RPL Assessor Kit

MTM10207

Certificate I in Meat Processing (Meat Retailing)
Editable version
Skills First RPL Assessor Kits are developed by the State of Queensland (Department of Education, Training and the Arts) and are based on the Skills First philosophy of providing client focussed, streamlined, and flexible RPL.

The State of Queensland (Department of Education, Training and the Arts) is the copyright owner of material contained within the original RPL Assessor Kit. 

Permission is given to Registered Training Organisations to use, reproduce and adapt this RPL Assessor Kit for their organisation’s RPL assessment purposes, provided such use, reproduction or adaptation is for non-commercial purposes. 

The State of Queensland (Department of Education, Training and the Arts) disclaims any liability for any damage resulting from the use of the material (in either original or modified format) and will not be responsible for any loss, howsoever arising, from use of, or reliance on this material. 

The original version of this RPL Assessor Kit is available free of charge at

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 MTM10207 Certificate I in Meat Processing (Meat Retailing) 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 RPL ASSESSMENT TOOL


MTM10207 Certificate I in Meat Processing (Meat Retailing)
Packaging Rules:

For this qualification:

· complete sixteen units in total
· complete all five compulsory core units
· complete all ten compulsory technical units
· complete one optional technical unit
The following competencies are included in this RPL Assessor Kit
COMPULSORY CORE UNITS

	Unit Code
	Unit Title
	Questions
	Practical

	MTMMP2C
	Apply hygiene and sanitation practices
	(
	(

	MTMMP4C
	Follow safe work policies and procedures
	(
	(

	MTMMP5C
	Communicate in the workplace
	(
	(

	MTMMP6C
	Overview the meat industry
	(
	(

	FDFCORBM2A
	Use basic mathematical concepts
	(
	(


COMPULSORY TECHNICAL UNITS

	Unit Code
	Unit Title
	Questions
	Practical

	MTMMP1C
	Maintain personal equipment
	(
	(

	MTMMP11C
	Sharpen knives
	(
	(

	MTMR101B
	Identify species and meat cuts
	(
	(

	MTMR102B
	Trim meat for further processing
	(
	(

	MTMR103B
	Store meat product
	(
	(

	MTMR104B
	Prepare minced meat and minced meat products
	(
	(

	MTMR106B
	Provide service to customers
	(
	(

	MTMR203B
	Select, weigh and package meat for sale
	(
	(

	PRMCL38A
	Clean a food handling area
	(
	(

	PMSSO206A
	Provide first aid
	(
	(


OPTIONAL TECHNICAL UNITS

	Unit Code
	Unit Title
	Questions
	Practical

	MTMR107B
	Process sales transactions
	(
	(


	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 the meat processing industry as is available. 

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

· any licences
· brief CV or work history

· certificates/results of assessment 

· indentures/trade papers

· 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.
· tickets held e.g. forklift, crane, etc.
· photographs of work undertaken

· diaries/task sheets/job sheets/log books

· site training records

· site competencies held record

· membership of relevant professional associations

· hobbies/interests/special skills outside work

· references/letters from previous employers/supervisors

· industry awards

· 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: 

MTM10207 Certificate I in Meat Processing (Meat Retailing)
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

	COMPULSORY CORE UNITS

	MTMMP2C
	Apply hygiene and sanitation practices
	
	
	
	
	

	MTMMP4C
	Follow safe work policies and procedures
	
	
	
	
	

	MTMMP5C
	Communicate in the workplace
	
	
	
	
	

	MTMMP6C
	Overview the meat industry
	
	
	
	
	

	FDFCORBM2A
	Use basic mathematical concepts
	
	
	
	
	

	COMPULSORY TECHNICAL UNITS

	MTMMP1C
	Maintain personal equipment
	
	
	
	
	

	MTMMP11C
	Sharpen knives
	
	
	
	
	

	MTMR101B
	Identify species and meat cuts
	
	
	
	
	

	MTMR102B
	Trim meat for further processing
	
	
	
	
	

	MTMR103B
	Store meat product
	
	
	
	
	

	MTMR104B
	Prepare minced meat and minced meat products
	
	
	
	
	

	MTMR106B
	Provide service to customers
	
	
	
	
	

	MTMR203B
	Select, weigh and package meat for sale
	
	
	
	
	

	PRMCL38A
	Clean a food handling area
	
	
	
	
	

	PMSSO206A
	Provide first aid
	
	
	
	
	

	OPTIONAL TECHNICAL UNITS

	MTMR107B
	Process sales transactions
	
	
	
	
	


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 CERTIFIED IN MEAT RETAILING?


The Australian Meat Industry includes the meat processing, smallgoods manufacturing, food services (incorporating wholesale) and meat retailing sectors. Despite the introduction of new technology in this industry, it remains labour intensive. 1996 Census data identifies 20,708 employees in retail meat establishments. Although lower than the average for all industries, the proportion of female employees in the industry has increased to 17% over the last decade. Meat is the seventh largest export earner for Australia.

The vocation in this toolkit relates specifically to the meat retailing sector. 
The major jobs in meat retailing are:

· butcher in the meat retailing trade

· meat workers in supermarket meat departments

· sales and packaging staff in meat retailing outlets

In general terms, the occupations covered in this vocation involve the preparation of processed meat carcases and cuts for sale in the retail market. 

Work in meat retailing will typically be undertaken in a butcher’s shops or supermarket meat retailing sections. Workers in this industry work with a range of animal species and apply stringent health and safety standards.

The meat industry is responding to the following challenges:

· an increasing customer focus (meeting the stringent demands of importing countries and domestic markets)

· meeting ever increasing regulatory requirements (including export licensing, food safety, quality assurance, animal welfare, environment, OH&S, workers compensation)

· restructuring associated with competition from new establishments with large workforces and utilising plant 24 hours a day, seven days a week

· competition from world markets

· the increasing development of supermarkets with meat retailing departments

· the emergence of new areas of operation such as food services

· the development of leading edge boutique businesses operating across meat sectors.

If you are already working in the meat retailing industry, consider getting your skills formally recognised!

	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 meat processing shops or 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 your training organisation about other ways you can show your skills in the meat processing industry. 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 meat processing 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

· position descriptions

· certificates/results of assessment 

· details of in house courses, workshops, seminars, orientation or induction sessions

· certificates/results of assessment – interstate/overseas

· certificates/results of assessment – universities

· photographs of work undertaken

· diaries/task sheets/job sheets/log books

· site training records

· membership of relevant professional associations

· hobbies/interests/special skills outside work

· industry awards
· references/letters from previous employers/supervisors

· 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 meat processing industry 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

MTM10207 Certificate I in Meat Processing (Meat Retailing)


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

	COMPULSORY CORE UNITS

	MTMMP2C
	Apply hygiene and sanitation practices
	
	
	

	MTMMP4C
	Follow safe work policies and procedures
	
	
	

	MTMMP5C
	Communicate in the workplace
	
	
	

	MTMMP6C
	Overview the meat industry
	
	
	

	FDFCORBM2A
	Use basic mathematical concepts
	
	
	

	COMPULSORY TECHNICAL UNITS

	MTMMP1C
	Maintain personal equipment
	
	
	

	MTMMP11C
	Sharpen knives
	
	
	

	MTMR101B
	Identify species and meat cuts
	
	
	

	MTMR102B
	Trim meat for further processing
	
	
	

	MTMR103B
	Store meat product
	
	
	

	MTMR104B
	Prepare minced meat and minced meat products
	
	
	

	MTMR106B
	Provide service to customers
	
	
	

	MTMR203B
	Select, weigh and package meat for sale
	
	
	

	PRMCL38A
	Clean a food handling area
	
	
	

	PMSSO206A
	Provide first aid
	
	
	

	OPTIONAL TECHNICAL UNITS

	MTMR107B
	Process sales transactions
	
	
	


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

	CORE COMPULSORY UNITS

	MTMMP2C

Apply hygiene and sanitation practices
	1: 
Name the regulatory requirements or standards which underpin workplace hygiene. How does this apply to your work?

