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	[bookmark: _Toc86390971]  Assessment Overview 


This Student Assessment Booklet includes all your tasks for assessment of the unit.
About This Assessment
[bookmark: _Hlk70860406]This unit requires you to complete four assessment tasks.  You must complete all tasks to achieve competency for this unit.
	Assessment Task
	About This Task

	Assessment Task 1: Written Questions
	You must correctly answer all questions in this task to show you understand knowledge required of the unit.

	Assessment Task 2: Presentation One
	You must plan, prepare, and deliver a presentation.

	Assessment Task 3: Presentation Two
	You must plan, prepare, and deliver another presentation.

	Assessment Task 4: Reflections
	You must complete a short reflection for each session.


[bookmark: _Hlk78637202]The above tasks are designed to conform to the training.gov.au guidelines as below.
[bookmark: _Toc86390972]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
prepare and deliver at least two different presentations.
In the course of the above, the candidate must: 
use aids and materials to support the presentation
select and implement methods to review the effectiveness of presentation and document suggested improvements.
[bookmark: O_1117303][bookmark: _Toc86390973]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of: 
information collection methods that support review and feedback of presentations
organisational and legislative obligations and requirements relevant to presentations
structure of presentations according to intended outcomes
principles of effective communication including:
persuasive communication techniques
verbal and non-verbal communication
presentation methods 
different aids, materials and techniques that can be used for presentations.
	[bookmark: _Toc86390974]  Assessment Agreement


You must read and sign the Student Assessment Agreement (agreement) at the start of the unit. In the first week of the unit, you must submit to your Primary Trainer (trainer) your completed and signed version. The template is available below, and also on the Learning Management System (LMS).

[bookmark: _MON_1713436702]                                                              
You must record, on the agreement, the assessment due date and the deadline for submission as supplied by your trainer or by Student Services. If unsure, check with your trainer.
You can use the agreement to request special consideration. 
You should sign and submit the agreement before starting to work on the assessment tasks.
Your trainer must sight the agreement, make any decisions regarding special consideration, confirm the agreement and file it on your student record.
	[bookmark: _Toc86390975]  Assessment Compliance


You must submit this Student Assessment Booklet fully completed and you must respect the format that it is in, as per the original MS Word version you downloaded from the LMS.
[bookmark: _Hlk132282786]Make sure to clearly identify the file that you submit. Rename the original file as: [course code]_[unit code]_ [student number]_[last name and initial of first name]_[Assess]_[date of submission in reverse]. 
Example, if your student number is AAA000ZZ9, your name is Camille Blogg [first and last name], the course is BSB40820, and you submit this Booklet on the 01 August 2022, you must name the file: 
BSB40820_BSBCMM411_AAA000ZZ9_BloggC_Assess_20220801
Make sure to submit your final version no later than the deadline. If you need to resubmit, the resubmission must be no later than the deadline. We recommend that you upload your first submission by the due date, not the deadline. You may need the additional weeks to adjust your work and resubmit. Submissions after the deadline may be rejected and you may be graded as Not Yet Competent for the unit, which means that would need to do the unit again.
The submission must be your own work and you must reference material you quote or paraphrase. 
You must upload your submission as a single MS Word document onto the Assessment – Submit page of the unit on the LMS. Emailed submission cannot be accepted. The format must be in a recent version of MS Word.
Unless documented special circumstances come into consideration, the submission may only be graded if all the compliance criteria are met. If not, the submission may be rejected, In that case, it does not count as one of the three attempts you are entitled to, but time would be of the essence.
	Assessor to Confirm
	Y
	N

	Is this Student Assessment Booklet submission fully completed?
	☐	☐
	Is this Student Assessment Booklet submitted in the proper format?
	☐	☐
	Is this Student Assessment Booklet submitted at the latest by the deadline?
	☐	☐
	Does the submission pass the author check?
	☐	☐
	Was the submission uploaded onto the LMS?
	☐	☐


	Assessor Decision
	Y
	N

	On the basis of above, can this submission be graded as it is?
	☐	☐
	Can this assessment be resubmitted?
	☐	☐


	Assessor Comments

	


[bookmark: _Hlk73798794]
	Assessor Name
	

	Assessor Signature
	
	Date
	


If this submission cannot be graded and if you can resubmit you must revise your work to correct the non-compliant components and resubmit at the latest by the deadline.
If in doubt about any of the above, contact your trainer or assessor.


	[bookmark: _Toc86390976]  Assessment Guidelines 


VET Assessment Guidelines
· All assessments and tasks involved are carried out in line with what we refer to as the VET Assessment Guidelines document, available on request.
· Any reasonable adjustment, be it in line with the VET Assessment Guidelines or not, will be recorded in your Student Assessment Record for the unit.
General Instructions
· This is an open book assessment. You can use your learning materials as reference.
· You must complete the Assessment Booklet in a MS Word.
· If you wish to include one or more appendices, you must make sure to include your name, the submission date, the code for the unit, the task number, and where relevant the part or the question to which the appendix pertains. Any appendix must be inserted as an object at the end of the task to which it belongs.
· Documents inserted as objects can be of any relevant format, but you must check with the trainer or assessor to ensure that the format will be accessible for grading.
· You must submit the complete Assessment Booklet in doc or docx format. PDF format submissions cannot be graded or commented. Neither can hard copy submissions. 
· You should make sure to keep a copy of your work before submission.
· The last accepted and graded version of your final submission will be recorded on your student file.
· If in doubt, ask your trainer or assessor for assistance. Any need for pastoral care support will be referred to the Head of Studies to decide on any action that should be taken to assist you.
Assessment Task Cover Sheet
· At the beginning of each task, you need to complete and sign the Assessment Task Cover Sheet. You must do this for each task.
· The assessor must, in the Assessment Feedback section of each task, provide feedback about how well you went in the task.
Assessment Appeals
· You can appeal an assessment decision by putting it in writing and sending it to us. Refer to your Student Handbook for more information about the appeals process. 
· Trainers must inform you of your right to appeal and how to lodge an appeal in case the situation arises for your wishing an appeal.


	[bookmark: _Toc86390977]  Assessment Task 1 – Cover Sheet


[bookmark: _Hlk73795190][bookmark: _Hlk22913980][bookmark: _Hlk519511705]
	Task Nr
	1
	Header 
	Written Questions

	Task
	Answer all the questions.

	Student to complete
	Assessor to complete 

	Submission 1
	dd/mm/yyyy
	Satisfactory 
	 ☐
	Not Yet Satisfactory
	 ☐

	Submission 2
	dd/mm/yyyy
	Satisfactory 
	 ☐
	Not Yet Satisfactory
	 ☐

	Submission 3
	dd/mm/yyyy
	Satisfactory 
	 ☐
	Not Yet Satisfactory
	 ☐


Student declaration - Insert your name and signature.
I [Insert your name here.] declare that this task is my own work. By this I state that:
· This work has not been completed by any other person but me.
· I have not plagiarised works. 
· I have not colluded with any other student or cheated in completing this task.
· I have correctly referenced all relevant sources. 
· I understand that, if found to be in breach of policy, disciplinary action may be taken against me.
	Student Signature
	


Make sure to keep a copy of your work.
==========================================================================
For Office Use – Submission Received
	Submission 1
	dd/mm/yyyy
	Officer
	

	Submission 2
	dd/mm/yyyy
	Officer
	

	Submission 3
	dd/mm/yyyy
	Officer 
	





	[bookmark: _Toc86390978]  Assessment Task 1 – Assessor Feedback


The assessor must return this feedback with assessment results. 
[bookmark: _Hlk73794236]A copy must be kept on the student record with relevant evidence. 
	Evidence
	Relevance
	S
	NYS
	Comments

	Validity
	Matches the benchmark.
	☐	☐	

	Sufficiency
	Completed with enough detail. 
	☐	☐	

	Currency
	Performed within timeline.
	☐	☐	

	Authenticity
	It is the student’s own work.
	☐	☐	



	Feedback

	

