Assessment Guidelines
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Assessor Requirements

This section identifies the mandatory competencies for assessors, and clarifies how others may contribute to the assessment process where one person alone does not hold all the required competencies.

Assessor Competencies

The Standards for Registered Training Organisations specify mandatory competency requirements for assessors.  For information, Standard 7.3 from the Standards for Registered Training Organisations follows:

	7.3
a
The RTO must ensure that assessments are conducted by a person who has:

i
the following competencies
 from the Training Package for Assessment



and Workplace Training, or demonstrated equivalent competencies:

a
TAAASS401A Plan and organise assessment;

b
TAAASS402A  Assess competence;

c
TAAASS404A Participate in assessment validation;

ii
relevant vocational competencies, at least to the level being assessed.

b However, if a person does not have all of the competencies in Standards 7.3 a (i) and the vocational competencies as defined in 7.3 a (ii), one person with the competencies listed in Standard 7.3 a (i), and one or more persons who have the competencies listed in Standard 7.3 a (ii) may work together to conduct assessments.


Designing Assessment Tools

This section provides an overview on the use and development of assessment tools.

Use of Assessment Tools

Assessment tools provide a means of collecting the evidence that assessors use in making judgements about whether candidates have achieved competency.

There is no set format or process for the design, production or development of assessment tools.  Assessors may use prepared assessment tools, such as those specifically developed to support this Training Package, or they may develop their own.

Using Prepared Assessment Tools

If using prepared assessment tools, assessors should ensure these are benchmarked, or mapped, against the current version of the relevant unit of competency.  This can be done by checking that the materials are listed on the National Training Information Service (http://www.ntis.gov.au).  Materials on the list have been noted by the National Training Quality Council as meeting their quality criteria for Training Package support materials.

Developing Assessment Tools

When developing their own assessment tools, assessors must ensure that the tools:

· are benchmarked against the relevant unit or units of competency;

· are reviewed as part of the validation of assessment strategies as required under 9.2i of the Standards for Registered Training Organisations; and

· meet the assessment requirements expressed in the Standards for Registered Training Organisations, particularly Standards 8 and 9.

A key reference for assessors developing assessment tools is TAA04 Training and Assessment Training Package and the unit of competency TAAASS403A Develop Assessment Tools.

Conducting Assessment

This section details the mandatory assessment requirements and provides information on equity in assessment including reasonable adjustment.

Mandatory Assessment Requirements

Assessments must meet the criteria set out in Standard 8 from the Standards for Registered Training Organisations.  For information, Standard 8 from the Standards for Registered Training Organisations is reproduced below.

	8. RTO Assessments
The RTO’s assessments meet the requirements of the endorsed components of Training Packages and the outcomes specified in accredited courses within the 
scope of its registration.
8.1. The RTO must ensure that assessments (including RPL):
i. comply with the assessment guidelines included in the applicable nationally endorsed Training Packages or the assessment requirements specified in accredited courses;

ii. lead to the issuing of a statement of attainment or qualification under the 

AQF when a person is assessed as competent against nationally endorsed 
unit(s) of competency in the applicable Training Package or modules specified in the applicable accredited course;

iii. are valid, reliable, fair and flexible;

iv. provide for applicants to be informed of the context and purpose of the 
assessment and the assessment process;

v. where relevant, focus on the application of knowledge and skill to the standard of performance required in the workplace and cover all aspects of workplace performance, including task skills, task management skills, contingency management skills and job role environment skills;

vi. involve the evaluation of sufficient evidence to enable judgements to be made about whether competency has been attained;

vii. provide for feedback to the applicant about the outcomes of the assessment process and guidance on future options in relation to those outcomes;

viii. are equitable for all persons, taking account of individual needs relevant to the assessment; and

ix. provide for reassessment on appeal.

8.2. a
The RTO must ensure RPL is offered to all applicants on enrolment.
b
The RTO must have an RPL process that:

i. is structured to minimise the time and cost to applicants; and

ii. provides adequate information, support and opportunities for participants to engage in the RPL process.