2:
What routine actions have you taken to ensure that you follow hygiene and food safety requirements?

3: 
Outline the main causes of food contamination and how you identify it. What do you do when you detect contaminated food? What would happen if contaminated food left the site?

	MTMMP4C

Follow safe work policies and procedures
	4: 
What are the main OH&S considerations at your place of work and why do you employ these?
5:
What are some of the hazards you need to consider when working in the meat retailing environment, and what action do you take to control these hazards?

6: 
Explain what the emergency procedures are in your workplace.

	MTMMP5C

Communicate in the workplace
	7: 
How have you communicated with others in the workplace to exchange information about a job/task?

8: 
Describe your workplace structure including key personnel and lines of supervision. Outline your role and responsibility within this structure.

9: 
How do you communicate with people from ethnic groups?

	MTMMP6C

Overview the meat industry
	10: 
Discuss your understanding of the meat industry cycle from paddock to plate.
11: 
What are the major associations and organizations in your industry?
12: 
Outline the various employment legislation, awards and policies which apply to your work.
13: 
Explain some current environmental issues in your industry.

	FDFCORBM2A

Use basic mathematical concepts
	14:
Explain the types of calculations you routinely make throughout the day in relation to your work.

15:
Discuss a few examples of when you have had to estimate quantities – for example, quantities for special promotion or festival days. How did you make the estimate? How close was the estimate to the actual requirement?

	COMPULSORY TECHNICAL UNITS

	MTMMP1C

Maintain personal equipment
	16: 
What types of personal equipment do you use on the job?

17: 
How have you maintained, stored and cleaned your personal equipment at work?

	MTMMP11C

Sharpen knives
	18: 
Explain the techniques you use to sharpen and maintain knives.
19: 
What safety measures do you routinely employ when working knives?

	MTMR101B

Identify species and meat cuts
	20: 
What are typical primal cuts you have worked with? Provide examples for a number of animals. How do you identify these?

21:
What meats are typically used in smallgoods?

	MTMR102B

Trim meat for further processing
	22:
Discuss your experience in trimming meat for processing.

	MTMR103B

Store meat product
	23: 
What important principles or practices do you routinely apply to store meat correctly?

24: 
Explain your experience in rotating stock?
25: 
How have you maintained a clean holding room?

	MTMR104B

Prepare minced meat and minced meat products
	26: 
How have you prepared your work area and equipment for mincing meat?

27: 
Explain the process you have used for mincing meat.
28: 
Outline some mince meat products you have prepared and how you went about this.

	MTMR106B

Provide service to customers
	29: 
How have you established good customer relations in your job?

30: 
Outline the techniques you have used to greet customers and establish their requirements.
31: 
Describe a situation where you have had to deal with a customer complaint and how you responded.

32: 
How have you recorded customer enquiries and followed them up?

	MTMR203B

Select, weigh and package meat for sale
	33: 
Outline how you have selected, weighed and wrapped meat to fill a customer order, or for a display cabinet.

34: 
What variety of wrapping equipment and materials have you used, and how you have selected the best package to suit the product.

	PRMBL38A

Clean food handling area
	35: 
Describe the housekeeping and cleaning duties you have performed – both during a shift, and at the close of the day.

36: 
Explain the typical processes you have used for cleaning plant and equipment.
37: 
Name some of the cleaning chemicals you have used, and outline the practises you employ when working with harsh cleaning chemicals.

38:
What waste disposal practices have you followed?

	PRSSO206A

Provide first aid
	39: 
If an accident happens in the workplace where another employee is seriously injured, describe the steps you would take in providing first aid.

	OPTIONAL TECHNICAL UNITS

	MTMR107B

Process sales transactions
	40: 
Outline your experience in processing sales for customers.


COMPULSORY CORE UNITS
	RECORD OF CONVERSATION
MTMMP2C  Apply hygiene and sanitation practices


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

Question 1: 
Name the regulatory requirements or standards which underpin workplace hygiene. How does this apply to your work?

Question 2:
What routine actions have you taken to ensure that you follow hygiene and food safety requirements?
Question 3: 
Outline the main causes of food contamination and how you identify it. What do you do when you detect contaminated food? What would happen if contaminated food left the site?
	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
	Regulatory requirements regarding sanitation and hygiene
Standard operating procedures

Quality assurance requirements
	
	

	AS 4696:2022 Australian Standard for the Hygienic Production and Transportation of Meat and Meat Products for Human Consumption.
	
	
	

	National Guidelines for Health and Safety in the Meat Industry
	
	
	

	ANZFA Food Standards Code
	
	
	

	OH&S policies and legislation
	
	
	

	Understands that regulatory standards are incorporated into workplace procedures
	
	
	

	Question 2
	
	
	

	Follows procedures / checklists
	
	
	

	Adopts correct storage (fridge, freezer, vacuum pack)
	
	
	

	Regularly checks ‘use by’ dates – disposes of past due products
	
	
	

	Inspects food – sight, smell, taste, touch
	
	
	

	Handles and stores food products correctly
	
	
	

	Maintains personal hygiene, hand washing
	
	
	

	Sanitises when moving between functional areas or processing tasks
	
	
	

	Wears appropriate clothing, footwear, gloves, caps
	
	
	

	Cleans and stores utensils and equipment correctly
	
	
	

	Reports illnesses
	
	
	

	Maintains good housekeeping practices
	
	
	

	Takes care not to bring external contaminants into work site accidentally
	
	
	

	Question 3
	
	
	

	Identifies contamination from 
· external sources

· poor storage

· inspection
	
	
	

	Identifies visual evidence of contamination
	
	
	

	Disposes of contaminated foods
	
	
	

	Prevents cross-contamination
	
	
	

	Disposes of contaminated waste
	
	
	

	Records and reports incidents of contamination
	
	
	

	Understands serious nature of potential poisoning
	
	
	

	Understands workplace procedures concerning food recall 
	
	
	

	Understands incident investigations procedures and own part in cooperating with an investigation
	
	
	


	RECORD OF CONVERSATION
MTMMP4C  Follow safe work policies and procedures


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

Question 4: 
What are the main OH&S considerations at your place of work and why do you employ these?
Question 5:
What are some of the hazards you need to consider when working in the meat retailing environment, and what action do you take to control these hazards?

Question 6: 
Explain what the emergency procedures are in your workplace.
	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 4
	OHS legislation and work safety practices
Standard Operating Procedures

Workplace documentation

Manufacturer’s instructions for materials and equipment
	
	

	Demonstrates understanding of workplace procedures for hazard identification and risk control (SOP, MSDS, labels, load safety, personal well-being and safety)
	
	
	

	Understands safety hazards (risks to self, others, materials and equipment)
	
	
	

	Appreciates the value of using PPE to minimise risks
	
	
	

	Knowledge of the need to report incidents and injuries
	
	
	

	Participates in induction, WH&S meetings, fire evacuation training
	
	
	

	Question 5
	
	
	

	Identifies a range of hazards: other workers and persons; cutting equipment; machinery; hazardous materials; noise; chemicals; waste; rubbish; inadequate lighting; electrical hazards; lifting and carrying; heavy loads; tools and equipment
	
	
	

	Routinely identifies and avoids obstacles
	
	
	

	Uses hazard and risk controls; erects barricades and signage
	
	
	

	Uses correct manual handling / use of machines for heavy loads / load carrying capacity
	
	
	

	Uses and maintains PPE
	
	
	

	Uses guards on equipment
	
	
	

	Inspects equipment for damage or worn parts; retires defective equipment
	
	
	

	Uses MSDS and follows product labels
	
	
	

	Keeps work area tidy and free of obstruction
	
	
	

	Maintains personal health
	
	
	

	Follows enterprise procedures for safety
	
	
	

	Is familiar with incident reporting procedures
	
	
	

	Disposes of wastes correctly
	
	
	

	Question 6
	
	
	

	Recounts documented workplace procedures
	
	
	

	Isolates area of emergency
	
	
	

	States location of emergency equipment
	
	
	

	Names emergency personnel, safety representatives, first aid officers and how to contact them in an emergency
	
	
	

	Follows directions of emergengy personnel
	
	
	

	Provides examples of real emergencies situation dealt with
	
	
	

	Has knowledge of workplace incident reporting procedures
	
	
	


	RECORD OF CONVERSATION
MTMMP5C  Communicate in the workplace


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

Question 7: 
How have you communicated with others in the workplace to exchange information about a job/task?