	Assessor Name
	

	Assessor Signature
	

	Date Signed
	dd/mm/yyyy





	[bookmark: _Toc86390979]  Assessment Task 1 – Written Questions


Task summary
You must correctly answer all questions below.
What do I need to complete this assessment?
Access to textbooks and other learning materials.
Access to a computer, the Internet, and a web browser.
Access to a recent version of Microsoft Office, including MS Word.
When do I do this task?
This task may be done in your own time as homework, or you may be given time to do this task in class. Your trainer will advise.
What do I need to submit?
Your answers to all the questions. 
[bookmark: _Hlk71627120]What do I need to do if my submission is graded as NYS – Not Yet Satisfactory?
[bookmark: _Hlk18938002]If any of your answers are incorrect, the assessor will talk to you about resubmission. You may need to do one of the following:
Answer in writing the questions that were incorrect.
Answer verbally the questions that were incorrect. 
Instructions to students
· This is an open book test. You can use your learning materials as reference.
· You need to answer all the questions in this task.
· Complete the tasks by using the present document in the MS Word format. Answer each question by writing in the space under the Answer label that follows the question.
· If you wish to include one or more appendices, make sure to include your name, the submission date, the code for the unit, the task number, and the question to which the appendix pertains. Any appendix must be inserted as object into the present Assessment Booklet unless otherwise agreed with the assessor.
· Submit your task as part of this Assessment Booklet in doc or docx format. Do not submit in PDF format. Do not submit as hard copy.
[bookmark: _Hlk47794267]Written question guidance.
[bookmark: _Hlk71627757]The following written questions may use a range of instructional words. These words may guide you as to how you should answer the question. Some questions will also tell you how many answers you need to give – for example, ‘Describe three strategies…’.
[bookmark: _Hlk513629594]Define – You must state the meaning, nature, and scope of an item. Generally, you are expected to write a response of three sentences in length.
Describe – You must state the most noticeable qualities or features. Generally, you are expected to write a response of two or three sentences in length.
Discuss – You must point out important issues or features and express some form of critical judgment. Generally, you are expected to write a response of one or two paragraphs in length.
Explain – You must make clear how or why something happened or why it is the way it is. Generally, you are expected to write a response or two paragraphs in length.
Identify – You must state what it is and may need to state what its essential components are. Generally, you are expected to write a response of two or three sentences in length.
List – You must briefly state information in a list format, often with a specific number of items indicated. Generally, you are expected to use dot points. 
Outline – You must focus on the main points, defining the scope of an item. Generally, you are expected to write a response of one or two paragraphs in length.
	Task 1 Assessment Items
	Assessed

	Student to complete the non-shaded boxes
	S
	NYS

	Question 01: Describe three verbal communication techniques.
	☐	☐
	Answer 01.01: 
…

	Answer 01.02: 
…

	Answer 01.03: 
…

	Question 02: Describe three non-verbal communication techniques.
	☐	☐
	Answer 02.01: 
…

	Answer 02.02: 
…

	Answer 02.03: 
…

	Question 03: List the eight key steps to effective communication as per unit material.
	☐	☐
	Answer 03: 
…

	Question 04: List the five methods of persuasion covered in this unit and describe two examples of each of these methods.
	☐	☐
	Answer 04: 
…

	Question 05: Describe four types of presentations and give an example for each.
	☐	☐
	Answer 05: 
…

	Question 06: Discuss the approach to the structure of presentations recommended in this unit.
	☐	☐
	Answer 06: 
…

	Question 07: List and shortly describe information collection methods that can be used to elicit feedback on a presentation.
	☐	☐
	Answer 07: 
…

	Question 08: List and describe presentation aids.
	☐	☐
	Answer 08: 
…

	Question 09: List organisational and legal considerations that may impose limits on a presentation.
	☐	☐
	Answer 09: 
…

	Question 10: Research the term ‘Fair Dealing’ and summarise what students can do under the Copyright Act 1968.
	☐	☐
	Answer 10: 
…



	[bookmark: _Toc86390980]  Assessment Task 1 – Check


[bookmark: _Hlk73794419]
	Task 1 Assessment Items
	Submitted
	Inserted Object
	Assessed

	
	Y
	
	S
	NYS

	Answers to all questions.
	 ☐
	Nil
	☐	☐
	Appendices, if any:
…
	 ☐
	
	☐	☐
	Student Comments

	






	[bookmark: _Toc86390981]  Assessment Task 2 – Cover Sheet



	Task Nr
	2
	Header 
	Presentation One

	Task
	Prepare and deliver presentation one.

	Student to complete
	Assessor to complete 

	Submission 1
	dd/mm/yyyy
	Satisfactory 
	 ☐
	Not Yet Satisfactory
	 ☐

	Submission 2
	dd/mm/yyyy
	Satisfactory 
	 ☐
	Not Yet Satisfactory
	 ☐

	Submission 3
	dd/mm/yyyy
	Satisfactory 
	 ☐
	Not Yet Satisfactory
	 ☐


Student declaration - Insert your name and signature.
I [Insert your name here.] declare that this task is my own work. By this I state that:
· This work has not been completed by any other person but me.
· I have not plagiarised works. 
· I have not colluded with any other student or cheated in completing this task.
· I have correctly referenced all relevant sources. 
· I understand that, if found to be in breach of policy, disciplinary action may be taken against me.
	Student Signature
	


Make sure to keep a copy of your work.
==========================================================================
For Office Use – Submission Received
	Submission 1
	dd/mm/yyyy
	Officer
	

	Submission 2
	dd/mm/yyyy
	Officer
	

	Submission 3
	dd/mm/yyyy
	Officer 
	





	[bookmark: _Toc86390982]  Assessment Task 2 – Assessor Feedback


The assessor must return this feedback with assessment results. 
A copy must be kept on the student record with relevant evidence. 
	Evidence
	Relevance
	S
	NYS
	Comments

	Validity
	Matches the benchmark.
	☐	☐	

	Sufficiency
	Completed with enough detail. 
	☐	☐	

	Currency
	Performed within timeline.
	☐	☐	

	Authenticity
	It is the student’s own work.
	☐	☐	



	Feedback

	

	Assessor Name
	

	Assessor Signature
	

	Date Signed
	dd/mm/yyyy





	[bookmark: _Toc86390983]  Assessment Task 2 – Presentation One


Task summary
1. [bookmark: _Hlk54349796]There are four parts to this task: 
· [bookmark: _Hlk66714529]In Part A, you will plan your presentation.
· In Part B, you will prepare your presentation.
· In Part C, you will deliver your presentation and request feedback.
· In Part D, you will evaluate your presentation.
What do I need to complete this assessment?
Access to textbooks and other learning materials.
Access to a computer, the Internet, and a web browser.
Access to a recent version of Microsoft Office, including MS Word.
Presentation Plan Template.
Presentation PowerPoint Template.
Presentation Survey Template.
Presentation Self-evaluation Template.
Classroom with a video screen or a Zoom link.
Three guests to be present for the feedback survey.
When do I do this task?
The research and development components of this task may be done in your own time, or you may be given time to do this in class. The presentation will be performed in a classroom or through online communication. Your assessor will advise.
What do I need to submit?
· [bookmark: _Hlk54349891]Presentation Plan for Part A.
· Draft Presentation Survey Form for part A.
· Presentation PowerPoint Slides for Part B.
· Assessor Notes for Part C.
· Feedback Surveys and Analysis for Part D.
· Self-evaluation for Part D.
What do I need to do if my submission is graded as NYS – Not Yet Satisfactory?
If your assessor sees that you did not complete all parts of the task completely and satisfactorily, the details of resubmission will be discussed with you.
Instructions to students
Complete all parts of the assessment task as outlined below.

	[bookmark: _Toc86390984]  Assessment Task 2 – Part A – Presentation Plan


[bookmark: _Hlk66715642]Plan your presentations using the Presentation Plan Template. 
· You must properly complete all fields of the Presentation Plan Template. 
· The topic may be related to your occupation or one of your areas of interest.
· Research the history and current status of the subject matter of your topic and collect relevant information and documents that you can use for the PowerPoint slides for your presentation.
· Make sure to record the necessary information to reference your sources.
· Plan for a PowerPoint presentation of about 10 minutes.
· Plan to include aids, such as pictures, as per the template. 
· You can include other such aids as graphs, tables, audio files, audio-visual files, and the like. However, use only what is relevant to your subject matter.
· Your presentation should be engaging and informative. Plan for aids and techniques that can make your presentation interesting.
Presentation Plan Template:

[bookmark: _MON_1713436872]                                                         
[bookmark: _Hlk77941306]Your presentation plan for the first presentation must be presented to your trainer at the latest after your covering Session 3. This is critical for your progress in this unit.
Prepare a draft feedback survey form using the Presentation Survey Template.
· You must properly complete all relevant fields of the Presentation Survey Template. 
· Draft three survey questions to insert on lines 1.H, 1.I, and 1.J.
· Do not rate the points as this will be done by guests attending your presentation.
Presentation Survey Template:

[bookmark: _MON_1713436898]   
Submission. 
The completed Presentation Plan and the completed Draft Presentation Survey Form must be inserted at the end of Task 2. 



	[bookmark: _Toc86390985]  Assessment Task 2 – Part B – Presentation PowerPoint Slides


[bookmark: _Hlk8383926]Develop your presentation PowerPoint slides. 
· You must use the Presentation PowerPoint Template provided in the LMS. 
· Use the results of your research to compose the PowerPoint slides for your presentation.
· Make sure to record the references for your sources.
· Develop and test your presentation for a running time of about 10 minutes.
· Include aids, such as pictures, as per the template. 
· Include other such aids as graphs, tables, audio files, audio-visual files, and the like. However, use only what is relevant to your subject matter and make sure not to have too many slides for the allocated 10 minutes.
· Your presentation should be engaging and informative.
Submission. 
The completed Presentation PowerPoint Slides set must be inserted at the end of Task 2. 


