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Contact details

Head Office

Aegis Training Services Pty Ltd
4140 Pacific Hwy

Loganholme

QLD 4129

Postal Address
PO Box 4456
Loganholme DC
QLD 4129

Web: www.learmer.com.au
Email: info@learner.com.au

Overview

In this document you will find the RPL guide and assessment instruments for you to use
when making a request for RPL against the Certificate IV in Training & Assessment.

A more detailed description of the units of competency that are the focus of these
assessment instruments can be accessed via the NTIS (National Training Information
Service) at www.ntis.gov.au.

Submission of evidence

The process for submission of evidence is to read through the Guide including the
Assessment Guides for units and then complete:

1 Cover sheet for identification purposes

1 Summary Evidence Guide

1 Attach a copy of Certificate IV in Assessment and Workplace Training and
Diploma of Training and Assessment Systems (if completed by claimant).

The completed evidence portfolio should then be submitted to Aegis Training Services
Pty Ltd at the above address for assessment.

We would like to advise applicants that we recommend (and it is strongly
recommended) to access the units making up the Certificate IV in Training and
Assessment on the NTIS (www.ntis.gov.au) and use this to further guide the gathering
and submission of relevant evidence.
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Qualification
The qualification detailed in this guide is a Certificate IV in Training and Assessment.
The Packaging Rules applicable to this qualification include a degree of flexibility. The

qualification requires the completion of 14 (fourteen) units in total, made up of:

1 The 12 (twelve) Core units as follows:

1 TAAENV401A Work effectively in VET

2 TAAENV402A Foster and promote an inclusive learning
environment

3 TAAENV403A Ensure a healthy and safe learning
environment

4 TAADES401A Use Training Packages to meet client
needs

5 TAADES402A Design and develop learning programs

7 TAADEL401A Plan and organise group-based delivery

10 TAADEL404A Facilitate work-based learning

9 TAADEL403A Facilitate individual learning

11 TAAASS401A Plan and organise assessment

12 TAAASS402A Assess competence

13 TAAASS403A Develop assessment tools

14 TAAAS404A Participate in assessment validation

1 2 (two) elective units from the list below:

6 TAADEL301A Provide training through instruction and
demonstration of work skills
8 TAADEL402A Facilitate group-based learning
TAADEL405A Coordinate and facilitate distance-based
learning
TAAENV404A Develop innovative ideas at work
TAATAS401A Maintain information requirements of
training and/or assessment organisations
TAALLN401A Address language, literacy and numeracy
issues within learning and assessment
practice
BSBMKG406A Build client relationships
BSBCMN404A Develop teams and individuals
BSBCMN405A Analyse and present research information
BSBCMN409A Promote products and services
BSBAUD402A Participate in a quality audit
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Numbers at front of units refer to numbering system used later in Summary
Evidence Guide.

(NOTE: Units in ITALICS are not included in this document. If any of the italicized
units are being claimed, applicant is advised to access the unit(s) via NTIS to guide
their submission of relevant evidence.)

1 OR Any other Certificate IV or Diploma unit.

Aegis Training Services Pty Ltd has chosen a set of units that meet the Qualification
Packaging Rules and which, we believe best reflect the role of a workplace
trainer/assessor and which will be the chosen option of most of our industry clients.

Alignment of TAA40104 with BSZ40198

For holders of the Certificate IV in Assessment and Workplace Training (BSZ40198) not
all units need to be achieved. The table on the next page shows the units considered to
be congruent between the two qualifications (Source: TAA Training Package). To
obtain credit for the TAA units specified, a copy of the relevant Statement of Attainment
for congruent units or a completed Certificate IV in Assessment and Workplace
Training/Diploma in Training and Assessment Systems, endorsed as a copy of the
original, should be provided. For further advise, please contact Aegis Training Services

Pty Ltd.

The units from BSZ40198 that are congruent to the TAA40104 are also indicated in the

Guide.

TAAENV401A T
TAAENV402A i
TAAENV403A 1
TAADES401A i
TAADES402A 1
TAADEL301A T
TAADEL401A 7
TAADEL402A 7
TAADEL403A T
TAADEL404A 7
TAADEL405A 7
TAAASS401A T
TAAASS402A'1
TAAASS403A T

TAAASS404A T
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No equivalent

No equivalent

No equivalent

No equivalent (though some aspects of element 3 {Analyse &
Interpret competency standards for client application/s} relate to
BSZ405A & BSZ401A but more depth is needed)

Elements 2 & 5 have no equivalent Element 4 requires more in-
depth evidence of the design of a learning program.