Question 8: 
Describe your workplace structure including key personnel and lines of supervision. Outline your role and responsibility within this structure.

Question 9: 
How do you communicate with people from ethnic groups?
	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 7
	Standard operating procedures

Ethical standards 

Respect for ethnic and cultural diversity

Effective communication

Workplace behavioural standards
	
	

	Listens to instructions
	
	
	

	Clarifies purpose of task
	
	
	

	Uses paraphrasing repeats instruction back
	
	
	

	Confirms understanding
	
	
	

	Responds to requests promptly 
	
	
	

	Co-operates with others
	
	
	

	Explains issues or problems
	
	
	

	Offers suggestions
	
	
	

	Completes workplace documentation (shift report, etc.)
	
	
	

	Question 8
	
	
	

	Understands management structure in workplace
	
	
	

	Understands key personnel e.g. OH&S Officer if applicable
	
	
	

	Understands role of trainees
	
	
	

	Understands own role and responsibility in the workplace
	
	
	

	Understands workplace standards of behaviour
	
	
	

	Question 9
	
	
	

	Demonstrates non-discriminatory practices
	
	
	

	Shows mutual respect
	
	
	

	Targets language to audience
	
	
	

	Shows sensitivity to people from:

· culturally and linguistically diverse backgrounds

· different ages, race, religion, gender etc.
· different cultural practices and customs
	
	
	


	RECORD OF CONVERSATION
MTMMP6C  Overview the meat industry


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

Question 10: 
Discuss your understanding of the meat industry cycle from paddock to plate.
Question 11: 
What are the major associations and organisations in your industry?
Question 12: 
Outline the various employment legislation, awards and policies which apply to your work.
Question 13: 
Explain some current environmental issues in your industry.
	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 10
	Industry codes of practice
Workplace policies and procedures
Workplace legislation
	
	

	Explains flow of product from stockyards to meat processing plant, to meat wholesalers and retailers, and through smallgoods plants
	
	
	

	Explains the flow of meat products from receival to sale within own workplace
	
	
	

	Ability to identify product
	
	
	

	Understands context of meat retailing in relation to overall industry
	
	
	

	Has knowledge of meat retail markets
	
	
	

	Question 11
	
	
	

	Australian Meat Processor Corporation (AMPC)
	
	
	

	Meat & Livestock Australia Pty Ltd (MLA)
	
	
	

	AUS-MEAT
	
	
	

	National Meat Association
	
	
	

	Cattle Council of Australia (CCA)
	
	
	

	Pork Council of Australia
	
	
	

	CSIRO Meat Research Institute
	
	
	

	Australian Meat Council (AMC)
	
	
	

	Australian Lot Feeders Association
	
	
	

	Australasian Meat Industry Employees Union (AMIEU)
	
	
	

	Sheep Meat Council of Australia
	
	
	

	National Farmers Federation
	
	
	

	Pork Research and Development Corporation (PRDC)
	
	
	

	Question 12
	
	
	

	Outlines some of the following as relevant to candidate’s workplace conditions of employment:

· Australian Workplace Agreements

· enterprise bargaining agreements

· state or federal awards
	
	
	

	Knows where to access information on working conditions
	
	
	

	Understands EEO /antidiscrimination / sexual harassment legislation as relates to self
	
	
	

	Understands own position description / job role
	
	
	

	Understands responsibilities of trainees and maintenance of Training Record Book
	
	
	

	Question 13
	
	
	

	Q Fever Regulations
	
	
	

	Water restrictions
	
	
	


	Disposal of waste
	
	
	


	RECORD OF CONVERSATION
FDFCORBM2A  Use basic mathematical concepts


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

Question 14:
Explain the types of calculations you routinely make throughout the day in relation to your work.

Question 15:
Discuss a few examples of when you have had to estimate quantities – for example, quantities for special promotion or festival days. How did you make the estimate? How close was the estimate to the actual requirement?
	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 14
	Standard operating procedure

Conversion charts

Calculators and other equipment

Meat industry terminology
	
	

	Applies mathematical concepts (+,-, x, /) to calculation of:

· weights

· quantities

· volumes, capacity  

· prices

· orders

· timesheet calculations

· scaling quantities of ingredients

· mixing cleaning and sanitising solutions

· calculating supplies
	
	
	

	Potentially able to convert imperial measurements into metric (oz/lbs to g/Kg)
	
	
	

	Applies equivalent measures within the same measuring system e.g. 1000g = 1kg
	
	
	

	Applies rounding to measurements
	
	
	

	Applies ratios, percentages
	
	
	

	Reads and interprets measuring scales
	
	
	

	Understands tolerances
	
	
	

	Reads conversion charts
	
	
	

	Solves problems using mental computation, estimation, calculators or computers, and paper and pencil
	
	
	

	Question 15
	
	
	

	Identifies inputs
	
	
	

	Identifies product bundling / package size
	
	
	

	Identifies per head requirements or sales target
	
	
	

	Multiplies variables to calculate estimate
	
	
	

	Applies ‘rule of thumb’ (if applicable)
	
	
	

	Applies past learnings to estimates
	
	
	

	Allows margin of error, contingencies
	
	
	

	Estimates to a reasonable degree of accuracy
	
	
	


COMPULSORY TECHNICAL UNITS
	RECORD OF CONVERSATION
MTMMP1C  Maintain personal equipment


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

Question 16: 
What types of personal equipment do you use on the job?
Question 17: 
How have you maintained, stored and cleaned your personal equipment at work?

	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 16
	Standard operating procedures

OH&S requirements
Sanitation and hygiene requirements

Meat industry terminology
	
	

	Personal protective equipment – aprons, gloves, mesh, hair nets
	
	
	

	Chains
	
	
	

	Pouches
	
	
	

	Handsaws
	
	
	

	Steels
	
	
	

	Question 17
	
	
	

	Explains of examples of equipment and how it is maintained
	
	
	

	Understands operational procedures and manufacturer requirements for various equipment
	
	
	

	Prepares and checks equipment before commencing a job
	
	
	

	Cleans equipment after job or before moving to different functional area
	
	
	

	Ensures personal equipment is labelled
	
	
	

	Stores equipment at end of day
	
	
	


	RECORD OF CONVERSATION
MTMMP11C  Sharpen knives


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

Question 18: 
Explain the techniques you use to sharpen and maintain knives.
Question 19: 
What safety measures do you routinely employ when working knives?