	[bookmark: _Toc86390986]  Assessment Task 2 – Part C – Presentation Delivery


[bookmark: _Hlk1721100]Coordinate with the trainer or assessor to deliver your presentation.
· You must coordinate with the trainer or assessor to organise:
· Any necessary assistance to complete the PowerPoint slides for your presentation.
· Any necessary assistance to prepare for the presentation proper.
· Presentation location or online link.
· Presentation date and time.
Presentation survey.
· You must finalise your Presentation Survey form and make enough copies for at least three members of the audience to complete. You will need to analyse these for Part D.
Assessor presentation notes.
· The assessor must provide you with Presentation Notes that you will need to insert in this Booklet as part of your submission. You may need to use this to assist with your completing the Presentation Self-Evaluation.
Presentation recording.
· It may be possible to request recording of your presentation for your own files.
Submission. 
The Notes provided by your trainer or assessor must be inserted at the end of Task 2. 



	[bookmark: _Toc86390987]  Assessment Task 2 – Part D – Presentation Evaluation


Feedback surveys and analysis.
· You must analyse the feedback surveys collected at the conclusion of your presentation.
· Make sure to analyse both the quantitative sections and the qualitative ones.
· For the quantitative ones, perform a simple statistical analysis highlighting the satisfaction rating per question and a total satisfaction rating as appropriate. 
· For the qualitative ones, perform a short analysis of the comments, aiming to extract the most popular aspects of your presentation.
Presentation self-evaluation.
· Using the feedback from the survey, the assessor’s presentation notes, and your own recollection and notes of the presentation, complete the Presentation Self-evaluation template:

[bookmark: _MON_1713436952]                                                          
Submission. 
The completed Feedback Surveys and Analysis and the completed Self-evaluation must be inserted at the end of Task 2. 



	[bookmark: _Toc86390988]  Assessment Task 2 – Check



	[bookmark: _Hlk73014139]Task 2 Assessment Items
	Submitted
	Inserted Object
	Assessed

	
	Y
	
	S
	NYS

	Presentation Plan for Part A.
	 ☐
	
	☐	☐
	Draft Presentation Survey Form for part A.
	 ☐
	
	☐	☐
	Presentation PowerPoint Slides for Part B.
	 ☐
	
	☐	☐
	Assessor Notes for Part C.
	 ☐
	
	☐	☐
	Feedback Surveys and Analysis for Part D.
	 ☐
	
	☐	☐
	Self-evaluation for Part D.
	 ☐
	
	☐	☐
	Student Comments

	





	[bookmark: _Toc86390989]  Assessment Task 3 – Cover Sheet



	Task Nr
	3
	Header 
	Presentation Two

	Task
	Prepare and deliver presentation two.

	Student to complete
	Assessor to complete 

	Submission 1
	dd/mm/yyyy
	Satisfactory 
	 ☐
	Not Yet Satisfactory
	 ☐

	Submission 2
	dd/mm/yyyy
	Satisfactory 
	 ☐
	Not Yet Satisfactory
	 ☐

	Submission 3
	dd/mm/yyyy
	Satisfactory 
	 ☐
	Not Yet Satisfactory
	 ☐


Student declaration - Insert your name and signature.
I [Insert your name here.] declare that this task is my own work. By this I state that:
· This work has not been completed by any other person but me.
· I have not plagiarised works. 
· I have not colluded with any other student or cheated in completing this task.
· I have correctly referenced all relevant sources. 
· I understand that, if found to be in breach of policy, disciplinary action may be taken against me.
	Student Signature
	


Make sure to keep a copy of your work.
==========================================================================
For Office Use – Submission Received
	Submission 1
	dd/mm/yyyy
	Officer
	

	Submission 2
	dd/mm/yyyy
	Officer
	

	Submission 3
	dd/mm/yyyy
	Officer 
	





	[bookmark: _Toc86390990]  Assessment Task 3 – Assessor Feedback


The assessor must return this feedback with assessment results. 
A copy must be kept on the student record with relevant evidence. 
	Evidence
	Relevance
	S
	NYS
	Comments

	Validity
	Matches the benchmark.
	☐	☐	

	Sufficiency
	Completed with enough detail. 
	☐	☐	

	Currency
	Performed within timeline.
	☐	☐	

	Authenticity
	It is the student’s own work.
	☐	☐	



	Feedback

	

	Assessor Name
	

	Assessor Signature
	

	Date Signed
	dd/mm/yyyy





	[bookmark: _Toc86390991]  Assessment Task 3 – Presentation Two


Task summary
1. There are four parts to this task: 
· In Part A, you will plan your presentation.
· In Part B, you will prepare your presentation.
· In Part C, you will deliver your presentation and request feedback.
· In Part D, you will evaluate your presentation.
What do I need to complete this assessment?
Access to textbooks and other learning materials.
Access to a computer, the Internet, and a web browser.
Access to a recent version of Microsoft Office, including MS Word.
Presentation Plan Template.
Presentation PowerPoint Template.
Presentation Survey Template.
Presentation Self-evaluation Template.
Classroom with a video screen or a Zoom link.
Three guests to be present for the feedback survey.
When do I do this task?
The research and development components of this task may be done in your own time, or you may be given time to do this in class. The presentation will be performed in a classroom or through online communication. Your assessor will advise.
What do I need to submit?
· Presentation Plan for Part A.
· Draft Presentation Survey Form for part A.
· Presentation PowerPoint Slides for Part B.
· Assessor Notes for Part C.
· Feedback Surveys and Analysis for Part D.
· Self-evaluation for Part D.
What do I need to do if my submission is graded as NYS – Not Yet Satisfactory?
If your assessor sees that you did not complete all parts of the task completely and satisfactorily, the details of resubmission will be discussed with you.
Instructions to students
Complete all parts of the assessment task as outlined below.

	[bookmark: _Toc86390992]  Assessment Task 3 – Part A – Presentation Plan


Plan your presentations using the Presentation Plan Template. 
· You must properly complete all fields of the Presentation Plan Template. 
· The general topic will be the same as the one for your first presentation. 
· However, you will now research potential developments for the subject and collect relevant information and documents that you can use for the PowerPoint slides for your presentation.
· Make sure to record the necessary information to reference your sources.
· Plan for a PowerPoint presentation of about 10 minutes.
· Plan to include aids, such as pictures, as per the template. 
· You can include other such aids as graphs, tables, audio files, audio-visual files, and the like. However, use only what is relevant to your subject matter.
· Your presentation should be engaging and informative. Plan for aids and techniques that can make your presentation interesting.
Presentation Plan Template:

[bookmark: _MON_1713436993]                                                        
Prepare a draft feedback survey form using the Presentation Survey Template.
· You must properly complete all relevant fields of the Presentation Survey Template. 
· Draft three survey questions to insert on lines 1.H, 1.I, and 1.J.
· Do not rate the points as this will be done by guests attending your presentation.
Presentation Survey Template:

[bookmark: _MON_1713437007]                                                        
Submission. 
The completed Presentation Plan and the completed Draft Presentation Survey Form must be inserted at the end of Task 3. 



	[bookmark: _Toc86390993]  Assessment Task 3 – Part B – Presentation PowerPoint Slides


Develop your presentation PowerPoint slides. 
· You must use the Presentation PowerPoint Template provided in the LMS. You can edit the presentation you prepared for Part 2, as you would have used that template. 
· Use the results of your research to compose the PowerPoint slides for your presentation.
· Make sure to record the references for your sources.
· Develop and test your presentation for a running time of about 10 minutes.
· Include aids, such as pictures, as per the template. 
· Include other such aids as graphs, tables, audio files, audio-visual files, and the like. However, use only what is relevant to your subject matter and make sure not to have too many slides for the allocated 10 minutes.
· Your presentation should be engaging and informative.
Submission. 
The completed Presentation PowerPoint Slides set must be inserted at the end of Task 3. 


	[bookmark: _Toc86390994]  Assessment Task 3 – Part C – Presentation Delivery


Coordinate with the trainer or assessor to deliver your presentation.
· You must coordinate with the trainer or assessor to organise:
· Any necessary assistance to complete the PowerPoint slides for your presentation.
· Any necessary assistance to prepare for the presentation proper.
· Presentation location or online link.
· Presentation date and time.
Presentation survey.
· You must finalise your Presentation Survey form and make enough copies for at least three members of the audience to complete. You will need to analyse these for Part D.
Assessor presentation notes.
· The assessor must provide you with Presentation Notes that you will need to insert in this Booklet as part of your submission. You may need to use this to assist with your completing the Presentation Self-Evaluation.
Presentation recording.
· It may be possible to request recording of your presentation for your own files.
Submission. 
The Notes provided by your trainer or assessor must be inserted at the end of Task 3. 