Equivalent to BSZ404A

Equivalent to BSZ406A

Equivalent to BSZ407A (Although more evidence for element 4 is
desirable)

No equivalent for elements 1,2 or 3 element 4 is equivalent to
elements in BSZ404A & BSZ407A

No equivalent for elements 1 or 2 Elements 3, 4 and 5 are equivalent
to elements for BSZ407A & BSZ404A

Equivalent to BSZ407A (Although more evidence for elements 1, 2
& 3 is desirable)

Equivalent to BSZ401A

Equivalent to BSZ402A

Partial equivalence with BSZ401A but more evidence required full
equivalence to BSZ506A & BSZ507A form the Diploma level.
Partial equivalence to BSZ403A (More in T depth evidence is
required)
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Evidence
Evidence is the material that you have that is an indicator of your
competence. Evidence may be collected via:
i Demonstration in the workplace or a simulated workplace
environment

1 Responses to questions relating to the required
performance

1  Documentation of practical experiences in the workplace or
the community including photos, newspaper articles,
reports, etc.

1 Reports or testimonials from managers, colleagues or
customers

1 Documents related to tasks completed in the work
environment, the community or a simulated work
environment

1  Statements of results from both formal and informal training
that you have completed

1  Copies of projects that you have undertaken

1  Explanations that you generate or write that link aspects of
your training and assessment to the units of competency

q Summaries of activities for which there is no
documentation with authentication and verification
attached.

Aegis Training Services Pty Ltd assessors ask for documentary evidence to
streamline the process of assessment. Where a relevant activity has
occurred but there is no direct tangible evidence, make a summary of the
activity with details of what/how/when/who was involved/etc and have this
signed off as authentic by a manager or colleague.

Your evidence is your proof that you have reached a level of performance that
meets that outlined in the unit of competency. This evidence should be
current (show that you are still competent), authentic (it is your work) and be
at a level of complexity that matches the unit of competency. A variety of
evidence allows for sufficient evidence to make the assessment decision.
Logically the evidence should be valid 7 relate directly to the unit of
competency.

Attach any supplementary documentation that supports the assessment of
competency.

Note that original documents such as certificates, workplace reports, etc.
should be copied after being sighted by the assessor and then signed with a
date, signature, printed name and a brief statement of what unit this relates to
and how it relates to the required competency.

Suggested evidence is included for each unit together followed by a summary
of required evidence.
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How to lodge an RPL claim

=

Read through this guide.

2. Reflect on your experiences (recent) as a
trainer/assessor/consultant/project officer working in the Vocational
Education and Training sector (VET); talk to colleagues or your
manager as necessary. Refer to the units of competency, Qualification
Packaging Rules, Training Package documentation for TAA Training
Package as necessary.

3. Look at the guides provided for each unit and select the units for which
you believe that you could provide evidence to satisfy making a claim
for recognition for these units.

4. Complete the Cover Sheet for identification purposes and then

complete the Summary Evidence Grid to summarise your evidence and

to check how it fits with the units of competency that you are seeking to

claim.
5. Collect you evidence in a folder using the numbering system
corresponding to that wused in the col umi

Summary Evidence Guide and fill in a descriptive title for the
documentary evidence attached or a brief description in the next
column. Some evidence will relate to more than one unit. In this case,
include the evidence at the first of the relevant units and then refer to it
in the other unit. Include a statement from your manager or colleague
or someone who is able to verify the authenticity of your evidence.
Where exemption or credit transfer for units from the TAA40104 is
being claimed on the basis of completion (in full or part) of the
Certificate 1V in Assessment and Workplace Training (BSZ40198), a
certified copy of this qualification should be included in the evidence.

6. Submit the claim together with your completed guide (this document)
and relevant documentation to Aegis Training Services Pty Ltd.

Please DO NOT SEND ORIGINALS i copy and have this copy certified by an
appropriate person (as authorised to certify other official documents).
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COVER SHEET
(Attach to evidence)

Personal Details
Surname/Family name (Please Print in block letters)

Christian/Given Name/s

Address:

Suburb/Town

State: P/code:

Phone:

Fax:
Mobile:

Email:

Relevant qualifications (photocopies).