	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
	Standard operating procedures

OH&S requirements
Sanitation and hygiene requirements

Meat industry terminology
	
	

	Follows enterprise process for sharpening knives
	
	
	

	Explains technique for sharpening knife with bevel edge
	
	
	

	Explains experience in use of steels and stones
	
	
	

	Understands preparation of new steel
	
	
	

	Understands theory of knife sharpening
	
	
	

	Sharpens knives away from body
	
	
	

	Cleans and stores knives and sharpening equipment after use
	
	
	

	Follows maintenance schedule for equipment / knives
	
	
	

	Question 19
	
	
	

	Employs appropriate techniques to minimise injury
	
	
	

	Selects correct knife for the job to minimise risks
	
	
	

	Ensures knives are stored in individual pouches when not in use
	
	
	

	Does not carry unsheathed knives by hand from one place to another
	
	
	

	Keeps cutting tools sharp
	
	
	

	Considers proximity of others when working with knives
	
	
	

	Wears PPE for the task (cut-resistant glove, properly fitted guards or aprons, etc.)
	
	
	


	RECORD OF CONVERSATION
MTMR101B  Identify species and meat cuts


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

Question 20: 
What are typical primal cuts you have worked with? Provide examples for a number of animals. How do you identify these?
Question 21:
What meats are typically used in smallgoods?
	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
	Standard operating procedures

OH&S requirements
Sanitation and hygiene requirements

Meat industry terminology
	
	

	Provides a range of beef cuts 

Topside; Silverside; Thick Flank; Knuckle; D-Rump; Shortloin; Striploin; Tenderloin; Cube Roll; Blade; Chuck Roll; Chuck Tender
	
	
	

	Provides a range of veal cuts

Shortloin; Rack; Rack Frenched (and chop); Tenderloin; Backstrap; Eye of Shortloin steak
	
	
	

	Provides a range of lamb cuts

Leg-Chump On; Rack; Shortloin; Square Cut; Neck; Foreshank Breast / Flap
	
	
	

	Provides a range of goat cuts

Leg - chump on; Leg cuts ; Forequarter; Shortloin; Rack
	
	
	

	Provides a range of pork cuts:

Loin; Belly; Rack; Hock; Leg ham; Leg rump; Shoulder; Collar; Rib 
	
	
	

	Provides a range of cuts from other meats e.g. game products
	
	
	

	Discusses characteristics of various types of meats including type, cut, quality, fat content
	
	
	

	Names trade names in accordance with Australian standard meat cuts
	
	
	

	Identifies cuts from

· visual examination

· industry classifications

· labels on cartons

· wall charts or guides
	
	
	

	Question 21
	
	
	

	Identifies smallgoods manufacturing species (beef, buffalo, crocodile, deer)
	
	
	


	RECORD OF CONVERSATION
MTMR102B  Trim meat for further processing


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

Question 22:
Discuss your experience in trimming meat for processing.
	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
	Standard operating procedures

OH&S requirements
Sanitation and hygiene requirements

Meat industry terminology

Knife handling techniques
	
	

	Understands organisational standards and procedures for trimming
	
	
	

	Uses various knives – boning, skinning, steak
	
	
	

	Visually examines meat and selects best line of fat for trimming
	
	
	

	Trims along the length of the line of fat
	
	
	

	Pulls fat away from meat as knife slices through it
	
	
	

	Maintains the integrity of the meat portion
	
	
	

	Trims isolated sections of excess fat, bone and sinew
	
	
	

	Dices for further processing
	
	
	

	Removes connective tissue prior to further processing
	
	
	

	Trims excess meat from bones
	
	
	


	RECORD OF CONVERSATION
MTMR103B  Store meat product


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

Question 23: 
What important principles or practices do you routinely apply to store meat correctly?

Question 24: 
Explain your experience in rotating stock?
Question 25: 
How have you maintained a clean holding room?
	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
	Standard operating procedures

OH&S requirements
Sanitation and hygiene requirements

Meat industry terminology

Manual handling techniques
Stock rotation principles
	
	

	Handles meat product appropriately
	
	
	

	Maintains appropriate temperature – less than 5ºC
	
	
	

	Monitors temperature, humidity and storage times
	
	
	

	Operates chiller and freezer correctly; ensures door seals shut after closing
	
	
	

	Groups meats by product or classification
	
	
	

	Reduces / collects drips
	
	
	

	Ensures cleanliness of rooms and chillers
	
	
	

	Question 24
	
	
	

	Understands and applies enterprise procedures
	
	
	

	Applies stock rotation principles - FIFO
	
	
	

	Uses correct dating and labelling of products
	
	
	

	Applies knowledge of shelf life of typical meat products 
	
	
	

	Question 25
	
	
	

	Uses correct sanitation and cleaning methods
	
	
	

	Undertakes cleaning according to roster / schedule
	
	
	


	RECORD OF CONVERSATION
MTMR104B  Prepare minced meat and minced meat products


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

Question 26: 
How have you prepared your work area and equipment for mincing meat?

Question 27: 
Explain the process you have used for mincing meat.
Question 28: 
Outline some mince meat products you have prepared and how you went about this
	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 26
	Standard operating procedures

OH&S requirements / PPE

Sanitation and hygiene requirements

Meat industry terminology
	
	

	Prepares and cleans mincing equipment
	
	
	

	Explains experience with mincers, steakette forming equipment, burger makers
	
	
	

	Adjusts equipment or tightens plate if required
	
	
	

	Follows manufacturer’s start up / shut down procedures
	
	
	

	Question 27
	
	
	

	Selects trimmings, species and products 
	
	
	

	Follows processes for feeding meat through mincer
	
	
	

	Observes and maintains appropriate temperature control
	
	
	

	Undertakes emergency stopping and isolation procedures if necessary 
	
	
	

	Clears blockages if they occur
	
	
	

	Follows storage procedures
	
	
	

	Follows cleaning procedures, cleaning between species
	
	
	

	Question 28
	
	
	

	Identifies products: e.g.
· rissoles

· burgers

· steakettes

· meat loaves

· sizzle sticks

· pin wheels
	
	
	

	Explains mixing of ingredients for different products
	
	
	

	Explains fat content calculations
	
	
	

	Understands temperature requirements
	
	
	

	Forms mince to correct portion and shape
	
	
	

	Understands handling and storage requirements
	
	
	


	RECORD OF CONVERSATION
MTMR106B  Provide service to customers


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

Question 29: 
How have you established good customer relations in your job?
Question 30: 
Outline the techniques you have used to greet customers and establish their requirements.
Question 31: 
Describe a situation where you have had to deal with a customer complaint and how you responded.
Question 32: 
How have you recorded customer enquiries and followed them up?

	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 29
	Standard operating procedures

Meat industry terminology

Effective communication

Customer Service Standards
	
	

	Is mindful of grooming and personal presentation
	
	
	

	Demonstrates customer service attitude – polite, friendly, tactful, professional, obliging
	
	
	

	Responds to customers in a timely manner
	
	
	

	Explains areas of confusion for customers
	
	
	

	Follows up enquiries where needed
	
	
	

	Question 30
	
	
	

	Makes customer feel welcome
	
	
	

	Acknowledges customer needs
	
	
	

	Uses

· questioning

· active listening 

· clarification of customer comments
	
	
	

	Refers customer to others where answer is not known
	
	
	

	Understands workplace requirements
	
	
	

	Takes all order details accurately and processes in a timely way
	
	
	

	Question 31
	
	
	

	Remains calm and courteous
	
	
	

	Clarifies nature of problem
	
	
	

	Deals with the complaint in a timely manner
	
	
	

	Refers to a colleague / supervisor / manager if required
	
	
	

	Follows up when referring customer to others
	
	
	

	Question 32
	
	
	

	Explains knowledge of workplace requirements for recording enquiries and orders – phone and in person
	
	
	

	Checks with supplier
	
	
	

	Relays information to customer and follows up as required
	
	
	


