in accordance with organisational timeframes, protocols and procedures
3.2
Organisational information is stored and maintained in accordance with organisational protocols and procedures
3.3
Equipment appropriate to the task is selected and used according to organisational procedures and manufacturers instructions
3.4
Issues and problems arising from the operation of equipment are dealt with in accordance with organisational protocol
3.5
Inquiries and requests are responded to promptly according to established procedures and by using appropriate  communication equipment
	12

12

12

12

12
	

	4. Work within a legal and ethical framework to meet duty of care requirements
	4.1
Demonstrate an understanding of legislation and common law relevant to work role
4.2
Potential ethical issues and ethical dilemmas in the workplace are recognised and discussed with an appropriate person
4.3
Unethical conduct is recognised and reported to an appropriate person
4.4
Apply organisational procedures to recognising and responding when the client’s rights and interests are not being protected
4.5
Organisational policy and protocols are followed when managing a complaint
4.6
Witnessed signs consistent with financial, physical or emotional abuse of the client are recognised and reported to an appropriate person
	13

14

14

13

13

13
	2a)

2a)

2a)

	CHCOHS302A Participate in safety procedures for direct care work

	1. Identify manual handling hazards, assess related risk and follow risk minimisation procedures
	1.1
Identify manual handling hazards

1.2
Assess the risk using the tools described in the Manual Handling Code of practice for their state

1.3
Apply recognised control measures for manual handling risk

1.4
Follow established manual handling procedures and work instructions for minimising manual handling risk
	15,16

15,16

15,16

15,16
	3a)-d)

3a)-d)

3a)-d)

3a)-d)

	2. Identify sources of risks to personal safety, assess the level of risk and follow risk minimisation procedures
	2.1
Identify sources of threat to personal safety and assess level of risk

2.2
Identify environments, situations and client-related risk factors that have a risk of personal threat
2.3
Apply practical strategies and enterprise procedures to minimise risk
	15,16

15,16

15,16
	1e),f),2a),b)

1e),f),2a),b)

	3. Identify sources of infection and apply industry-accepted practice to minimise risk of infection to themselves, clients and others.
	3.1
Identify risks of infection

3.2
Apply standard infection control procedures as part of their work routine.

3.3
Recognise situations when additional infection control procedures are required.

3.4
Apply additional infection control procedures as part of their work

3.5
Identify other sources of infection for workers
	17

17

17

17

17
	

	4. Identify other hazards and assess risk
	4.1
Identify other hazards in the work area during the performance of duties

4.2
Assess level of risk
	15,16,17

15,16,17
	1e),f),2a),b)

1e),f),2a),b)

	5. Follow procedures and strategies for risk control
	5.1
Report hazards in the work area to designated personnel according to workplace procedures

5.2
Follow accurately workplace procedures and work instructions for controlling risks with minimal supervision
	15,16,17

15,16,17
	

	6. Contribute to OHS in the workplace
	6.1
Describe employee rights and employer obligations regarding consultation on OHS matters.

6.2
Raise task and/or job specific OHS issues with appropriate people in accordance with workplace procedures and relevant OHS legislative requirements

6.3
Contribute to participative arrangements for OHS management in the workplace within organisational procedures and the scope of responsibilities and competencies

6.4
Provide feedback to supervisor on hazards in work area in line with organisational OHS policies and procedures

6.5
Provide support in implementing procedures to control risks in accordance with organisational procedures
	15,16,17

15,16,17

15,16,17

15,16,17

15,16,17
	

	CHCORG3B Participate in the work environment

	1. Contribute to the effective operation of the workgroup
	1.1
Job responsibilities of the worker and their contribution to service delivery is identified

1.2
Work is carried out within defined job role and responsibilities

1.3
Assistance and direction is sought and obtained as required

1.4
Work complements that of others according to policies and rules of workplace practice

1.5
Activities are completed to the standard expected in the workplace

1.6
Carries out set tasks in a positive and courteous manner

1.7
Resources needed to carry out own work duties are identified

1.8
Shortages of resources are dealt with according to organisational practices

1.9
Work area is kept well organised and safe in accordance with relevant standards/policies
	18

18

18

18

18

18

18

18

18
	6

6

6

6

6

6

6

	2. Review and develop own work performance
	2.1
Own work is monitored according to requirements for job quality and customer service