Delivery and assessment of Employability Skills

Employability Skills are integral to workplace competency and, as such, must be considered in the design, customisation, delivery and assessment of vocational education and training programs in an integrated and holistic way, as represented diagrammatically below.


Training providers must analyse the Employability Skills information contained in units of competency in order to design valid and reliable learning and assessment strategies. This analysis includes:

· reviewing unit(s) of competency to determine how each relevant Employability Skill is found and applied within the unit

· analysing the Employability Skills Summary for the qualification in which the unit(s) is/are packaged to help clarify relevant industry/workplace contexts with regard to the application of Employability Skills at that qualification level

· designing learning and assessment activities that address the Employability Skills requirements.

For more information on Employability Skills in DRT03 Drilling Training Package go to the SkillsDMC website at www.skillsdmc.com.au .
Access & Equity

An individual's access to the assessment process should not be adversely affected by restrictions placed on the location or context of assessment beyond the requirements specified in this Training Package.

Reasonable adjustments can be made to ensure equity in assessment for people with disabilities.  Adjustments include any changes to the assessment process or context that meet the individual needs of the person with a disability, but do not change competency outcomes.  Such adjustments are considered ‘reasonable’ if they do not impose an unjustifiable hardship on a training provider or employer.  When assessing people with disabilities, assessors are encouraged to apply good practice assessment methods with sensitivity and flexibility.

Recommendations for assessment in the Drilling Industry

General issues

Assessment of competency will be in accordance with the relevant drilling industry sector and state legislation applying in each state and territory.  This will include:
· Duty of care requirements;
· Occupational Health and Safety Acts and Regulations;
· Environmental Protection Acts and Regulations;
· Heritage Protection Acts and Regulations;
· Petroleum Acts and Regulations.

In certain circumstances other legislation/regulation will also be relevant including:

· Mining Acts and Regulations;
· Submerged Lands Acts and Regulations;
· Dangerous Goods Regulations;
· Water Drilling Licensing requirements.

For some job outcomes in the industry there will be additional requirements such as first aid and heavy truck licence.  Required job outcomes and local regulations will determine the need for these additional ‘tickets’/licences.

Wherever possible integrated assessment, which reflects the grouping of competencies as they would be demonstrated in an actual work role, is the preferred means of assessment.  The context of the assessment is defined in each unit of competency.

Where units of competency have been imported from another Training Package (ie. the unit code does NOT have the ‘DRT’ prefix), the RTO responsible for the assessment should check the assessment guidelines covering those units of competency in their source Training Package.

Evidence gathering methods must be equitable to all groups of participants.  Assessment procedures should also be culturally appropriate for the individual and the situation.  Reasonable adjustments should be made to assessment procedures for people with special needs such as people with disabilities or with language or literacy difficulties.  The language and literacy requirements of the assessment process should not exceed the language and literacy requirements of the particular level of work in the industry.

Assessment considerations

Some sections of the industry operate in remote areas which are not conducive to multiple visits from assessors. The competency however requires a consistent performance which may not be assessable by a single site visit. The assessment design may therefore need to include other evidence such as:
· third party report;
· range of documentation completed by the candidate (such as drill logs);
· statement of curricular activities verified by the supervisor;
· evidence of training undertaken and course outline details;

which can be collected/viewed by the assessor to aid in the judgement of consistent performance to the required standard.

Assessing using a formal assessment team in the one place at the one time is often not practical and so the assessor will frequently need to rely on evidence provided by supervisors, other work colleagues, written records and documentation to assist in making the judgement of competency.

Interviews, questioning of the candidate and formal answers to written or oral tests customised and documented by the assessor or RTO may be gathered as evidence for judging competency subject to audit by the RTO issuing the qualification or statement of attainment. Units of competency have generally been written with a focus on a workplace assessment environment.  Where this is obligatory it is identified in the unit descriptor or context of assessment statement.