	RECORD OF CONVERSATION
MTMR203B  Select, weigh and package meat for sale


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

Question 33: 
Outline how you have selected, weighed and wrapped meat to fill a customer order, or for a display cabinet.
Question 34: 
What variety of wrapping equipment and materials have you used, and how you have selected the best package to suit the product.
	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 33
	Standard operating procedures

OH&S requirements / PPE

Sanitation and hygiene requirements

Meat industry terminology

Manufacturers’ requirements for equipment operation
	
	

	For customer order >
	
	
	

	Selects product as per customer order
	
	
	

	Weighs product and adds to or subtracts pieces until customer weight requirements are met
	
	
	

	Calculates price
	
	
	

	Wraps product, ensuring correct seals to prevent dripping
	
	
	

	Applies price/product tag or notation on wrapping paper
	
	
	

	Hands to customer
	
	
	

	For display cabinet >
	
	
	

	Select products for packaging
	
	
	

	Weights products according to variety of sizes – individual, family pack, bulk pack
	
	
	

	Calculates price
	
	
	

	Assembles package (absorbent pads, product, garnish/sauces) and seals
	
	
	

	Applies price tag and product label
	
	
	

	Positions attractively in display cabinet according to size/meat variety
	
	
	

	Applies promotional stickers / signage
	
	
	

	Question 34
	
	
	

	Uses a variety of measuring and packaging equipment:

Scales, butcher paper, plastic, polystyrene trays, vacuum packing equipment; wrapping machinery, ticketing machines 
	
	
	

	Selects most appropriate packaging medium for the product considering:

· visual appeal

· appropriateness of dimensions for selected food
· functional need
· ability to protect meat from damage
· impact on environment (propensity to become litter; potential to reuse)

· ease of stacking, storage and transportation

· sealing capacity (e.g. non-drip for products with marinating liquids)

· consumer safety (tamper-proof)

· contribution to shelf life

· ease of labelling

· ability to facilitate portion control
	
	
	

	Discusses a variety of packaging problems, symptoms and how these can be avoided/reduced
	
	
	


	RECORD OF CONVERSATION
PRMBL38A  Clean food handling area


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

Question 35: 
Describe the housekeeping and cleaning duties you have performed – both during a shift, and at the close of the day.

Question 36: 
Explain the typical processes you have used for cleaning plant and equipment.
Question 37: 
Name some of the cleaning chemicals you have used, and outline the practises you employ when working with harsh cleaning chemicals.
Question 38:
What waste disposal practices have you followed?

	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 35
	Standard operating procedures

OH&S requirements / PPE

Sanitation and hygiene requirements

Meat industry terminology

Manufacturers’ requirements for equipment operation
	
	

	Understands enterprise housekeeping and site safety standards
	
	
	

	Inspects equipment and worksite
	
	
	

	Uses signage to indicate cleaning in progress, wet floors
	
	
	

	Uses workplace schedules
	
	
	

	Keeps workplace clean
	
	
	

	Keeps work areas clear of obstructions
	
	
	

	Uses chemicals and solvents appropriately
	
	
	

	Uses appropriate cleaning technique
	
	
	

	Ensures cleaning chemicals do not contaminate meat  products
	
	
	

	Removes waste and unnecessary materials from workplace
	
	
	

	Discusses a number of “clean as you go” and “end of day” cleaning tasks
	
	
	

	Monitors and replenishes stock of cleaning consumables
	
	
	

	Question 36
	
	
	

	Understands enterprise procedures for cleaning P&E
	
	
	

	Explains knowledge of requirements for cleaning specialised equipment
	
	
	

	Disconnects power supply before cleaning electrical equipment
	
	
	

	Takes care when working with sharp blades on machines
	
	
	

	Question 37
	
	
	

	Names a variety of cleaning chemical by brand and function
	
	
	

	Uses PPE
	
	
	

	Question 38
	
	
	

	Identifies waste
	
	
	

	Disposes of waste following organisational procedures and environmental procedures
	
	
	


	RECORD OF CONVERSATION
PRSSO206A  Provide first aid


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

Question 39: 
If an accident happens in the workplace where another employee is seriously injured, describe the steps you would take in providing first aid.
	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 39
	Standard operating procedures

OH&S requirements / PPE

Sanitation and hygiene requirements

Meat industry terminology

Manufacturers’ requirements for equipment operation
	
	

	Performs patient assessment
	
	
	

	Reports to supervisor / emergency services
	
	
	

	Follows workplace emergency procedures
	
	
	

	Removes any hazards in the immediate area
	
	
	

	Ensures safety and comfort of patient
	
	
	

	Applies emergency response (resuscitations, bleeding control, burns, fractures/breaks, management of unconsciousness and shock)
	
	
	

	Assesses and records vital signs
	
	
	

	Assists emergency personnel if required
	
	
	

	Tidies up after incident (dispose of waste; collect, clean, store medical equipment)
	
	
	

	Records incident in workplace documentation
	
	
	


OPTIONAL TECHNICAL UNITS
	RECORD OF CONVERSATION
MTMR107B  Process sales transactions


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

Question 40: 
Outline your experience in processing sales for customers. 

	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 40
	Standard operating procedures

Hygiene requirements

Meat industry terminology

Customer Service Standards
	
	

	Demonstrates experience in handling a range of transaction types e.g. cash, cheque, eftpos, credit 
	
	
	

	Checks for accuracy during and after the transaction process
	
	
	

	Provides correct and accurate receipts / change
	
	
	

	Displays a courteous approach to customer
	
	
	

	Uses correct hygiene procedures – handling money and products
	
	
	


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.

Where possible, these assessment tasks should be completed in the candidate’s workplace. Otherwise, a simulated environment may be used.

TASK 1
MTMMP2C
Apply hygiene and sanitation practices

MTMMP4C
Follow safe work policies and procedures

MTMMP11C
Sharpen knives

MTMR102B
Trim meat for further processing
MTMMP1C
Maintain personal equipment
MTMR103B
Store meat product
Undertake sharpening of a range of knives including, boning, skinning and steak knives and undertake trimming of various cuts of meat. Store meat products after cutting in accordance with your workplace procedures.
TASK 2
MTMMP2C
Apply hygiene and sanitation practices

MTMR101B
Identify species and meat cuts
From a range of meat products provided, correctly identify and select the cuts by name and species.

TASK 3
MTMMP2C
Apply hygiene and sanitation practices

MTMMP4C
Follow safe work policies and procedures

MTMR103B
Store meat product
Undertake stacking/hanging of meat in the coldroom.

TASK 4
MTMMP2C
Apply hygiene and sanitation practices

MTMMP4C
Follow safe work policies and procedures

MTMR104B
Prepare minced meat and minced meat products
MTMMP1C
Maintain personal equipment
MTMMP11C
Sharpen knives

PRMCL3A
Clean a food handling area
Prepare mince meat to workplace requirements. Correctly store meat after processing. Clean and store the mincer. Undertake cleaning of the work area to enterprise standards.