	[bookmark: _Toc86390995]  Assessment Task 3 – Part D – Presentation Evaluation


Feedback surveys and analysis.
· You must analyse the feedback surveys collected at the conclusion of your presentation.
· Make sure to analyse both the quantitative sections and the qualitative ones.
· For the quantitative ones, perform a simple statistical analysis highlighting the satisfaction rating per question and a total satisfaction rating as appropriate. 
· For the qualitative ones, perform a short analysis of the comments, aiming to extract the most popular aspects of your presentation.
Presentation self-evaluation.
· Using the feedback from the survey, the assessor’s presentation notes, and your own recollection and notes of the presentation, complete the Presentation Self-evaluation template:

[bookmark: _MON_1713437032]                                                           
Submission. 
The completed Feedback Surveys and Analysis and the completed Self-evaluation must be inserted at the end of Task 3. 



	[bookmark: _Toc86390996]  Assessment Task 3 – Check



	Task 3 Assessment Items
	Submitted
	Inserted Object
	Assessed

	
	Y
	
	S
	NYS

	Presentation Plan for Part A.
	 ☐
	
	☐	☐
	Draft Presentation Survey Form for part A.
	 ☐
	
	☐	☐
	Presentation PowerPoint Slides for Part B.
	 ☐
	
	☐	☐
	Assessor Notes for Part C.
	 ☐
	
	☐	☐
	Feedback Surveys and Analysis for Part D.
	 ☐
	
	☐	☐
	Self-evaluation for Part D.
	 ☐
	
	☐	☐
	Student Comments

	






	[bookmark: _Toc86390997]  Assessment Task 4 – Cover Sheet



	Task Nr
	4
	Header 
	Reflections

	Task
	Complete a short reflection for each session.

	Student to complete
	Assessor to complete 

	Submission 1
	dd/mm/yyyy
	Satisfactory 
	 ☐
	Not Yet Satisfactory
	 ☐

	Submission 2
	dd/mm/yyyy
	Satisfactory 
	 ☐
	Not Yet Satisfactory
	 ☐

	Submission 3
	dd/mm/yyyy
	Satisfactory 
	 ☐
	Not Yet Satisfactory
	 ☐


Student declaration - Insert your name and signature.
I [Insert your name here.] declare that this task is my own work. By this I state that:
· This work has not been completed by any other person but me.
· I have not plagiarised works. 
· I have not colluded with any other student or cheated in completing this task.
· I have correctly referenced all relevant sources. 
· I understand that, if found to be in breach of policy, disciplinary action may be taken against me.
	Student Signature
	


Make sure to keep a copy of your work.
==========================================================================
For Office Use – Submission Received
	Submission 1
	dd/mm/yyyy
	Officer
	

	Submission 2
	dd/mm/yyyy
	Officer
	

	Submission 3
	dd/mm/yyyy
	Officer 
	





	[bookmark: _Toc86390998]  Assessment Task 4 – Assessor Feedback


The assessor must return this feedback with assessment results. 
A copy must be kept on the student record with relevant evidence. 
	Evidence
	Relevance
	S
	NYS
	Comments

	Validity
	Matches the benchmark.
	☐	☐	

	Sufficiency
	Completed with enough detail. 
	☐	☐	

	Currency
	Performed within timeline.
	☐	☐	

	Authenticity
	It is the student’s own work.
	☐	☐	



	Feedback

	

	Assessor Name
	

	Assessor Signature
	

	Date Signed
	dd/mm/yyyy





	[bookmark: _Toc86390999]  Assessment Task 4 – Reflections


Task summary
1. You must complete and submit a short reflection for each session of the unit.
1. You must keep a copy of each of these reflections, as you may need to use them for a Research Report in another unit.
What do I need to complete this assessment?
Access to textbooks and other learning materials.
Access to a computer, the Internet, and a web browser.
Access to a recent version of Microsoft Office, including MS Word.
Session Reflection Template
When do I do this task?
The reflection should be complete at the end of each session or as soon as possible afterwards.
What do I need to submit?
Your completed Session Reflection Template for each session. 
What do I need to do if my submission is graded as NYS – Not Yet Satisfactory?
If your assessor sees that you did not complete all parts of the task completely and satisfactorily, the details of resubmission will be discussed with you. 
Instructions to students
· Using the Session Reflection Template below, record a short reflection on each of the sessions of the unit.

[bookmark: _MON_1713437087]                                                    
· Remember that you should aim to complete each one of these reflection at the end of each session or as soon as possible afterwards.
Support. 
· If unsure about any aspect of what is required for Task 4, request support from your trainer.
· If in doubt about how to progress, contact Student Services.
Submission. 
· A completed Session Reflection Template for each session of the unit must be inserted at the end of Task 4. So, for this unit you need to insert six reflections.
· Remember to keep a copy of each of these reflections, as you may need to use them for a Research Report in another unit.
	[bookmark: _Toc86391000]  Assessment Task 4 – Check



	Task 4 Assessment Items
	Submitted
	Inserted Object
	Assessed

	
	Y
	
	S
	NYS

	Completed Session Reflection for Session 1.
	 ☐
	
	☐	☐
	Completed Session Reflection for Session 2.
	 ☐
	
	☐	☐
	Completed Session Reflection for Session 3.
	 ☐
	
	☐	☐
	Completed Session Reflection for Session 4.
	 ☐
	
	☐	☐
	Completed Session Reflection for Session 5.
	 ☐
	
	☐	☐
	Completed Session Reflection for Session 6.
	 ☐
	
	☐	☐
	Student Comments
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A01 – Presentation – Plan  

Unit

		Unit Code

		



		Unit Title

		



		Delivery Code

		[Ask the trainer]





Assessment

		Task Nr

		Nr

		Task Header 

		As per header specified for the task.



		Part Id

		Letter

		Part Header

		As per header specified for the part.





Presenter

		Student Number

		…



		Student Name

		Full name



		Student Signature

		Full name or signature

		Date 

		dd/mm/yyyy





Presentation

		Topic

		The subject matter of the presentation.



		Title

		The title of the presentation. Something catchy.



		Outcomes



		List of at least two things the audience will get from the presentation, in terms of understanding of the subject matter.



		Strategy



		Outline of the presentation strategy, such as a ten-minute individual presentation. Can be a group presentation, a demonstration, a role-play, and other relevant approach.



		Method



		Listing of techniques such as live, or online, presentation using PowerPoint, samples, handouts, surveys, etcetera. 



		Audience Type and Needs



		Students of the unit and possible guests. They require a presentation in plain English and using some visual material, and possible some sound or voice-over.



		Audience Expectations



		They may want to know about the subject matter as it is about something that is relevant to them… detail or example.



		Presentation Aids:

		List of aids tools such as PowerPoint, Internet, videos, posters, handouts, samples, etcetera.



		Other Resources



		List of location, equipment, staff, health and safety arrangements, first aid, etcetera.



		Introduction



		Outline including the topic and one or more of the following: questions, quotes, astonishing statistics or facts, etcetera.



		Techniques to Support Interest



		Outline one or more of the following: audio-visual content, questioning, audience activity, humour, personal story, suspense, surprise, etcetera.



		Outline of Content



		In point form, outline of the sequence of elements of the content. Including the following:

Introduction, including welcome statement.

At least three key points; possibly with brief description.

Conclusion, including summary of key points, and call to action.



		Feedback Techniques

		Assessor observation notes, audience survey, discussion with assessor, self-reflection, and other if relevant.



		Additional Comments



		As may be relevant in view of presentation content, format, circumstances, etcetera.
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dd/mm/yyyy



 



Presentation



 



Topic



 



The subject matter of the presentation.



 



Title



 



The title of the presentation. Something catchy.



 



Outcomes



 



 



List of at least two things the audience will get from the 



presentation, in terms of understanding of the subject 



matter.



 



Strategy



 



 



Outline of the presentation strategy, such as a ten



-



minute individual presentation. Can be a group 



presentation, a demonstration, a role



-



play, and other 



relevant approach.



 



Method



 



 



Listing of techniques such as live, or online, 



presentation using PowerPoint, samples, handouts, 
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Audience Type and Needs



 



 



Students of the unit and possible guests. They require a 



presentation in plain English and using some vis



ual 



material, and possible some sound or voice
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over.



 



Audience Expectations



 



 



They may want to know about the subject matter as it is 



about something that is relevant to them… detail or 



example.
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Unit Code   


Unit Title   


Delivery Code  [Ask the trainer]  


Assessment  


Task Nr  Nr  Task Header   As per header specified for the task.  


Part Id  Letter  Part Header  As per header specified for the part.  


Presenter  


Student Number  …  


Student Name  Full  name  


Student Signature  Full name or signature  Date    dd/mm/yyyy  


Presentation  


Topic  The subject matter of the presentation.  


Title  The title of the presentation. Something catchy.  


Outcomes    List of at least two things the audience will get from the  presentation, in terms of understanding of the subject  matter.  


Strategy    Outline of the presentation strategy, such as a ten - minute individual presentation. Can be a group  presentation, a demonstration, a role - play, and other  relevant approach.  


Method    Listing of techniques such as live, or online,  presentation using PowerPoint, samples, handouts,  surveys, etcetera.   


Audience Type and Needs    Students of the unit and possible guests. They require a  presentation in plain English and using some vis ual  material, and possible some sound or voice - over.  