2.2
Work requirements unable to be met are reported to supervisor

2.3
A need for additional support to improve performance is communicated clearly to supervisor/appropriate person

2.4
Need for training is reported to supervisor, if required

2.5
Where appropriate, training is undertaken

2.6
Support and supervision opportunities are undertaken as required
	19

19

19

19

19

19
	6



	3. Work cooperatively with others
	3.1
Problem solving is used when necessary so that work is completed according to organisational policies and practices

3.2
Workplace relationships respect individual differences of workers

3.3
Work with others reflects understanding and application of the value of cultural differences and diversity

3.4
Different roles and responsibilities are identified and respected

3.5
Displays appropriate behaviour in the workplace likely to promote cooperation

3.6
Information is shared with others in order to complete set activities

3.7
Conflicts in the workplace are reported to supervisor
	18

18

18

18

18

18

18
	6

6

6

6

6

6

	4. Contribute to the development of policies, practices and structures of an organisation
	4.1
Concerns regarding administrative policies, practices and procedures are reported to supervisor

4.2
Concerns regarding job responsibilities are reported to supervisor.

4.3
Information, ideas and suggestions are provided to supervisor when requested

4.4
Participate in staff meetings/working groups, if required
	18

18,19

18,19

18
	6

6

	CHCCS301A Work within a legal and ethical framework

	1. Demonstrate an understanding of legislation and common law relevant to work role
	1.1
All work reflects an understanding of the legal responsibilities and obligations of the work role

1.2
Key statutory and regulatory requirements relevant to the work role are demonstrated

1.3
Duty of care responsibilities are fulfilled in the course of practice

1.4
Responsibility is accepted for own actions

1.5
Confidentiality is maintained

1.6
Where possible the agreement of the client is sought prior to providing services
	20

20

21

20

20

20
	2a),9

2a),9

2a),9

2a),9

2a),9

9

	2. Follow the organisation’s policies and practices
	2.1
Work is performed within organisational policies protocols and procedures

2.2
Contribution is made to the review and development of policies and protocols

2.3
Work is undertaken within position specifications/role responsibilities

2.4
Clarification is sought when unsure of scope of practice as defined by position description

2.5
Clarification is sought of unclear instructions
	20

20

20

20

20
	2a),9

9

9

9

	3. Work ethically
	3.1
The rights of the client are protected when delivering services

3.2
The ability to use effective problem solving techniques when exposed to competing value systems is demonstrated

3.3
Services are delivered to all clients regardless of personal values, beliefs and attitudes

3.4
Potential ethical issues and ethical dilemmas in the workplace are recognised and discussed with an appropriate person

3.5
Unethical conduct is recognised and reported to an appropriate person
	20

20

20

20

20
	2a),9

9

9

9

2a),9

	4. Recognise and respond when the clients rights and interests are not being protected
	4.1
The client and/or their advocate/s is supported to identify and express their concerns

4.2
The client and/or their advocate/s is referred to advocacy services as appropriate

4.3
Organisational policy and protocols are followed when managing a complaint

4.4
Witnessed signs consistent with financial, physical, emotional, sexual abuse and neglect of the client are recognised and reported to an appropriate person

4.5
Understanding of the role and responsibilities of legal guardians is demonstrated
	21

21

21

21

21
	9

9

9

9

9

	CHCCS401A Facilitate cooperative behaviour

	1. Monitor behaviour of the client
	1.1 Use formal and informal methods to observe and monitor client behaviour 

1.2 Assess behaviour for potential conflict and use a range of preventative and defusing strategies

1.3 Evaluate client behaviour and interactions in a fair, objective and consistent manner.

1.4
Decisions on action are consistent with all available evidence and organizational practice/procedures

1.5
Seek specialist advice and make referrals where required
	22

22

22

22

22
	

	2. Use communication strategies to de-escalate conflict
	2.1
Conduct interactions with clients in a fair, just, humane and positive manner

2.2
Use communication strategies with individuals for effective interaction and problem solving

2.3
Consider cultural sensitivities in communication techniques and adapt style and language to accommodate different cultural values and practices

2.4
Identify potential causes of conflict and use a range of appropriate and effective defusing responses

2.5
Use negotiation techniques to divert and minimise aggressive behaviour

2.6
Use negotiation to examine cause and effect and encourage appropriate responsibility and accountability for behaviour and its outcomes
	22

22

22

22

22

22
	

	3.
Respond to unacceptable behaviour
	3.1
Challenge unacceptable behaviour and outline options and opportunities to change clearly and with positive encouragement

3.2
Confirm the implications of continuing unacceptable behaviour clearly, calmly and objectively

3.3
Use techniques according to organisation’s procedures to ensure personal safety and safety of clients/colleagues.

3.4
If physical force must be used to ensure safety, the minimum level of force required is applied and reported in accordance with policies and procedures

3.5
Select strategies arising from aggressive and unacceptable behaviour are accurate, clear and comply with procedures

3.6
Select strategies and responses for their potential to provide role models and examples of confident assertive behaviour

3.7
Carry out intervention strategies according to an analysis of the situation and organisation policies and procedures.