Utility worker units and some lower numbered AQF II level competencies are for the most part, generally intended to be assessed off active drill sites, either in a training room, workshop or company yard environment prior to real field conditions and with appropriate supervision.  Many units include problem solving aspects.  These aspects may be best assessed by using evidence of past problems solved and/or by using a range of scenarios/case studies/what ifs as the stimulus with ‘walk throughs’ (a person demonstrating what they would do without necessarily doing it) forming part of the response.  These scenarios/case studies/what ifs should include a range of problems, including typical and, for AQF IV and above, unusual situations which have been generated from the past drilling experience, risk assessment activities and similar sources.

Validity and fairness of assessment

The assessment environment should not disadvantage the candidate.

Assessment practices shall take into account any relevant language or cultural issues related to Aboriginality, gender or language backgrounds other than English.

Assessors must ensure that assessment processes do not place inappropriate emphasis on language, literacy or numeracy and do not disadvantage candidates on inappropriate grounds such as gender or cultural background. The literacy required for assessment should not be greater than that required for the actual task. Exclusive reliance on written assessment may unfairly disadvantage some candidates and could lead to an incorrect decision.

Reasonable adjustments are to be made to ensure equity in assessment for people with disabilities.  This means that wherever possible, ‘reasonable’ adjustments are to be made to meet the individual needs of a person with a disability.  Adjustments are considered ‘reasonable’ if they do not impose an unjustifiable hardship on a training provider or employer.  When assessing people with disabilities, assessors are encouraged to apply good practice assessment methods with sensitivity and flexibility.

Assessment design considerations

Most units of competency in the DRT03 Training Package have a number of main components:

· a set of essential knowledge which is required for the competent performance of the skills which comprise the unit of competency and which is listed in the unit of competency both as part of the performance criteria and also in the evidence guide;
· a set of routine skills which will be typically performed on a regular basis on the job and which are the basis of the elements and performance criteria;
· a set of non-routine skills (typically for emergency response and AQF IV drilling units) which are vital to the safe and efficient operation of the plant/process over the medium to long term and which are included in the elements and performance criteria but which may not be performed on a regular basis.

The assessment design needs to incorporate features which will ensure adequate evidence is gathered for each of these components.

Underpinning knowledge

It will be difficult, and often impossible, to gather sufficient evidence of the required essential knowledge by means of direct observation alone.  It will be necessary to include some form of questioning, which may, or may not, be concurrent with direct observation.  Questioning should not rely on written communication to any greater degree than is otherwise required by the unit of competency.  The use of diagrams and sketching, demonstration and description along with third party evidence should be allowable within the assessment of essential knowledge.

Routine skills

Sufficient evidence of competent performance of routine skills may be obtained by direct observation.  However, observation on more than one occasion would be required if direct observation is the sole evidence gathering method used as the observation needs to include performance of the skills under a range of all normal and some abnormal conditions.  As multiple direct observations are often impractical, other evidence gathering tools (such as supervisor and other third party reports) should be included to gather evidence of consistent performance under a range of conditions.  The emphasis is on evidence of competent performance rather than on direct observation, and this may come from drill logs, work colleagues and other sources.

It should be noted that there are national industry assessment tools (available through ADITC) which may be used either directly or as models to develop customised tools.  Workplaces or assessors may also wish to develop their own specific assessment tools to complement the national tools or as an alternative to the national tools.

Non-routine skills

By their nature the non-routine skills are unlikely to be able to be assessed adequately by direct observation.  These skills include problem solving and emergency response and it would be inappropriate to set up a situation, or to wait for a situation to occur, which would allow for direct observation.

In most cases, the use of third party evidence, such as from supervisors and other work colleagues will be the most practical form of evidence for non-routine skills. This implies that a person will not be deemed competent in these non-routine skills until they have had a range of experience which will allow them to have accumulated evidence of their ability to handle non-routine situations.

In some situations, such as emergency response, some appropriate form of simulation (e.g. a fire drill) may be the best form of gathering sufficient, appropriate evidence of competence.  Case studies may be appropriate in some circumstances to increase the evidence available.  Simulation/case studies may also be used for safety and cost effectiveness reasons.  These approaches are defined as:

· simulation – a structured resource-based exercise which seeks to simulate real life situations and requires the assessee to achieve a specific task;

· case study – an assessment tool which presents a simulated context and provides assessees with opportunities to display problem solving and decision making skills.
Where the appropriate choice between these is restricted, this will be stated in the unit of competency.