Audience Expectations    They may want to know about the subject matter as it is  about something that is relevant to them… detail or  example.  
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A03 – Presentation – Survey 

Unit

		Unit Code

		



		Unit Title

		



		Delivery Code

		[As the trainer.]





Assessment

		Task Nr

		Nr

		Task Header 

		As per header specified for the task.



		Part Id

		Letter

		Part Header

		As per header specified for the part.





Presenter

		Student Number

		…



		Student Name

		Full name



		Student Signature

		Full name or signature

		Date 

		dd/mm/yyyy





Presentation

		Title

		



		Location

		

		Date

		dd/mm/yyyy





Audience

		Student Number

		…



		Student Name

		



		Student Signature

		





1. Rate the following from 1 (poor) to 5 (very good), tick one box per line.

		

		1

		2

		3

		4

		5



		1.A. Clarity of presentation

		☐		☐		☐		☐		☐

		1.B. Quality of PowerPoint slides 

		☐		☐		☐		☐		☐

		1.C. Quality of photos and pictures

		☐		☐		☐		☐		☐

		1.D. Quality of written text 

		☐		☐		☐		☐		☐

		1.E. Relevance of statistics, numbers, data…

		☐		☐		☐		☐		☐

		1.F. Novelty and originality of information

		☐		☐		☐		☐		☐

		1.G. Length of presentation

		☐		☐		☐		☐		☐

		1.H. [insert an additional point]

		☐		☐		☐		☐		☐

		1.I. [insert an additional point]

		☐		☐		☐		☐		☐

		1.J. [insert an additional point]

		☐		☐		☐		☐		☐

		Total (for use by the presenter)

		

		

		

		

		





2. What did you like the most about the presentation?

		





3. What part of the topic did you prefer?

		





4. Further to the presentation would you consider doing, using, or buying what was recommended; tick one box? Explain if you wish.

		Definitely not

		I do not know

		Maybe yes

		Probably yes

		Definitely yes



		☐		☐		☐		☐		☐



5. How would you explain why you gave the rating at question 4 above? 

		





Thank you.
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dd/mm/yyyy
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Student Number



 



…



 



Student Name
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Rate the following from 1 (poor) to 5 (very good), tick one 



box per line.
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1.D. Quality of written text 



 



?



 



?



 



?



 



?



 



?



 



1.E. 



Relevance of statistics, numbers, data…



 



?



 



?



 



?



 



?



 



?



 



1.F. Novelty and originality of information



 



?



 



?



 



?



 



?



 



?



 






VET  –   Template   –   OSS     A0 3   –   Presentation  –   Survey     VET Template  –   OSS  –   A03  –   Presentation  –   Survey  –   202 2 0801   |  Page  1   of  2   Unit  


Unit Code   


Unit Title   


Delivery Code  [As the trai n er.]  


Assessment  


Task Nr  Nr  Task Header   As per header specified for the task.  


Part Id  Letter  Part Header  As per header specified for the part.  


Presenter  


Student Number  …  


Student Name  Full name  


Student Signature  Full name or signature  Date   dd/mm/yyyy  


Presentation  


Title   


Location   Date  dd/mm/yyyy  


Audience  


Student Number  …  


Student Name   


Student Signature   


1.   Rate the following from 1 (poor) to 5 (very good), tick one  box per line.  


 1  2  3  4  5  


1.A. Clarity of presentation  ?  ?  ?  ?  ?  


1.B. Quality of PowerPoint slides   ?  ?  ?  ?  ?  


1.C. Quality of photos and pictures  ?  ?  ?  ?  ?  


1.D. Quality of written text   ?  ?  ?  ?  ?  


1.E.  Relevance of statistics, numbers, data…  ?  ?  ?  ?  ?  


1.F. Novelty and originality of information  ?  ?  ?  ?  ?  



image5.emf
OSS_P_UV0_TPLOSS A03_PresentationSurvey_20210801.docx


OSS_P_UV0_TPLOSSA03_PresentationSurvey_20210801.docx
[bookmark: _Hlk85265539][bookmark: _Hlk85265540][image: Logo, company name

Description automatically generated]VET – Template – OSS 

A03 – Presentation – Survey 

Unit

		Unit Code

		



		Unit Title

		



		Delivery Code

		[As the trainer.]





Assessment

		Task Nr

		Nr

		Task Header 

		As per header specified for the task.



		Part Id

		Letter

		Part Header

		As per header specified for the part.





Presenter

		Student Number

		…



		Student Name

		Full name



		Student Signature

		Full name or signature

		Date 

		dd/mm/yyyy





Presentation

		Title

		



		Location

		

		Date

		dd/mm/yyyy





Audience

		Student Number

		…



		Student Name

		



		Student Signature

		





1. Rate the following from 1 (poor) to 5 (very good), tick one box per line.

		

		1

		2

		3

		4

		5



		1.A. Clarity of presentation

		☐		☐		☐		☐		☐

		1.B. Quality of PowerPoint slides 

		☐		☐		☐		☐		☐

		1.C. Quality of photos and pictures

		☐		☐		☐		☐		☐

		1.D. Quality of written text 

		☐		☐		☐		☐		☐

		1.E. Relevance of statistics, numbers, data…

		☐		☐		☐		☐		☐

		1.F. Novelty and originality of information

		☐		☐		☐		☐		☐

		1.G. Length of presentation

		☐		☐		☐		☐		☐

		1.H. [insert an additional point]

		☐		☐		☐		☐		☐

		1.I. [insert an additional point]

		☐		☐		☐		☐		☐

		1.J. [insert an additional point]

		☐		☐		☐		☐		☐

		Total (for use by the presenter)

		

		

		

		

		





2. What did you like the most about the presentation?

		





3. What part of the topic did you prefer?

		





4. Further to the presentation would you consider doing, using, or buying what was recommended; tick one box? Explain if you wish.

		Definitely not

		I do not know

		Maybe yes

		Probably yes

		Definitely yes



		☐		☐		☐		☐		☐



5. How would you explain why you gave the rating at question 4 above? 

		





Thank you.
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Rate the following from 1 (poor) to 5 (very good), tick one 



box per line.
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Unit Code   


Unit Title   


Delivery Code  [As the trai n er.]  


Assessment  


Task Nr  Nr  Task Header   As per header specified for the task.  


Part Id  Letter  Part Header  As per header specified for the part.  


Presenter  


Student Number  …  


Student Name  Full name  


Student Signature  Full name or signature  Date   dd/mm/yyyy  


Presentation  


Title   


Location   Date  dd/mm/yyyy  


Audience  


Student Number  …  


Student Name   


Student Signature   


1.   Rate the following from 1 (poor) to 5 (very good), tick one  box per line.  


 1  2  3  4  5  


1.A. Clarity of presentation  ?  ?  ?  ?  ?  


1.B. Quality of PowerPoint slides   ?  ?  ?  ?  ?  


1.C. Quality of photos and pictures  ?  ?  ?  ?  ?  


1.D. Quality of written text   ?  ?  ?  ?  ?  


1.E.  Relevance of statistics, numbers, data…  ?  ?  ?  ?  ?  


1.F. Novelty and originality of information  ?  ?  ?  ?  ?  
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A01 – Presentation – Plan  

Unit

		Unit Code

		



		Unit Title

		



		Delivery Code

		[Ask the trainer]





Assessment

		Task Nr

		Nr

		Task Header 

		As per header specified for the task.



		Part Id

		Letter

		Part Header

		As per header specified for the part.





Presenter

		Student Number

		…



		Student Name

		Full name



		Student Signature

		Full name or signature

		Date 

		dd/mm/yyyy





Presentation

		Topic

		The subject matter of the presentation.



		Title

		The title of the presentation. Something catchy.



		Outcomes



		List of at least two things the audience will get from the presentation, in terms of understanding of the subject matter.



		Strategy



		Outline of the presentation strategy, such as a ten-minute individual presentation. Can be a group presentation, a demonstration, a role-play, and other relevant approach.



		Method



		Listing of techniques such as live, or online, presentation using PowerPoint, samples, handouts, surveys, etcetera. 



		Audience Type and Needs



		Students of the unit and possible guests. They require a presentation in plain English and using some visual material, and possible some sound or voice-over.



		Audience Expectations



		They may want to know about the subject matter as it is about something that is relevant to them… detail or example.



		Presentation Aids:

		List of aids tools such as PowerPoint, Internet, videos, posters, handouts, samples, etcetera.



		Other Resources



		List of location, equipment, staff, health and safety arrangements, first aid, etcetera.



		Introduction



		Outline including the topic and one or more of the following: questions, quotes, astonishing statistics or facts, etcetera.



		Techniques to Support Interest



		Outline one or more of the following: audio-visual content, questioning, audience activity, humour, personal story, suspense, surprise, etcetera.



		Outline of Content



		In point form, outline of the sequence of elements of the content. Including the following:

Introduction, including welcome statement.

At least three key points; possibly with brief description.

Conclusion, including summary of key points, and call to action.