Job description or other evidence of having performed work relevant to this
claim.
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ASSESSMENT GUIDES TO UNITS

TAAENV401A
UNIT TITLE Work effectively in vocational education and training
SUMMARY OF Evidence of meeting clientsd needs and quality as
REQUIREDEVIDENCE |sector and relevant stakeholdersé roles in the VB
SUGGESTED A Reports outlining how the training and assessment needs of clients were met through designing and
EVIDENCE implementing training and assessment programs
A Client satisfaction surveys including evaluation reports collected from clients as a result of training
and assessment activities and improvements identified and implemented through these processes
A Reports of examples of how the organisationos
implemented such as through auspice arrangements, quality audits undertaken or participated in, risk
assessments undertaken for projects with clients
A Documented examples of projects undertaken with clients and how communication strategies were
designed, implemented and monitored throughout the life of these projects
A Reports of projects that apply a knowledge of VET policy frameworks and stakeholders roles such as
Traineeship implementation, additions to Scope of Registration, consultancy in supporting
establishing R T O e
TAAENV402A
UNIT TITLE Foster and promote an inclusive learning environment
SUMMARY OF Evidence of practicing and modelling inclusivity in the learning environment and work environment.
REQUIRED EVIDENCE
SUGGESTED A Reports of how specific learning needs were identified particularly where learner group includes
EVIDENCE persons from diverse cultures and with individual differences in abilities, literacy, etc

Processes implemented to meet the learning needs of persons from diverse cultures and with
individual differences in abilities, literacy, etc

Resource collections and information relating to resources for meeting individual learning needs such
as support services, translators, articles, reports, etc

Documented changes to own practices as a result of evaluation and review of existing practice and
relating to meeting individual learning needs

Evaluations from learners and feedback from co-workers relating to own practices in inclusivity

> > > >
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TAAENV403A

UNIT TITLE:

Ensure a healthy and safe learning environment

SUMMARY OF
REQUIRED EVIDENCE

Evidence of how the safety of learners and candidates (in assessments undertaken) was ensured in the workplace
and/or training environment

SUGGESTED A Hazard identifications, risk assessments undertaken in the workplace and/or training environment
EVIDENCE A Reports of actions taken in the area of OH&S arising from hazard identifications, risk assessments and OH&S
audits and how others were informed and consulted about these issues and how the identified issues were
acted upon and managed
A OH&S information, advice and guidance provided to learners in the workplace and/or training environment and
as part of the program being conducted or delivered
A OH&S records and reports including accident/incident investigations, audits, reports
TAADES401A
UNIT TITLE: Use Training Packages to meet client needs
SUMMARY OF Evidence of how Training Packages and accredited courses are used to meet client needs
REQUIRED EVIDENCE
SUGGESTED A Training programs and associated assessment processes that link workplace performance to National Training
EVIDENCE Packages resulting in the issuance of qualifications such as VETIS programs, Traineeships, etc
A Projects for industry clients that link existing non-accredited training programs to National Training Packages to
result in accredited training being delivered
A TrainingNeeds Analy ses and Skills Audits that report on a g
National Training Packages
A Examples of working with clients/RTOs to arrange for the delivery of accredited training through auspicing
~arrangements such as VETIS
A

Examples of training programs developed for specific client groups and underpinned by National Training
Packages
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TAADES402A

Equivalent to BSZ405A

UNIT TITLE: Design and develop learning programs

SUMMARY OF Evidence of producing learning programs to meet the learning needs of groups and underpinned by standards
REQUIRED including units of competency from National Training Packages

PERFORMANCE

SUGGESTED EVIDENCE

A Examples of learning programs (electronic, paper based, other or combinations of these) developed and
underpinned by standards including at least one example of a program underpinned by units of
competency from National Training Packages

TAADEL301A Equivalent to BSZ404A

UNIT TITLE: Provide training through instruction and demonstration of work skills

SUMMARY OF Evidence of providing training through demonstrations
REQUIRED

PERFORMANCE

SUGGESTED EVIDENCE

A At least three examples (documented) of training delivered through demonstrations including:

Context (reason, learner, workplace, etc.)
Plan or overview of training

Standards or outcomes of training
Training materials

Assessment process and tools
Reviews/evaluations

I > >
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TAADEL401A & TAADEL402A

Equivalent to BSZ406A/BSZ407A and BSZ408A

UNIT TITLE: Plan and organise group-based delivery (TAADEL401A)
Facilitate group-based delivery (TAADEL401A)
SUMMARY OF Evidence of delivery plans designed and implemented for learners
REQUIRED
PERFORMANCE
SUGGESTED A Training and learning materials for a minimum of two training programs at least one of which is underpinned by
EVIDENCE units of competency from National Training Packages and include a program with a series of sessions and
including:

A Session plans

A Trainer s mat e rduts lewwluafiod shPess, etch a n d

A Learnersd materials

A Overall plan including instruction, practice, assessment and evaluation)
TAADEL403A Equivalent to BSZ404A where individualised training evidence is attached
UNIT TITLE: Facilitate individual learning
SUMMARY OF Evidence of mentoring relationships or coaching/tutoring of individuals including planning, delivery, monitoring,
REQUIRED maintaining relationship and closing off the relationship at agreed completion over at least two examples including one
PERFORMANCE where demonstration technigues are used.
SUGGESTED A Records of the agreement and the logistics of the agreement (length of time, boundaries of agreement, etc)
EVIDENCE Dairies or other records of the implementation of the agreement (how often meetings took place, when, for how

long, etc.)

Changes made during the time of the arrangement and rationale for these changes

Examples of how trainer used own experience and skills to empower learner to make changes in own behaviour
Reviews of the outcomes of the arrangementfromb ot h t he trainer and the | ear
learnt from these arrangements

> > >
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TAADEL404A Equivalent to BSZ404 and BSZ407A where evidence of work-based delivery is attached
UNIT TITLE: Facilitate work-based learning
SUMMARY OF Evidence of work-based learning relationships established and implemented through to completion for at least two
REQUIRED examples.
PERFORMANCE
SUGGESTED A Documentation of identifying learning needs in the form of a Training Needs Analysis, Skills Audit, or similar
EVIDENCE ~analysis process and resultant Training Plans or combinations of these tools
A Training Plans that build on the analysis undertake
~ work role and expected performance
A Reviewsofthetraini ng I mpl emented including self evalwuations
improvements to be made
TAAASS401A & TAAASS402A Equivalent to BSZ401A and BSZ402A
UNIT TITLE: Plan and organise assessment (TAAASS401A)
Assess competence (TAAASS402A)
SUMMARY OF Evidence of planning and conducting at least two assessments including one example of an assessment-only process
REQUIRED and one example where reasonable adjustment is made and for different competencies from National Training Packages.
PERFORMANCE
SUGGESTED A Documentation of assessments undertaken including:
EVIDENCE
A Context for assessment
A Assessment Plan including methods and tools
A Standards assessed against
A Logistics of process
A Support provided for candidates
A Assessment results and report of assessments
A Example that includes documentation of reasonable adjustment made and how and why this was made
A Reviews of the assessments undertaken including sel
improvements to be made
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TAAASS403A

Equivalent to BSZ506A and BSZ507A

UNIT TITLE: Develop assessment tools
SUMMARY OF Evidence of assessment tools designed, trialled and developed over at least three units of competency or other
REQUIRED accredited training.
PERFORMANCE
SUGGESTED A Assessment tools (over at least three units of competency or other accredited training.) including:
EVIDENCE )
A Standards used
A Context for assessment (target groups, workplace environment, etc.)
A Draft tools
A Finalised tool
A Trial process and results including rationale for changes made)
TAAASS404A
UNIT TITLE: Participate in assessment validation
SUMMARY OF Evidence of assessment validation activities over at least two such events.
REQUIRED
PERFORMANCE
SUGGESTED A Preparations undertaken for assessment validation activities including documentation in notes and reports related
EVIDENCE to:

A Determining rationale for validation
A Accessing, reading and interpreting relevant standards
A Accessing, reading and interpreting related documentation such as Assessment Guidelines

A Reports of own participation in validation activities (e.g. from manager of the process, supervisor, etc.)

A Changes identified and documented to own assessment practices as a result of participation in the validation
activities

O Aegis Training Services Pty Ltd 280 RPL Assessment Instrument version .00 Pagel6of 21