TASK 5
FDFCORBM2A
Use basic mathematical concepts
MTMR106B
Provide service to customers

MTMR203B
Select, weigh and package meat for sale
MTMR107B
Process sales transactions
The Assessor will observe you interacting with customers.  You are to:

a) serve customer using appropriate customer service standards
b) select meat to fill customer order
c) calculate necessary weights and sale amounts using manual calculation

d) calculate necessary weights and sale amounts using the point of sale system provided.
e) Process the sales transaction. 
	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

	Employability skills
	All tasks
	Communicates effectively with others and customers

Works effectively with others where tasks are interdependent

Develops practical solutions to problems

Is resourceful and adapts to new situations

Manages time and work priorities

Takes responsibility for own actions
Self manages to level of responsibility
Has enthusiasm for ongoing learning

Has a range of basic IT skills and effectively uses workplace equipment
Understands business environment, business systems and other relationships

Works effectively to industry standard

Has physical capacity for the job
	
	
	
	

	MTMMP2C 
MTMMP4C 

MTMMP11C 

MTMR102B
MTMMP1C

MTMR103B
	1
	Prepares and cleans work area 

Uses PPE
Applies workplace procedures
Complies with OH&S responsibilities
Sharpens knife to maintains bevel edge

Uses steel correctly
Cleans and stores sharpening equipment 
Uses knives safely

Follows sanitation and hygiene requirements in dealing with the product and knives

Trims meat including:

· trimming excess fat 

· dicing for further processing 

· removing connective tissue prior to further processing 

· trimming excess meat from bones
Stores meat products correctly after processing

Disposes of wastes

Cleans work area after use to enterprise standards
	Safe work practices / PPE

Hygiene requirements

SOPs / workplace procedures
Waste minimisation 

Quality assurance

Good housekeeping

Meat industry terminology
Effective communication and teamwork
	
	
	

	MTMMP2C

MTMR101B
	2
	Correctly identifies and selects meat cuts by cut and species

Correctly identifies and selects primal cuts by cut and species
	Safe work practices / PPE

Hygiene requirements

Meat industry terminology
	
	
	

	MTMMP2C
MTMMP4C
MTMR103B
	3
	Cleans and prepares work area
Identifies appropriate storage facilities for cuts of meat

Ensures safe coldroom working environment e.g. clean floor, lighting and lock proof doors

Uses rails and rollers for large carcases

Follows correct hygiene and OH&S practices in handling product

Rotates stock appropriately

Understands shelf life considerations

Leaves coldroom clean and tidy
	Safe work practices / PPE

Hygiene requirements

SOPs / workplace procedures
Quality assurance

Good housekeeping

Meat industry terminology
	
	
	

	MTMMP2C
MTMMP4C
MTMMP1C
MTMR104B
MTMMP11C

PRMCL3A
	4
	Cleans and prepares work area

Uses PPE

Sets up mincer and fixes machine guards

Sharpens knife to maintains bevel edge

Uses steel correctly

Cleans and stores sharpening equipment 

Uses knives safely

Follows sanitation and hygiene requirements in dealing with the product, knives and machines

Trims meat
Uses mincer safety with guards and push stick checking for blockages
Adjusts front plate as required

Feeds trimmings through to achieve quality mincing 
Avoids overheating

Assesses and monitors fat content
Combines ingredients to recipe

Prepares and forms product 

Maintains correct temperature of product and stores accordingly
Dismantles and cleans mincer
Cleans food handling area using correct cleaning agents and procedures
	Safe work practices / PPE

Hygiene requirements

SOPs / workplace procedures
Manufacturers’ specifications for use of equipment

Waste minimisation 

Quality assurance

Good housekeeping

Meat industry terminology
	
	
	

	FDFCORBM2A

MTMR106B
MTMR107B

MTMR203B
	5
	Professionally and effectively welcomes customer

Determines customer requirements

Calculates quantities and portions

Selects and weighs meat

Selects appropriate packaging

Wraps product ensuring no drips

Confirms customer needs are met

Processes sales using point of sale

Demonstrates correct hygiene procedures

Exchanges goods and money correctly
	Customer service standards
Effective communication

Personal grooming and presentation
Safe work practices / PPE

Hygiene requirements

SOPs / workplace procedures
Quality assurance

Good housekeeping

Meat industry terminology
	
	
	


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.

Nil supplied
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
· applies appropriate hygiene standards and sanitation practices in the workplace
· follows safe work policies and procedures
· effectively communicates in the workplace, both with other staff and customers
· understands the meat industry
· applies mathematical concepts appropriate to the job
· maintains personal equipment in good order
· sharpens knives
· identifies species and meat cuts
· trims meat for further processing
· stores meat products according to enterprise requirements
· prepares minced meat and minced meat products
· provides service to customers
· selects, weighs and packages meat for sale
· cleans food handling areas to enterprise procedures
· provides first aid as required
· accurately processes sales transactions
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

	MTMMP2C  Apply hygiene and sanitation practices

	1 Clean own work area and equipment during operations
	1.1 Work site is hygienically cleaned during operations to OH&S, workplace and regulatory requirements.
1.2 Equipment is hygienically cleaned to regulatory and workplace requirements.
	1, 2

1, 2
	Tasks

1, 2, 3, 4

	2 Identify sources of contamination and spoilage
	2.1 Contamination and cross-contamination risks are identified and steps taken to reduce the risk.
2.2 Corrective action is taken when contamination is identified, in accordance with workplace and regulatory requirements.
	3

3, 1
	

	3 Follow workplace’s hygiene and sanitation requirements
	3.1 Personal hygiene practices are followed to workplace requirements.
3.2 Product is handled in accordance with workplace, and hygiene and sanitation requirements.
3.3 Individual’s work is conducted hygienically in accordance with workplace requirements.
3.4 Products are processed in accordance with regulatory requirements.
	2, 1

2, 1

2, 1

2, 1
	

	MTMMP4C  Follow safe work policies and procedures

	1 Fulfil OH&S responsibilities and recognise the OH&S responsibilities of key personnel
	1.1 OH&S responsibilities are met according to regulatory and workplace requirements.
1.2 OH&S responsibilities of key personnel are recognised and explained.
	4

6
	All tasks

	2 Follow workplace OH&S policies and procedures
	2.1 OH&S policies, procedures and programs are followed.
2.2 Personal Protective Equipment (PPE) is used, maintained and stored as appropriate.
	4, 5

4, 5
	

	3 Follow legal provisions related to OH&S
	3.1 Relevant provisions of OH&S legislation and codes of practice are followed.
	4
	

	4 Contribute to OH&S
	4.1 OH&S issues are raised with designated personnel in accordance with workplace requirements and relevant OH&S legislation.

4.2 Participative arrangements for OH&S are contributed to in the workplace within the organisational procedures and scope of responsibilities and competencies.
	5, 4
4
	

	5 Follow workplace requirements for hazard identification and risk control
	5.1 Hazards to health and safety in the work area are recognised and reported to designated personnel according to workplace requirements.

5.2 Workplace requirements for controlling risks to health and safety are accurately followed.
	5, 6

5
	All tasks

	6 Follow emergency procedures
	6.1 Emergency procedures are followed according to workplace requirements.

6.2 Appropriate reporting procedures for emergencies are followed according to workplace requirements.
	6
6
	

	7 Operate machinery safely
	7.1 Machinery is operated according to safe work practices and procedures (where applicable).
7.2 Machinery is operated and maintained according to manufacturer’s specifications and workplace requirements (where applicable).
	5, 4

5, 4
	Tasks 4, 5

	MTMMP5C  Communicate in the workplace

	1 Contribute to the maintenance and improvement of workplace operations and requirements
	1.1 Problems are solved by communicating with others.
1.2 Information is exchanged to perform workplace tasks and take appropriate action.
1.3 Spoken and written reports (where applicable) are provided clearly and promptly.
	7, 8

7, 8

7
	All tasks

	2 Identify key personnel in the workplace
	2.1 Organisational structure of the workplace, mission statements and strategic plan are identified.
2.2 Key personnel and their roles in the organisation are identified.
2.3 Role of trainees is identified.
	8

8

8
	

	3 Contribute to positive workplace relations
	3.1 Communication styles of cultural, social and ethnic groups are recognised and considered.
3.2 Appropriate communication style for context, audience and purpose is applied.
3.3 Regulatory and workplace ethical standards are considered in verbal and non-verbal communications.
	7, 9