		Feedback Techniques

		Assessor observation notes, audience survey, discussion with assessor, self-reflection, and other if relevant.



		Additional Comments



		As may be relevant in view of presentation content, format, circumstances, etcetera.
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Page 
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of 
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Unit



 



Unit Code



 



 



Unit Title



 



 



Delivery Code



 



[Ask the trainer]



 



Assessment



 



Task Nr



 



Nr



 



Task Header 



 



As per header specified for the task.



 



Part Id



 



Letter



 



Part Header



 



As per header specified for the part.



 



Presenter



 



Student Number



 



…



 



Student Name



 



Full 



name



 



Student Signature



 



Full name or signature



 



Date



 



 



dd/mm/yyyy



 



Presentation



 



Topic



 



The subject matter of the presentation.



 



Title



 



The title of the presentation. Something catchy.



 



Outcomes



 



 



List of at least two things the audience will get from the 



presentation, in terms of understanding of the subject 



matter.



 



Strategy



 



 



Outline of the presentation strategy, such as a ten



-



minute individual presentation. Can be a group 



presentation, a demonstration, a role



-



play, and other 



relevant approach.



 



Method



 



 



Listing of techniques such as live, or online, 



presentation using PowerPoint, samples, handouts, 



surveys, etcetera. 



 



Audience Type and Needs



 



 



Students of the unit and possible guests. They require a 



presentation in plain English and using some vis



ual 



material, and possible some sound or voice



-



over.



 



Audience Expectations



 



 



They may want to know about the subject matter as it is 



about something that is relevant to them… detail or 



example.
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Unit Code   


Unit Title   


Delivery Code  [Ask the trainer]  


Assessment  


Task Nr  Nr  Task Header   As per header specified for the task.  


Part Id  Letter  Part Header  As per header specified for the part.  


Presenter  


Student Number  …  


Student Name  Full  name  


Student Signature  Full name or signature  Date    dd/mm/yyyy  


Presentation  


Topic  The subject matter of the presentation.  


Title  The title of the presentation. Something catchy.  


Outcomes    List of at least two things the audience will get from the  presentation, in terms of understanding of the subject  matter.  


Strategy    Outline of the presentation strategy, such as a ten - minute individual presentation. Can be a group  presentation, a demonstration, a role - play, and other  relevant approach.  


Method    Listing of techniques such as live, or online,  presentation using PowerPoint, samples, handouts,  surveys, etcetera.   


Audience Type and Needs    Students of the unit and possible guests. They require a  presentation in plain English and using some vis ual  material, and possible some sound or voice - over.  


Audience Expectations    They may want to know about the subject matter as it is  about something that is relevant to them… detail or  example.  
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Description automatically generated]VET – Template – OSS 

A03 – Presentation – Survey 

Unit

		Unit Code

		



		Unit Title

		



		Delivery Code

		[As the trainer.]





Assessment

		Task Nr

		Nr

		Task Header 

		As per header specified for the task.



		Part Id

		Letter

		Part Header

		As per header specified for the part.





Presenter

		Student Number

		…



		Student Name

		Full name



		Student Signature

		Full name or signature

		Date 

		dd/mm/yyyy





Presentation

		Title

		



		Location

		

		Date

		dd/mm/yyyy





Audience

		Student Number

		…



		Student Name

		



		Student Signature

		





1. Rate the following from 1 (poor) to 5 (very good), tick one box per line.

		

		1

		2

		3

		4

		5



		1.A. Clarity of presentation

		☐		☐		☐		☐		☐

		1.B. Quality of PowerPoint slides 

		☐		☐		☐		☐		☐

		1.C. Quality of photos and pictures

		☐		☐		☐		☐		☐

		1.D. Quality of written text 

		☐		☐		☐		☐		☐

		1.E. Relevance of statistics, numbers, data…

		☐		☐		☐		☐		☐

		1.F. Novelty and originality of information

		☐		☐		☐		☐		☐

		1.G. Length of presentation

		☐		☐		☐		☐		☐

		1.H. [insert an additional point]

		☐		☐		☐		☐		☐

		1.I. [insert an additional point]

		☐		☐		☐		☐		☐

		1.J. [insert an additional point]

		☐		☐		☐		☐		☐

		Total (for use by the presenter)

		

		

		

		

		





2. What did you like the most about the presentation?

		





3. What part of the topic did you prefer?

		





4. Further to the presentation would you consider doing, using, or buying what was recommended; tick one box? Explain if you wish.

		Definitely not

		I do not know

		Maybe yes

		Probably yes

		Definitely yes



		☐		☐		☐		☐		☐



5. How would you explain why you gave the rating at question 4 above? 

		





Thank you.
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Unit



 



Unit Code



 



 



Unit Title



 



 



Delivery Code



 



[As the trai



n



er.]



 



Assessment



 



Task Nr



 



Nr



 



Task Header 



 



As per header specified for the task.



 



Part Id



 



Letter



 



Part Header



 



As per header specified for the part.



 



Presenter



 



Student Number



 



…



 



Student Name



 



Full name



 



Student Signature



 



Full name or signature



 



Date 



 



dd/mm/yyyy



 



Presentation



 



Title



 



 



Location



 



 



Date



 



dd/mm/yyyy



 



Audience



 



Student Number



 



…



 



Student Name



 



 



Student Signature



 



 



1.



 



Rate the following from 1 (poor) to 5 (very good), tick one 



box per line.



 



 



1



 



2



 



3



 



4



 



5



 



1.A. Clarity of presentation



 



?



 



?



 



?



 



?



 



?



 



1.B. Quality of PowerPoint slides 



 



?



 



?



 



?



 



?



 



?



 



1.C. Quality of photos and pictures



 



?



 



?



 



?



 



?



 



?



 



1.D. Quality of written text 



 



?



 



?



 



?



 



?



 



?



 



1.E. 



Relevance of statistics, numbers, data…



 



?



 



?



 



?



 



?



 



?



 



1.F. Novelty and originality of information



 



?



 



?



 



?



 



?



 



?
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Unit Code   


Unit Title   


Delivery Code  [As the trai n er.]  


Assessment  


Task Nr  Nr  Task Header   As per header specified for the task.  


Part Id  Letter  Part Header  As per header specified for the part.  


Presenter  


Student Number  …  


Student Name  Full name  


Student Signature  Full name or signature  Date   dd/mm/yyyy  


Presentation  


Title   


Location   Date  dd/mm/yyyy  


Audience  


Student Number  …  


Student Name   


Student Signature   


1.   Rate the following from 1 (poor) to 5 (very good), tick one  box per line.  


 1  2  3  4  5  


1.A. Clarity of presentation  ?  ?  ?  ?  ?  


1.B. Quality of PowerPoint slides   ?  ?  ?  ?  ?  


1.C. Quality of photos and pictures  ?  ?  ?  ?  ?  


1.D. Quality of written text   ?  ?  ?  ?  ?  


1.E.  Relevance of statistics, numbers, data…  ?  ?  ?  ?  ?  


1.F. Novelty and originality of information  ?  ?  ?  ?  ?  
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Description automatically generated]VET – Template – OSS 

A04 – Presentation – Self-evaluation 

Unit

		Unit Code

		



		Unit Title

		



		Delivery Code

		[Ask your trainer.]





Assessment

		Task Nr

		[Nr]

		Task Header 

		[As per header specified for the task.]



		Part Id

		[Letter]

		Part Header

		[As per header specified for the part.]





Presenter

		Student Number

		…



		Student Name

		Full name



		Student Signature

		Full name or signature

		Date 

		dd/mm/yyyy





Presentation

		Title

		



		Location

		

		Date

		dd/mm/yyyy





[bookmark: _Hlk73352985]Survey Responses

Below, summarise the results of the Presentation Survey responses. Start with the statistical analysis of the rated questions (item 1). Each column is for one of the responses; up to seven. Then enter a short analysis of the qualitative answers (items 2 to 5)

		Item 1 – Rated responses – Use up to 7. 

		1

		2

		3

		4

		5

		6

		7

		Sum

		Avg



		1.A. Clarity of presentation

		

		

		

		

		

		

		

		

		



		1.B. Quality of PowerPoint slides 

		

		

		

		

		

		

		

		

		



		1.C. Quality of photos and pictures

		

		

		

		

		

		

		

		

		



		1.D. Quality of written text 

		

		

		

		

		

		

		

		

		



		1.E. Relevance of statistics, numbers, data

		

		

		

		

		

		

		

		

		



		1.F. Novelty and originality of information

		

		

		

		

		

		

		

		

		



		1.G. Length of presentation

		

		

		

		

		

		

		

		

		



		1.H. [insert an additional point]

		

		

		

		

		

		

		

		

		



		1.I. [insert an additional point]

		

		

		

		

		

		

		

		

		



		1.J. [insert an additional point]

		

		

		

		

		

		

		

		

		



		Total (Sum)

		

		

		

		

		

		

		

		

		



		Average (Avg)

		

		

		

		

		

		

		

		

		







		Item 1 – Rated responses – What do the responses above tell you?