Generally, where:

· physical skills are significant (e.g. emergency procedures), then a simulation may be the preferred method (this may require coordination with a regular ‘safety drill’);

· cognitive skills are significant (e.g. problem solving) then a case study may be the preferred method.

It is recommended that at least two different methods of gathering evidence be used in any assessment. Methods of gathering evidence for an assessment may include:

· direct observation;

· demonstration on the job;

· third party reports e.g. peer/team leader/3600 review;

· questioning – written, verbal;

· workplace documents – logs, reports etc;

· scenarios/case studies;

· projects;

· simulation, routine drills;

· interview.

Integrated (holistic) assessment

Notwithstanding the above, it is the intention that the ability to perform the unit of competency as a whole be the key criterion in any assessment process.

Further, it is frequently appropriate to assess more than one unit of competency at the same time, e.g. because certain competencies are only practised in combination with other competencies (e.g. working in a team with an appropriate drilling unit).  The assessment of more than one unit of competency concurrently is desirable, provided adequate evidence is gathered for each competency involved.

The unit of competency may include suggestions for assessment in conjunction with other units.

Further Sources of Information

The section provides a listing of useful contacts and resources to assist assessors in planning, designing, conducting and reviewing of assessments against this Training Package.

Contacts

	SkillsDMC
Level 7, 36 Carrington Street
SYDNEY NSW 2000
Telephone: (02) 9299 3014
Fax: (02) 9299 3015
Web: www.skillsdmc.com.au
Email: skillsdmc@skillsdmc.com.au
	Australian Training Products Ltd
Level 25, 150 Lonsdale Street
MELBOURNE VIC 3000
PO Box 5347BB
MELBOURNE VIC 3001
Telephone: (03) 9655 0600
Fax: (03) 9639 4684
Web: www.atpl.net.au
Email: sales@atpl.net.au

	Innovation and Business Skills Australia
Level 2, Building B,192 Burwood Road
HAWTHORN VIC 3122
Telephone: (03) 9815 7000
Fax: (03) 9815 7001
Email: virtual@ibsa.org.au
	


Specific assessment resources

Australian Drilling Industry Training Committee assessment resources

Australian Drilling Industry Training Committee, Guide for on-the-job trainers - training and assessing in the Australian national drilling industry, Sydney.

Australian Drilling Industry Training Committee, Professional development kit, Sydney.
Australian Drilling Industry Training Committee, Training resource book (various), Sydney.

Australian Drilling Industry Training Committee, Workplace Assessor’s Guide for the Drilling Industry, Sydney.
Australian Drilling Industry Training Committee, Assessing core skills (video), Sydney.

Australian Drilling Industry Training Committee, Assessment tools (non-hydrocarbon, oil/gas on shore, oil/gas off shore), Sydney.

Australian Drilling Industry Training Committee, Training Record Books, Sydney.
Australian Drilling Industry Training Committee, Professional Development Kit, Sydney.
Assessment instrument design

Hagar, P., Athanasou, J. and Gonczi, A., 1994, Assessment Technical Manual, Australian Government Publishing Service, Canberra.

VETASSESS and Western Australian Department of Training and Employment, 2000, Designing Tests – Guidelines for designing knowledge based tests for Training Packages.
Vocational Education and Assessment Centre, 1997, Designing Workplace Assessment Tools, A self-directed learning program, NSW TAFE.

Manufacturing Learning Australia, 2000, Assessment solutions, Australian Training Products, Melbourne.

Assessor training

Green, M., Moritz, R., Moyle, K. and Vale, K., 1997, Key competencies professional development package, Department for Education and Children's Services, South Australia.

Australian Committee on Training Curriculum (ACTRAC), 1994, Assessor training program – learning materials, Australian Training products, Melbourne.