7, 9

7, 9
	

	MTMMP6C  Overview the meat industry

	1 Work within industry sector
	1.1 Composition and structure of the meat industry is examined to provide an overview for work priorities.
1.2 Major species and trade markets are examined.
1.3 Path of meat is traced from paddock to plate.
1.4 Flow of product is traced from stockyards to meat processing plant, to meat wholesalers and retailers, and through smallgoods plants.
1.5 Products are identified.
	10, 11
10

10

10

10
	

	2 Apply workplace policies
	2.1 Relevant workplace policies are obtained and applied where appropriate.
2.2 Role of trainees is identified in relation to workplace policies.
2.3 Information on working conditions is obtained and important elements identified.
	12
12

12
	

	3 Follow award or employment agreement provisions
	3.1 Information about relevant award provisions and employment conditions are obtained and applied where appropriate.
3.2 Information on employee rights and responsibilities is obtained and explained.
	12
12
	

	4 Identify appropriate organisations and associations
	4.1 Major industry organisations, peak bodies and regulatory bodies, and their roles are identified.
	11
	

	5 Follow Equal Employment Opportunity (EEO) legislative requirements
	5.1 Information about EEO provisions is obtained and applied as appropriate.
5.2 Information on sexual harassment is obtained and policies against sexual harassment are explained in terms of personal responsibility.
	12
12
	

	6 Demonstrate awareness of environmental issues in the meat industry
	6.1 Relevant environmental regulatory requirements are identified.
6.2 Workplace environmental policies and practices are identified.

6.3 Consequences of not following workplace environmental policies and practices are identified.
	13
13

13
	

	FDFCORBM2A  Use basic mathematical concepts

	1 Apply basic mathematical concepts to calculate workplace information
	1.1 Calculation requirements are identified and appropriate method is selected.
1.2 Calculations are undertaken using addition, subtraction, multiplication and division to support work role.
	11, 12

11, 12
	Task 5

	2 Apply basic mathematical concepts to estimate workplace information
	2.1 Estimation requirements are identified and appropriate estimation method is selected.
2.2 Estimations are made to meet work requirements.
	11, 12

11, 12
	

	MTMMP1C  Maintain personal equipment

	1 Maintain personal equipment
	1.1 Personal equipment is maintained to ensure:


• manufacturer’s specifications are met (where relevant)


• OH&S, hygiene and sanitation, and workplace requirements are met


• regulatory requirements are met.

1.2 Appropriate maintenance is carried out for the equipment used.
	17, 2, 4

17
	Tasks 1, 4

	2 Store personal equipment
	2.1 Personal equipment is stored in accordance with workplace and regulatory requirements.
	17
	

	3 Clean personal equipment
	3.1 Personal equipment is cleaned to ensure that workplace requirements, OH&S, hygiene and sanitation requirements, and manufacturer’s specifications are all met (where relevant).
	17, 2, 4
	

	MTMMP11C  Sharpen knives 

	1 Sharpen knives
	1.1 Knives are sharpened according to workplace requirements.
1.2 Knives are sharpened to maintain bevel edge.
1.3 Steel is used correctly to maintain bevel edge and to meet OH&S requirements.
	18

18

18
	Tasks 1, 4

	2 Work safely with others
	2.1 Knives are used in ways which minimise the risk of injury.
2.2 Knives are used safely at all times in accordance with OH&S, hygiene and sanitation, and food safety requirements.
	18, 19

18, 19
	

	3 Maintain knives and associated equipment
	3.1 Knives are maintained to hygiene and sanitation, and workplace requirements.
3.2 Knife-sharpening equipment is maintained, cleaned and stored to hygiene and sanitation, and workplace requirements.
	18, 2

18, 2
	

	MTMR101B  Identify species and meat cuts

	1 Identify meat cuts
	1.1 Meat cuts are correctly identified by cut name and species according to workplace requirements and specifications.
1.2 Meat cuts are correctly selected by cut name and species according to workplace requirements.
	20

20
	Task 2

	2 Identify primal cuts
	2.1 Primal cuts are correctly identified by name and species according to workplace requirements.
2.2 Primal cuts are correctly selected by name and species according to workplace requirements.
	20

20
	

	MTMR102B  Trim meat for further processing

	1 Trim meat to workplace specifications
	1.1 Meat is trimmed to workplace specifications.
1.2 Meat is trimmed to OH&S, hygiene and sanitation, and workplace requirements.
	22

22
	Task 1

	2 Handle product hygienically
	2.1 Product is handled to meet hygiene requirements.
	22, 2
	

	3 Handle knife effectively
	3.1 Knife is handled safely, hygienically and effectively.
	19, 19
	

	MTMR103B  Store meat product

	1 Store meat product
	1.1 Meat product is stored at the recommended temperature of less than 5°C.
1.2 Meat product is handled according to hygiene requirements.
1.3 Meat product is stored according to workplace, regulatory, and hygiene and sanitation requirements.
	23

23, 2

23, 2
	Tasks 1, 3

	2 Rotate stock
	2.1 Meat product is rotated according to regulatory, hygiene and workplace requirements.
2.2 Meat product is handled according to OH&S requirements.
2.3 Shelf life of meat product is considered.
	24, 2

23, 4

24
	

	3 Maintain clean holding room
	3.1 Holding rooms are cleaned according to regulatory, hygiene and workplace requirements.
	25
	

	MTMR104B  Prepare minced meat and minced meat products

	1 Clean and prepare processing equipment used in the preparation of minced meat products
	1.1 Mincing equipment is prepared according to manufacturer’s specifications and workplace, OH&S, and hygiene and sanitation requirements.
1.2 Mincing equipment is cleaned according to manufacturer’s specifications, and workplace and OH&S requirements.
1.3 Mincing equipment is adjusted as required in accordance with manufacturer’s specifications and workplace, OH&S and hygiene requirements.
	26, 2, 4

27, 2, 4

26, 2, 4
	Task 4

	2 Mince meat
	2.1 Trimmings are selected according to workplace policy.
2.2 Trimmings are cut to manufacturer’s specifications and workplace requirements to avoid blockages in mincer.
2.3 Trimmings are fed through mincer efficiently to avoid blockages and heat build-up.
2.4 Species are accurately identified.
2.5 Species are stored separately according to product description.
2.6 Product is maintained at correct temperature during processing.
2.7 Product is handled and stored at correct temperature and conditions.
	27

27

27

28

28

28

28
	

	3 Prepare minced meat products
	3.1 Minced meat products are prepared according to regulatory, workplace, hygiene and OH&S requirements.
3.2 Ingredients are combined to workplace requirements.
3.3 Fat content is measured.
3.4 Meat is processed in preparation for forming to product specifications and regulatory requirements.
3.5 Product is formed to specifications and regulatory requirements.
3.6 Correct temperature of product is maintained during processing and handling.
3.7 Product is stored at correct temperature and conditions.
	28, 2, 4
28

28

28
28

28

28
	

	MTMR106B  Provide service to customers

	1 Acknowledge and greet customer
	1.1 Customer is politely acknowledged on entering the workplace.
1.2 Customer is greeted when first contact is made.
1.3 Customer is offered assistance according to workplace requirements.
	29, 30, 7
29, 30, 7
29, 30, 7
	Task 5

	2 Establish customer requirements
	2.1 Customer requirements are established by questioning, active listening and clarification of customer comments.
2.2 Customer needs are acknowledged.
2.3 Customer is referred to more experienced staff when specialist advice and/or service and products are required.
	30, 7
30

30, 31
	

	3 Convey a professional image
	3.1 Behaviour displayed when serving customer maintains established workplace image.
	30, 32
	