		







		Items 2 to 5 – Qualitative responses analysis.



		





Assessor Notes

Below, analyse the feedback provided by the assessor in the Assessor Notes. Start with the statistical analysis of the rated questions (item 1); total and average. Then enter a short analysis of the qualitative answers (items 2 to 5)

		Item 1 – Rated responses.

		Rating



		1.A. Clarity of presentation

		



		1.B. Quality of PowerPoint slides 

		



		1.C. Quality of photos and pictures

		



		1.D. Quality of written text 

		



		1.E. Relevance of statistics, numbers, data…

		



		1.F. Novelty and originality of information

		



		1.G. Length of presentation

		



		1.H. Quality of general interaction with audience 

		



		1.I. Quality of encouragement to audience feedback. 

		



		1.J. Quality of reaction to audience feedback.

		



		Total

		



		Average

		







		Item 1 – Rated responses – What do the responses above tell you?



		







		Items 2 to 5 – Qualitative responses analysis.



		





Self-analysis

Read the questions below to give yourself ideas on what to address. Make notes on how you think you went and then record any areas that you need to improve on.

		Evaluation Factors

		Y/N

		Evaluation Notes

		Suggested Improvements



		Preparedness and organisation



		· Did you know your topic well?

		

		

		



		· Were your well prepared?

		

		

		



		· Was your information in a logical order?

		

		

		



		Introduction



		· Did you introduce yourself?

		

		

		



		· Did you outline housekeeping and safety?

		

		

		



		· Did you outline expected outcomes?

		

		

		



		· Did you grab the audience's attention straight away?

		

		

		



		Key Points



		· Did you list the key points?

		

		

		



		· Did you expand on the key points on separate pages?

		

		

		



		· Did you do this in the planned sequence?

		

		

		



		· Did you remain on message?

		

		

		



		Conclusion



		· Did you summarise the content?

		

		

		



		· Did you call to action? 

		

		

		



		· Did the audience react in a noticeable way?

		

		

		



		Time



		· Did you stay within the time limit?

		

		

		



		Voice



		· Were your tone and volume appropriate? 

		

		

		



		· Did you speak at an appropriate pace? 

		

		

		



		Presentation Aids and Technology



		· Did you use the technology correctly and effectively?

		

		

		



		· Did you expand on the PowerPoint slides?

		

		

		



		· Were presentation aids effective?

		

		

		



		· Were your handouts, if any, effective?

		

		

		



		Audience Involvement



		· Did you maintain eye contact?

		

		

		



		· Did you ask questions?

		

		

		



		· Did you use a range of activities to keep the audience interested?

		

		

		



		· Did the audience express interest?

		

		

		



		General Observations



		· What did not work as expected?

		



		· What worked particularly well?

		





[bookmark: _Hlk73353892]

		General comment. What do the responses above tell you?



		







		Assessment

		S

		NYS



		The self-evaluation is

		☐		☐

		Assessor Name

		



		Assessor Signature

		

		Date

		dd/mm/yyyy
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of 



2



 



Unit



 



Unit Code



 



 



Unit Title



 



 



Delivery Code



 



[Ask your trainer.]



 



Assessment



 



Task Nr



 



[Nr]



 



Task 



Header 



 



[As per header specified for the task.]



 



Part Id



 



[Letter]



 



Part Header



 



[As per header specified for the part.]



 



Presenter



 



Student 



Number



 



…



 



Student Name



 



Full name



 



Student Signature



 



Full name or signature



 



Date 



 



dd/mm/yyyy



 



Presentation



 



Title



 



 



Location



 



 



Date



 



dd/mm/yyyy



 



Survey Responses



 



Below, summarise the results of the Presentation Survey responses. Start with the 



statistical 



analysis of the rated questions (item 1). Each column is for one of the responses



; up to seven



. 



Then



 



enter a short analysis of the qualitative answers (items 2 to 5)



 



Item 1 



–



 



Rated r



esponses 



–



 



Use 



up 



to 



7



.



 



 



1



 



2



 



3



 



4



 



5



 



6



 



7



 



Sum



 



Avg



 



1.A. 



Clarity of presentation



 



 



 



 



 



 



 



 



 



 



1.B. Quality of PowerPoint slides 



 



 



 



 



 



 



 



 



 



 



1.C. Quality of photos and pictures



 



 



 



 



 



 



 



 



 



 



1.D. Quality of written text 



 



 



 



 



 



 



 



 



 



 



1.E. Relevance of statistics, numbers, 



dat



a



 



 



 



 



 



 



 



 



 



 



1.F. Novelty and 



originality of 



information
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Unit Code   


Unit Title   


Delivery Code  [Ask your trainer.]  


Assessment  


Task Nr  [Nr]  Task  Header   [As per header specified for the task.]  


Part Id  [Letter]  Part Header  [As per header specified for the part.]  


Presenter  


Student  Number  …  


Student Name  Full name  


Student Signature  Full name or signature  Date   dd/mm/yyyy  


Presentation  


Title   


Location   Date  dd/mm/yyyy  


Survey Responses   Below, summarise the results of the Presentation Survey responses. Start with the  statistical  analysis of the rated questions (item 1). Each column is for one of the responses ; up to seven .  Then   enter a short analysis of the qualitative answers (items 2 to 5)  


Item 1  –   Rated r esponses  –   Use  up  to  7 .    1  2  3  4  5  6  7  Sum  Avg  


1.A.  Clarity of presentation           


1.B. Quality of PowerPoint slides            


1.C. Quality of photos and pictures           


1.D. Quality of written text            


1.E. Relevance of statistics, numbers,  dat a           


1.F. Novelty and  originality of  information           
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Description automatically generated]VET – Template – OSS 

B01 – Session Reflection

Unit

		Unit Code

		



		Unit Title

		



		Delivery Code

		





Session

		Session Nr

		Nr

		Header 

		As per header specified for the task.





Student

		Number

		…



		Name

		Full name



		Signature

		Full name or signature

		Date 

		dd/mm/yyyy





Reflection

Reflect on the session material and any activity you may have been part of. Write one or two sentences for each of the points below. Aim for a minimum 15 words and a maximum 30 words for each point.

		Most Interesting

		[Write one or two sentences here.]



		Most Useful

		[Write one or two sentences here.]



		Least Useful

		[Write one or two sentences here.]



		A Question

		[Write one or two sentences here.]





[bookmark: _Hlk71894245]

		Any Comments

		[This field is optional.]





Trainer To Complete

		Comments

		



		Trainer Name

		



		Trainer Signature

		

		Date

		dd/mm/yyyy
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of 



1



 



Unit



 



Unit Code



 



 



Unit Title



 



 



Delivery Code



 



 



Session



 



Session 



Nr



 



Nr



 



Header



 



 



As per header specified for the task.



 



Student



 



Number



 



…



 



Name



 



Full name



 



Signature



 



Full name or signature



 



Date



 



 



dd/mm/yyyy



 



Reflection



 



Reflect on the 



s



ession material and any activity you may have been part of. Write one or two 



sentence



s 



for each of the points below. 



Aim for a m



inimum 15 words



 



and a maximum 30 words 



for each point.



 



Most Interesting



 



[



Write one or two sentences here.]



 



Most



 



Useful



 



[



Write one or two sentences here.]



 



Least Useful



 



[



Write one or two sentences here.]



 



A Question



 



[



Write one or two sentences here.]



 



 



Any 



Comment



s



 



[This field is optional.]



 



Trainer



 



To Complete



 



Comments



 



 



Trainer Name



 



 



Trainer Signature



 



 



Date



 



dd/mm/yyyy



 



 



© 202



2



 



OSS Education / Pierre Van Osselaer 202



2



0801
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Unit Code   


Unit Title   


Delivery Code   


Session  


Session  Nr  Nr  Header    As per header specified for the task.  


Student  


Number  …  


Name  Full name  


Signature  Full name or signature  Date    dd/mm/yyyy  


Reflection   Reflect on the  s ession material and any activity you may have been part of. Write one or two  sentence s  for each of the points below.  Aim for a m inimum 15 words   and a maximum 30 words  for each point.  


Most Interesting  [ Write one or two sentences here.]  


Most   Useful  [ Write one or two sentences here.]  


Least Useful  [ Write one or two sentences here.]  


A Question  [ Write one or two sentences here.]  


 


Any  Comment s  [This field is optional.]  


Trainer   To Complete  


Comments   


Trainer Name   


Trainer Signature   Date  dd/mm/yyyy  


  © 202 2   OSS Education / Pierre Van Osselaer 202 2 0801    
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Description automatically generated]VET – Agreement 

Student Assessment

		[bookmark: _Hlk73794987]Student Number

		



		Student Full Name

		



		Course Code

		



		Course Title

		



		Unit Code

		



		Unit Title

		



		Primary Trainer

		[Ask the trainer.]



		Unit Delivery Code

		[Ask the trainer.]



		Date Due

		dd/mm/yyyy [Ask the trainer.]