Australian Training Products Ltd, Assessment and Workplace Training, Training Package – Toolbox.
Victorian TAFE Association, 2000, The professional development CD: A learning tool, VTA, Melbourne.

Australian National Training Authority, A Guide for Professional Development.
Australian National Training Authority, Facilitator Packs for Certificate IV in Assessment and Workplace Training.

Australian National Training Authority, Facilitator's Pack for Train Small Groups and Assessment.

Australian National Training Authority, Facilitator's Pack for Certificate IV (TAADEL404A Facilitate work-based learning).

Australian National Training Authority, Learner’s Packs for Certificate IV in Assessment and Workplace Training.

Australian National Training Authority, Learner's Pack for Assessment (TAAASS401A - TAAASS403A).
Australian National Training Authority, Learner's Pack for Certificate IV (TAAASS401A - TAAASS403A).
Australian National Training Authority, Learner's Pack for Assessment with Assessment competency standards.

Australian National Training Authority, Learner's Pack for Certificate IV with Certificate IV competency standards.

Obtainable from Australian Training Products and also Business Services Training Australia.

Conducting assessments

Bloch, B. and Thomson, P., 1994, Working towards best practice in assessment: A case study approach to some issues concerning competency-based assessment in the vocational education and training sector, NCVER, Adelaide.

Docking, R., 1991, An A–Z of assessment myths and assessment in the workplace, Competence assessment briefing series, No. 4, Employment Department, Perth, Western Australia.

Hawke, Geof, 1996, Integrating assessment of learning outcomes, Assessment Centre for Vocational Education, Sydney.

Hawke, Geof, 1995, Work-based learning: advice from literature, Assessment Centre for Vocational Education, Sydney.

National Assessors and Workplace Trainers Body, Putting it into practice [Training Package implementation Guide].

Parsloe, E., 1992, Coaching, mentoring and assessing: A practical guide to developing competence, Kogan Page, London.

Rumsey, David, 1993, ‘Practical issues in workplace assessment’ in National Assessment Research Forum: A forum for research into competency-based assessment [VEETAC Competency Based Training Working Party Assessment Steering Group], NSW TAFE Commission, Sydney.

Rumsey, David, 1994, Assessment practical guide, Australian Government Publishing Service, Canberra.

Evidence gathering methods

Australian National Training Authority, 1998, A new assessment tool, ANTA, Melbourne.

Gonczi, A. (ed.), 1992, Developing a competent workforce: adult learning strategies for vocational education and training, TAFE National Centre for Research and Development, Adelaide.

Kearney, Paul, 1992, Collaborative assessment techniques, Artemis, Tasmania.

National Assessors and Workplace Trainers Body, The evidence resource kit – containing language, literacy and numeracy video and CD ROM.

National Assessors and Workplace Trainers Body, The evidence workbooks.
Assessment system design

National Centre for Vocational Education and Research, 1996, Integrating assessment: removing the on the job/off the job gap, Conference papers from 4-6 June, Western Australian Department of Training.

OTFE, 1998, Demonstrating best practice in VET project – assessment systems and processes, Victoria.

Toop, L., Gibb, J and Worsnop, P., Assessment system designs, Australian Government Publishing Service, Canberra.

Wilson, P., 1993, Integrating workplace and training system assessments, Testing Times Conference, NCVER, Sydney.

Managing assessment systems

Western Australia Department of Training and VETASSESS, 1998, Kit for Skills Recognition Organisations, WADTE, Perth.

Field, L., 1995, Managing organisational learning, Longman, Melbourne.

Recognition of Current Competency/ Recognition of Prior Learning

Recognition and Assessment Centre, 1994, New place: Same Skills. A guide for people from non-English speaking backgrounds, Office of Multicultural Affairs, DEET.

Recognition and Assessment Centre, A Flexible Approach to Recognition Practices: RPL as a Framework, Melbourne.

Obtainable from Recognition and Assessment Centre, PO Box 299, Somerton, Vic 3062, Telephone (03) 9254 3000.