3.8
Reports of incidents are made and comply with policy and procedures
	22

22

22

22

22

22

22

22
	

	CHCCS405A Work with culturally diverse clients and co-workers

	1. Apply an awareness of culture as a factor in all human behaviour
	1.1
Work practices followed are culturally appropriate

1.2
Work practices followed create a culturally and psychologically safe environment for all persons

1.3
Work practices are reviewed and modified in consultation with persons from diverse cultural backgrounds
	23

23

23
	6,8

6,8

8

	2. Contribute to the development of relationships based on cultural diversity
	2.1
Respect for cultural diversity is demonstrated in all communication and interactions with clients, colleagues and customers

2.2
Specific strategies are used to eliminate bias and discrimination in dealing with clients and co-workers
	23

23
	6,8

8

	3. Communicate effectively with culturally diverse persons
	3.1
Respect for cultural diversity is demonstrated in all communication with clients, their families, staff, customers and others

3.2
Communication is used constructively to develop and maintain effective relationships, mutual trust and confidence

3.3
Where language barriers exist, efforts are made to communicate in the most effective way possible

3.4
Assistance is sought from interpreters or other persons as required
	23

23

23

23
	6,8

6,8

8

8

	4. Resolve cross-cultural misunderstandings
	4.1
Issues that may cause conflict are identified

4.2
If difficulties or misunderstandings occur, cultural differences are considered

4.3
Effort is made to sensitively resolve differences, taking into account of cultural considerations

4.4
 Difficulties are addressed with appropriate people and assistance sought when required
	23

23

23

23
	6,8

6,8

8

6,8

	CHCAD1C Advocate for clients

	1. Assist clients to identify their rights and represent their own needs
	1.1
Client is assisted to identify their own needs and rights and to determine if their rights are being infringed or are not being met

1.2
An assessment is undertaken with the client, significant others and colleagues to identify client’s ability to advocate for self

1.3
The client is provided with information about available options for meeting their needs and assisted to identify their preferred option, and to make contact and negotiate with relevant people and agencies where appropriate

1.4
Information about client rights and responsibilities provided to clients is researched, relevant and timely
	24

24

24

24
	2a),9

9

2a),9

2a),9

	2. Advocate on behalf of clients on request
	2.1
Relevant strategies for addressing client needs are initiated, negotiated and implemented

2.2
On request from the client and in on-going consultation with the client, the most appropriate individuals or organisations are identified and contacted and the client’s point of view is represented clearly to optimise outcomes for the client

2.3
Information is kept in confidence unless authorisation is given to release it

2.4
Progress and outcomes are discussed with the client and further action taken as necessary
	24

24

24

24
	9

9

9

9

	3. Advocate for clients
	3.1
Where assessment indicates the client requires advocacy support:
− 
Issues are raised with the most appropriate person/people in a way that upholds the rights and supports the reasonable expectations of the client

− 
Strategies for addressing client needs are initiated and implemented in consultation with appropriate personnel

− 
Potential conflict of interest is identified and redressed
	24
	2a),9
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issue QUALIFICATION- RTO








INTERVIEW and DOCUMENT REVIEW 








COMPETENCY CONVERSATION











Practical Assessment








APPLICATION








gap training (only IF REQUIRED)














Step 1:


Analyse the application.


Identify links between any documents applicant provides and competency units.


Identify any key questions for competency conversation.





Step 5:


Identify any practical activities required to confirm competency


Observe practical activity








Step 7:


Identify areas where 3rd party verification is needed and inform candidate. 


Confirm / Verify 3rd party reports





Step 3:


Conduct competency conversation








Step 2:


Record results of analysis in table at end of application








Step 4:


Complete the Record of Conversation sheets during the competency conversation








Step 6:


Complete Practical Assessment Tasks Observation Sheets








Step 8:


Receive completed Third party reports








* Remember RPL assessment is an accumulative process of collecting evidence.








Complete assessment sign off & file documentation.


Issue qualification / advise of gap training as appropriate








Assessment Activity





Record keeping Activity






