		Deadline

		dd/mm/yyyy [Ask the trainer. No submission after.]





[bookmark: _Hlk73353892][bookmark: _Hlk71894245]

		  Assessment Plan





You must satisfactory complete all tasks in the Assessment Booklet to achieve competency.

		  Assessment Due Date





Write the due date for submission of your completed Assessment Booklet in the table below.

		Complete and Submit the Assessment Booklet

		Due Date



		Aim to upload onto to the LMS your first submission by 

		dd/mm/yyyy





If you need to resubmit, the resubmission must be no later than the deadline.

		  Assessment Submission Deadline





Write the deadline for submission of your completed Assessment Booklet in the table below.

		Complete and Submit the Assessment Booklet

		Deadline



		Your final submission must be uploaded to the LMS no later than 

		dd/mm/yyyy





Submissions after the deadline may be rejected and you may be graded as Not Yet Competent for the unit, which means that would need to do the unit again.

		[bookmark: _Toc26885072][bookmark: _Toc66869828][bookmark: _Toc77664103]  Important Definitions





[bookmark: _Toc243793714]Competency

“Competency means the consistent application of knowledge and skill to the standard of performance required in the workplace. It embodies the ability to transfer and apply skills and knowledge to new situations and environments.”[footnoteRef:1] [1:  Users’ Guide: Standards for Registered Training Organisations (RTOs) 2015] 


Assessment

[bookmark: _Toc243793715]Assessment is “the process of collecting evidence and making judgements on whether competency has been achieved, to confirm that an individual can perform to the standard required in the workplace, as specified in a training package or VET accredited course.”[footnoteRef:2] [2:  Ibid] 


Dimensions of competency 

To be competent, you must show the ability to perform effectively in a broad capacity. The dimensions of competency ensure that you are being assessed for the skills to perform competently in a variety of different circumstances. To be competent, you must demonstrate the following:

· Task Skills: The skills needed to perform a task at an acceptable level. They include knowledge and practical skills; usually described in the performance criteria.

· Task Management Skills: These are skills in organising and coordinating, which are needed to be able to work competently while managing several tasks or activities within a job.

· Contingency Skills: The skills needed to respond and react appropriately to unexpected problems, changes in routine and breakdowns while also performing competently.

· Job Role and Environment Skills: The skills needed to perform as expected in a job, position, location and with others. These skills may be described in the range of variables and underpinning skills and knowledge.

· Transfer Skills: The ability to transfer skills and knowledge to new situations and contexts.




		[bookmark: _Toc26885073][bookmark: _Toc66869829][bookmark: _Toc77664104]  Principles of Assessment





Assessment are conducted in accordance with the appropriate principles of assessment and the rules of evidence. The principles of assessment include the following.

· Validity:

Each task has been mapped to Unit of Competency requirements.

Assessment tasks are varied and are required to be completed timely and, where required, on several occasions. Practical observations provide opportunities for you to demonstrate both knowledge and skills.

· Reliability:

The unit Marking Guide provides benchmark answers for the assessment tasks to ensure accuracy and consistency in the assessment decision-making process.

· Flexibility:

A range of various unit-relevant assessment methods are provided and may be adjusted to cater for special considerations and changes to relevant industry practices.

· Fairness:

You are required to sign the present Student Assessment Agreement. In this agreement, you can state if you have any special needs or considerations that may affect your ability to complete the assessments. Any reasonable adjustments will be noted in your Student Assessment Record.

Please note the appeals process. Contact your trainer or student services if you are in doubt as to any of the principles, including the right to appeal.
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Assessment are conducted in accordance with the following rules of evidence.

· Validity:

The unit Marking Guide provides a set of benchmark responses. Assessors must record the final assessment outcomes for each task in your Student Assessment Record. Assessor observations require the assessor to watch you complete specific activities in which you can demonstrate the skills and knowledge required.

· Sufficiency:

The unit competency map and the Unit Assessment Plan demonstrate how assessment tasks align with unit of competency requirements. Tasks may require you to demonstrate assessment over time and sometimes more than once. These requirements will be made clear in the relevant assessment task. 





· Currency:

Evidence for each assessment task will be gathered over the duration of the unit. Workplace-based tasks or simulations thereof, if applicable, will allow you to draw from current workplace conditions and experiences. You will be able to use appropriate technologies, tools, and equipment specific to industry practices.

· Authenticity:

You are required to sign the Assessment Task Cover Sheet, indicating that the work you submit for assessment is your own. Practical classroom tasks and workplace observations, if applicable, ensure that the assessor can watch you demonstrate the skills and knowledge required of the unit. Third party reports, where applicable, require third-party persons to sign that they have observed you undertake the tasks detailed in the appropriate checklist.

		  Student Agreement – Assessment Conditions



		Read through the Assessment Booklet and the present Agreement. Sign this form before you start any of your assessment tasks.

		Assessment Conditions

		Y

		N



		Have you read this Agreement and the Assessment Booklet for the unit?	

		☐		☐

		Do you understand the requirements of the assessment tasks?

		☐		☐

		Do you agree to the way in which you are being assessed?

		☐		☐

		Do you understand Ruby’s policies and procedures for reassessment?	

		☐		☐

		Do you understand your rights to appeal decisions made in the assessment?

		☐		☐







				Special Considerations

		

		



		Do you have any special needs to be considered for this assessment? 

		☐		☐

		If ‘Yes’, what are they?

…













		Student Number

		…



		Student Name

		



		Student Signature

		

		Date 

		dd/mm/yyyy









		  Trainer to Complete



		

		

		Y

		N



		Are special considerations required?

		☐		☐





		If so, outline relevant recommendations below.



		



		Insert below any additional comments regarding student support.



		













		Trainer Name

		



		Trainer Signature

		

		Date 

		dd/mm/yyyy







		Authority Title

		



		Authority Name

		



		Authority Signature

		

		Date 

		dd/mm/yyyy
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Student Number



 



 



Student Full Name



 



 



Course Code



 



 



Course 



Title



 



 



Unit



 



Code



 



 



Unit Title



 



 



Primary Trainer



 



[Ask the trainer.]



 



Unit Delivery Code



 



[Ask the trainer.]



 



Date Due



 



dd/mm/yyyy [Ask the trainer.]



 



Deadline



 



dd/mm/yyyy [Ask the 



trainer. No submission after.]



 



 



  



Assessment Plan



 



You must satisfactory complete all tasks in the Assessment Booklet to achieve 



competency.



 



  



Assessment Due Date



 



Write the due date for submission of your completed Assessment Booklet in the 



table 



below.



 



Complete and Submit the Assessment Booklet



 



Due Date



 



Aim to upload onto to the LMS your first submission by 



 



dd/mm/yyyy



 



If you need to resubmit, the resubmission must be no later than the deadline.



 



  



Assessment Submission Deadline



 



Write the deadline for submission of your completed Assessment Booklet in the 



table below.



 



Complete and Submit the Assessment Booklet



 



Deadline



 



Your final submission must be uploaded to the LMS no later than 



 



dd/mm/yyyy



 



Submissions after the deadline may be rejected and you may be graded as Not Yet 



Competent for the unit, which means that would need to do the unit again.
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Student Number   


Student Full Name   


Course Code   


Course  Title   


Unit   Code   


Unit Title   


Primary Trainer  [Ask the trainer.]  


Unit Delivery Code  [Ask the trainer.]  


Date Due  dd/mm/yyyy [Ask the trainer.]  


Deadline  dd/mm/yyyy [Ask the  trainer. No submission after.]  


 


   Assessment Plan  


You must satisfactory complete all tasks in the Assessment Booklet to achieve  competency.  


   Assessment Due Date  


Write the due date for submission of your completed Assessment Booklet in the  table  below.  


Complete and Submit the Assessment Booklet  Due Date  


Aim to upload onto to the LMS your first submission by   dd/mm/yyyy  


If you need to resubmit, the resubmission must be no later than the deadline.  


   Assessment Submission Deadline  


Write the deadline for submission of your completed Assessment Booklet in the  table below.  


Complete and Submit the Assessment Booklet  Deadline  


Your final submission must be uploaded to the LMS no later than   dd/mm/yyyy  


Submissions after the deadline may be rejected and you may be graded as Not Yet  Competent for the unit, which means that would need to do the unit again.  
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Student Number


 


 


Student Full Name


 


 


Course Code


 


 


Course 


Title


 


 


Trainer


 


[Ask 


the


 


trainer.]


 


Unit Delivery Code


 


[Ask 


the


 


trainer.]


 


Date Due


 


dd/mm/yyyy [Ask 


the


 


trainer.]


 


Deadline


 


dd/mm/yyyy [Ask 


the


 


trainer. No submission after.]
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Student Number   

Student Full Name   

Course Code   

Course  Title   

Trainer  [Ask  the   trainer.]  

Unit Delivery Code  [Ask  the   trainer.]  

Date Due  dd/mm/yyyy [Ask  the   trainer.]  

Deadline  dd/mm/yyyy [Ask  the   trainer. No submission after.]  

         

