Pre-Validation Report
[bookmark: _Toc153552039]Pre-validation particulars
	Training product code
	

	Training product title
	

	Training package title
	

	Training package release information
	



	Unit of competency validated

	Unit code
	Unit name
	Release number
	Release date

	
	
	
	



	TGA link to unit
	TGA Unit Link.

[bookmark: _Toc153552040]Note: If the training product is accredited by the Victorian Registration and Qualification Authority (VRQA) details of the unit can be found within the Victorian Education Department accredited courses information
Conduct of pre-validation
[bookmark: _Toc153552041]Location and date
The pre-validation was conducted on site at: Click or tap here to enter text. 
[bookmark: _Toc153552042]On Date: Click or tap here to enter text.


Pre-validation team
To ensure the validation is in conformance with the Revised Standards for 2025 clause 1.5 collectively the validation team must meet the following requirements.
	Does at least one member of the validation team?
	Yes/No

	Hold vocational competencies relevant to the assessment being validated?
	

	Have current industry skills relevant to the assessment being validated? 
	

	Have current knowledge and skills in vocational teaching and learning?
	

	Hold training and assessment credentials as Validation credential policy of the Revised Standards for 2025.
	



	The pre-validation team should also meet the following:
	Yes/No

	Is the Lead Validator independent of the development of the assessment materials?
	

	Are there industry and subject matter experts involved on the team? (Ensure their details are recorded in the Team Checklist)
	



Pre validation team members
	Name 
	Position
	Organisation 
	Signature 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc153552043]Lead validator signoff
	Confirmation statements
	Yes/No

	I confirm that the validation activity meets the requirements of Clause 1.5 of the Revised Standards for RTOs 2025
	

	I have obtained copies of the qualifications and/or evidence of relevant skills and experience of the validation team.
	

	Lead Validator name
	

	Date
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	TAFE Victoria
	November 2025
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[bookmark: _Toc153552045]Documents reviewed
List all documents reviewed as part of this pre-validation.
	Unit code and title
	BSBWRT311 Write simple documents
	Document name
	Type (e.g. assessment tool, assessor guide, learning resource, etc.)
	Version

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _Gap_Analysis_Report][bookmark: _Toc153552046]


Gap analysis 
[bookmark: _Toc153552052]Valid assessment 
	Item 
	Comments
	Rating

	Elements & Performance Criteria are assessed
	
	

	Foundation Skills are assessed
	
	

	Performance Evidence is assessed. (Required Skills)
	
	

	Knowledge Evidence is assessed. (Required Knowledge)
	
	

	Assessment Conditions have been addressed. (Evidence guide)
	Undertake gap analysis report and write summary here.	

	Assessments cover the Range Statement. (where applicable)
	
	

	The assessor can be assured that the learner attains the skills and knowledge, as described in the unit of competency guidelines and associated assessment requirements.
	
	


[bookmark: _Pre-validation_of_Assessments][bookmark: _Toc153552055]


Fair assessment
	Item
	Comments
	Rating

	Learners are provided with clear and explicit information about what is required to be deemed competent. 
	
	

	The individual learners' needs are taken into consideration (reasonable adjustment) where appropriate.
	
	

	The tool gives provision for learners to be provided with feedback
	
	

	There is explicit information provided which allows for learners to challenge the result of the assessment. 
	
	

	Learners are provided with clear information about recognition of existing competencies. (e.g. referring to the VRTO policies and procedures)
	
	

	Learners are provided with clear information about complaints and appeals. (e.g. referring to the VRTO policies and procedures)
	
	

	Assessment methods that are appropriate for the AQF level
	
	

	Context and (where relevant) consistency of assessment
	
	


[bookmark: _Toc153552056]


Flexible assessment
	Item
	Comments
	Rating

	The assessment tools/instruments outline and gives provision for reasonable adjustment. 
	
	No Improvement Needed
	Reasonable adjustment can be made which does not compromise the unit of competency. 
	
	No Improvement Needed
	Timing of the assessment can be negotiated (where required).
	
	No Improvement Needed
	Allows for recognition of existing competencies. 
	
	Needs Improvement
	A range of assessment methods have been used to determine competency. 
	
	No Improvement Needed

[bookmark: _Toc153552057]Reliable assessment
	Item
	Comments
	Rating

	A marking guide is provided with solutions and guidance on satisfactory performance and model answers.
	
	

	Clear information is provided to assessors about assessment requirements.
	
	

	Where observation checklists are provided – sufficient information is provided for assessors to ensure there is consistent interpretation of satisfactory observable behaviours.
	
	

	Practical application of skills and knowledge.
	
	

	Evidence to be gathered over time.
(where required by the unit of competency)
	
	

	The assessment tasks to be based on realistic workplace activities.
	
	


[bookmark: _Toc153552058]

[bookmark: _Toc153552059]Dimensions of competency
	Item
	Comments
	Rating

	Dimensions of competency are incorporated – i.e. Assessment tools cover:

	Task skills – Includes specific task/s required to complete a work activity to the required standard. This means being able to perform the individual actions as well as the whole task.
	
	

	Task management skills - Managing several different tasks to complete a whole work activity. This means working efficiently to meet deadlines, handle a sequence of interrelated tasks, and progress smoothly between tasks.
	
	

	Contingency management skills - Responding to problems and irregularities when undertaking a work activity, such as: 
· breakdowns
· changes in routine
· unexpected or atypical results or outcomes
· difficult or dissatisfied clients
	
	

	Job role/environment skills - Dealing with the responsibilities and expectations of the work environment when undertaking a work activity, such as: 
· working with others
· interacting with clients and suppliers
· complying with standard operating procedures
· observing enterprise policy and procedures
	
	

	Transfer skills – being able to transfer attained skills and knowledge to other contexts.
	
	


[bookmark: _Toc153552060]


Sufficiency of evidence
	Item
	Comments
	Rating

	The quality, quantity and relevance of the assessment evidence enable a judgement to be made of a learner’s competency
	
	



Summary of findings and recommendations
		Findings
	Recommendations
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	[bookmark: _Recommendations][bookmark: _Key_recommendations_and][bookmark: _Product_Advisory_Group][bookmark: _Toc153552067]Independent Lead validator

	I confirm that this validation was conducted in conformance with the Revised Standards for RTOs 2025

	Independent Lead validator name: 
	

	Independent Lead validator signature:
	


Signoff and acceptance
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