	4 Take orders courteously and accurately
	4.1 Telephone is answered according to workplace requirements.
4.2 Orders are taken from customer by phone or face-to-face accurately and according to workplace requirements.
4.3 Orders are taken legibly and in the correct format.
4.4 Pick up or delivery time is arranged with the customer.
4.5 Procedures for following up specific customer enquiries, unfilled orders or unmet customer specialist needs are implemented.
	32

30

30

30

29, 31, 32
	

	5 Refer customer complaints
	5.1 Customer complaints are acknowledged and difficulty noted.
5.2 Complaints are courteously referred to a more senior staff member or manager.
	31

31
	-

	6 Receive customer enquiries
	6.1 Customer enquiries are received.
6.2 Customer enquiries are followed up in accordance with workplace requirements.
6.3 Customer is informed in relation to enquiry.
	30

31

32
	

	7 Record information from enquiries
	7.1 Information about enquiries is recorded to workplace requirements.
	32
	

	MTMR203B  Select, weigh and package meat for sale

	1 Select requested products
	1.1 Meat product requested is recognised.
1.2 Meat product is selected according to workplace and customer requirements.
	33

33
	Task 5

	2 Weigh selected products
	2.1 Products are weighed according to regulatory, workplace and customer requirements.
2.2 Products are costed accurately.
2.3 Sale price is confirmed with customer.
2.4 Meat orders are prepared according to customer’s recorded requirements.
2.5 Special, standing or repeat orders are prepared according to customer specifications.
	33

33

33

33

33
	

	3 Wrap and pack sales items
	3.1 Items are neatly and safely wrapped or packed according to hygiene, workplace and customer requirements.
3.2 Wrapping equipment is used according to workplace requirements.
	33, 34, 2

33, 34
	

	PRMCL38A  Clean a food handling area

	1 Assess area to be cleaned
	1.1 Assess the food handling area and review work order in accordance with client requirements, food safety program and company requirements and clarify any issues with appropriate person(s).

1.2 Identify hazards and control risks in the work site in accordance with legislative, occupational health and safety (OHS) and company requirements.

1.3 Identify contamination hazards in the work site in accordance with legislative, OHS and company requirements.

1.4 Identify surface types through observation in accordance with the work order and company requirements.

1.5 Identify soil type(s) through observation in accordance with the work order and company requirements.

1.6 Determine the size and usage pattern of the work site to ensure the safety of, and the minimisation of disruption to, personnel and the efficient use of cleaning equipment and chemicals.

1.7 Select the most appropriate cleaning technique(s) in accordance with the work order and company requirements.
	35, 1, 2, 4

35, 1, 2, 4

35, 4, 3, 2, 1

35, 4, 3, 2, 1

35, 4, 3, 2, 1

35, 4, 3, 2, 1
35, 5, 4, 2, 1
	Task 4

	2 Select equipment and chemicals
	2.1 Select and use suitable personal protective equipment (PPE) in accordance with manufacturers' specifications, OHS and company requirements.

2.2 Select equipment and chemicals appropriate for work order in accordance with OHS and company requirements.

2.3 Confirm that equipment and chemicals meet the cleaning and sanitation requirements of the food safety program in accordance with, legislative, OHS and company requirements.

2.4 Check operational effectiveness of equipment in accordance with manufacturers' specifications and company requirements.

2.5 Adjust equipment to suit operator's requirements in accordance with manufacturers' specifications and OHS requirements.

2.6 Prepare chemicals in accordance with manufacturers' specifications, OHS and company requirements.

2.7 Obtain supplies of consumables to meet anticipated usage patterns in accordance with work order and company requirements.
	35, 37, 16, 17

36, 37, 4

36, 37, 4

35

35

37, 4, 1

35
	

	3 Prepare self and work site
	3.1 Check personal hygiene, clothing and footwear and any health issues or illness meet food safety program, legislative, OHS and company requirements.

3.2 Confirm and reassess hazards in the work site and control risks in accordance with legislative, OHS and company requirements.

3.3 Install appropriate signage and barriers to maximise public safety during the cleaning operation in accordance with work order and OHS and company requirements.

3.4 Identify food safety program requirements related to work order in accordance with OHS and company requirements.
3.5 Identify any work restrictions affecting the completion of the work order instructions and advise promptly the appropriate person(s).
	35, 16, 2, 1, 4

35, 5, 4, 1

35, 5, 4, 1

35, 4

35
	

	4 Clean work site while maintaining food safety
	4.1 Follow food safety program and conduct cleaning activities to ensure food safety is maintained in accordance with health regulations, work order and OHS and company requirements
4.2 Clean all surfaces using appropriate equipment, PPE, chemicals and cleaning technique(s) in accordance with manufacturers' specifications, work order and OHS and company requirements
4.3 Conduct all work in accordance with legislative, OHS and company requirements
4.4 Report any identified procedures or practices inconsistent with the food safety program to appropriate person(s)
	35, 16, 2, 1, 4

35, 36, 37, 16,4

35, 4, 3, 2, 1

35, 7
	

	5 Replenish consumables and tidy work site
	5.1 Replenish consumables in accordance with client requests, work order and company requirements.
5.2 Dispose of all collected soil and waste in accordance with client specifications, work order, manufacturers' specifications and environmental, legislative, OHS and company requirements.
5.3 Remove signage and barriers in accordance with work order and OHS and company requirements.
	35

35, 38, 5, 4, 2, 1

35, 4, 1
	

	6 Clean, safety-check and store equipment
	6.1 Clean equipment and PPE in accordance with manufacturers' specifications and environmental, OHS and company requirements.
6.2 Safety-check equipment and PPE in accordance with manufacturers' specifications and OHS requirements and record any required maintenance in accordance with company requirements.
6.3 Store and maintain equipment and PPE to allow ready access in accordance with manufacturers' specifications and OHS and company requirements.
6.4 Store chemicals in accordance with manufacturers' specifications and OHS and company requirements.
	36, 17, 4, 1

35, 36, 17, 4, 1

35, 36, 17, 4, 1

35, 4
	Tasks 4

	PRSSO206A  Provide first aid

	1 Assess the situation
	1.1 Physical hazards to personal and others' health and safety are identified.
1.2 Immediate risk to self and the casualty's health and safety are minimised by controlling the hazard in accordance with occupational health and safety requirements.
1.3 Factors which may affect the provision of first aid treatment are assessed with assistance from appropriate persons when required.
	39, 4, 5
39, 5

39
	

	2 Apply basic first aid techniques
	2.1 The casualty's vital signs and physical condition are assessed in accordance with first aid principles and organisational requirements.
2.2 First aid treatment is provided in accordance with established first aid techniques and standards.
2.3 The casualty is reassured in a caring and calm manner and made comfortable using available resources.
2.4 Assistance or advice is sought from others in a timely manner and as appropriate.
2.5 The casualty's condition is monitored and responded to in accordance with effective first aid principles and organisational requirements.
2.6 Information on the casualty's physical condition, changes in condition, treatment and response issues are recorded in line with organisational requirements.
	39
39

39

39

39, 6

39
	

	3 Communicate details of the incident
	3.1 Appropriate medical assistance is requested using relevant communication equipment.
3.2 Details of the casualty's condition and casualty management activities are accurately conveyed to emergency services / relieving personnel.
3.3 Incident observations are provided accurately and constructively when reviewing and debriefing situations.
3.4 Operational records and reports are prepared in a timely manner presenting all relevant facts and information in accordance with legislative requirements.
	39, 6, 7
39, 6, 7
39

39
	

	MTMR107B  Process sales transactions

	1 Process transaction
	1.1 Transaction is accurately processed.
1.2 Transaction accurately put through point of sale equipment.
1.3 Correct and accurate receipts are provided to customer.
1.4 Customer is thanked according to workplace requirements.
1.5 Correct hygiene is observed while handling cash transactions.
	40
40

40

40, 29
40, 2
	5














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






