General Resources

Refer to http://antapubs.deewr.gov.au/publications/search.asp to locate the following ANTA publications.

	AQF Implementation Handbook, third Edition.  Australian Qualifications Framework Advisory Board, 2002, aqf.edu.au

	Australian Quality Training Framework (AQTF) – for general information go to: www.deewr.gov.au/sectors

	Australian Quality Training Framework (AQTF) – for resources and information go to: www.deewr.gov.au

	Australian Quality Training Framework Standards for Registered Training Organisations, Australian National Training Authority, Melbourne, 2005.  Available in hard copy from State and Territory Training Authorities or can be downloaded from www.deewr.gov.au

	TAA04 Training and Assessment Training Package.  This is available from the  Innovation and Business Skills Australia (IBSA) Industry Skills Council  and can be viewed, and components downloaded, from the National Training Information Service (NTIS).

	National Training Information Service, an electronic database providing comprehensive information about RTOs, Training Packages and accredited courses – www.ntis.gov.au

	Style Guide for Training Package Support Materials, Australian National Training Authority, Melbourne, 2003. Can be downloaded from the ANTA page at www.deewr.gov.au


Assessment Resources

	Training Package Assessment Guides - a range of resources to assist RTOs in developing Training Package assessment materials developed by ANTA with funding from the Department of Education, Training and Youth Affairs.  It is made up of 10 separate titles, as described at the ANTA publications page of www.deewr.gov.au.  Go to www.resourcegenerator.gov.au/loadpage.asp?TPAG.htm
Printed and/or CD ROM versions of the Guides can be purchased from Australian Training Products (ATP).  The resource includes the following guides:

1. Training Package Assessment Materials Kit

2. Assessing Competencies in Higher Qualifications

3. Recognition Resource

4. Kit to Support Assessor Training

5. Candidate’s Kit: Guide to Assessment in New Apprenticeships

6. Assessment Approaches for Small Workplaces

7. Assessment Using Partnership Arrangements

8. Strategies for ensuring Consistency in Assessment

9. Networking for Assessors

10. Quality Assurance Guide for Assessment
An additional guide “Delivery and Assessment Strategies” has been developed to complement these resources.


Assessment Tool Design and Conducting Assessment

	VETASSESS & Western Australian Department of Training and Employment 2000, Designing Tests – Guidelines for designing knowledge based tests for Training Packages.

	Vocational Education and Assessment Centre 1997, Designing Workplace Assessment Tools, A self-directed learning program, NSW TAFE.

	Manufacturing Learning Australia 2000, Assessment Solutions, Australian Training Products, Melbourne.

	Rumsey, David 1994, Assessment practical guide, Australian Government Publishing Service, Canberra.


Assessor Training

	Australian Committee on Training Curriculum (ACTRAC) 1994, Assessor training program – learning materials, Australian Training Products, Melbourne.

	Australian National Training Authority, A Guide for Professional Development, ANTA, Brisbane.

	Australian Training Products Ltd Assessment and Workplace Training, Training Package – Toolbox, ATPL Melbourne.

	Green, M, et al. 1997, Key competencies professional development Package, Department for Education and Children's Services, South Australia.

	Victorian TAFE Association 2000, The professional development CD: A learning tool, VTA, Melbourne.


Assessment System Design and Management

	Office of Training and Further Education 1998, Demonstrating best practice in VET project – assessment systems and processes, OTFE Victoria.

	Toop, L., Gibb, J. & Worsnop, P. Assessment system designs, Australian Government Publishing Service, Canberra.

	Western Australia Department of Training and VETASSESS 1998, Kit for Skills Recognition Organisations, WADOT, Perth.
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� A person who holds the competencies TAAASS401A Plan and organise assessment, TAAASS402A Assess competence, and TAAASS404A Participate in assessment validation from the Training Package for Assessment and Workplace Training will be accepted for the purposes of this standard.  A person who has demonstrated equivalent competencies to TAAASS401A and TAAASS402A and TAAASS404A in the period up to 12 months following publication of the Training and Assessment Training Package will also be accepted for the purposes of this standard.
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