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	[bookmark: _Toc75159547]Assessment Plan

	QUALIFICATION CODE
	BSB30120
	QUALIFICATION TITLE
	Certificate III in Business

	UNIT CODE
	BSBTWK301 
	UNIT TITLE
	Use inclusive work practices

	[bookmark: _Hlk62636651]No.
	Assessment Method
	Assessment Task
	Location
	Timing for Assessment

	1
	Knowledge Quiz
	Knowledge questions   
	{RTO to complete}
	{RTO to complete}

	2
	Written
	Research diversity and inclusion requirements
	{RTO to complete}
	{RTO to complete}

	3
	Project, Assessor Observation and Portfolio
	Work with diverse team members
	{RTO to complete}
	{RTO to complete}

	4
	Project, Assessor Observation and Portfolio
	Work with diverse customers/clients
	{RTO to complete}
	{RTO to complete}

	5
	Portfolio
	Support other workers
	{RTO to complete}
	{RTO to complete}

	6
	Portfolio
	Develop diversity and inclusion knowledge, skills and experience
	{RTO to complete}
	{RTO to complete}



	Assessment Task 6 must be completed along with other Assessment Tasks. Learners should read this assessment task FIRST to ensure they can collect feedback and implement improvement actions during other tasks.  





[bookmark: _Toc100590041][bookmark: _Toc85546291]Assessment Task 1: Knowledge Quiz – Knowledge questions   
	UNIT CODE 
	BSBTWK301 
	UNIT TITLE
	Use inclusive work practices

	DUE DATE
	{RTO to complete}
	DURATION
	{RTO to complete}

	LEARNER NAME
	{RTO to complete}
	LEARNER ID
	{RTO to complete}



	TASK DESCRIPTION

	Learners must answer 23 knowledge questions in relation to inclusive work practices, online through an LMS, including:
· workplace anti-discrimination legislation and standards
· organisational policies and procedures relating to inclusive work practices
· major diverse groups in the workplace and community
· reasonable adjustments to support people with a disability
· the value of workplace diversity and inclusion in the workplace.
This assessment will take place online in the dedicated Learning Management System (LMS). To complete this assessment, access your LMS and follow your assessor’s instructions.
If learners have any questions about the task, or concerns about their ability to complete the task, please discuss these with the assessor.

	ASSESSMENT CRITERIA

	To achieve an overall satisfactory result for this assessment task, the learner must:
· answer all the questions correctly to achieve a result of Satisfactory.

	ASSESSMENT CONDITIONS

	· This assessment must take place online in the dedicated Learning Management System (LMS).
· This is an individual task.
· This assessment will be assessed as Satisfactory or Not Satisfactory.
· The learner is entitled to two additional assessment attempts following the initial attempt for each assessment task.

	RESOURCE REQUIREMENTS

	Assessor to provide:
· Laptop/desktop computer
· Access to the internet via 4G or WiFi
Learner to provide:
· Mobile phone, tablet or laptop
· Pen
· Login for LMS

	SUBMISSION REQUIREMENTS

	{RTO to complete}

	SAFETY

	· The assessor and learners must always ensure the safety of themselves and others.
· If they, for any reason, feel unsafe, learners can stop participating in the assessment. They must inform the assessor if they do.
· If the assessor determines the safety of any person to be at risk, the assessor will stop the assessment immediately and learners will undertake the assessment at another time.


 


	NO.
	QUESTION
	BENCHMARK FOR PERFORMANCE
	S/NS

	1.
	Match the term to the correct definition.
1. Diversity 
2. Inclusion 
3. Policies 
4. Procedures 
Responses:
· Documents used to explain the business's positions and expectations.
· Documents used to explain the steps in the processes that are used in the business.
· The ability of people, workplaces or other institutions to accept and benefit from individual differences. 
· The individual differences between human beings. 
	1. The individual differences between human beings. 
2. The ability of people, workplaces or other institutions to accept and benefit from individual differences. 
3. Documents used to explain the business's positions and expectations.
4. Documents used to explain the steps in the processes that are used in the business.
	S ☐/NS ☐

	2.
	What information can usually be found in workplace diversity policies and procedures?
Select eight (8) correct answers.
	a) Processes for collecting feedback about inclusive work practices
b) Processes for monitoring the diversity of the workforce 
c) Processes for preventing discrimination during recruitment and promotion practices 
d) Processes for setting diversity goals 
e) Statements committing to creating a diverse workplace 
f) Statements committing to creating an inclusive customer experience
g) Statements committing to creating an inclusive work environment
h) Statements committing to upholding the rights of diverse workers and customers 
	S ☐/NS ☐

	3.
	What information can usually be found in workplace inclusion policies and procedures?
Select six (6) correct answers.
	a) Processes for collecting feedback about inclusive work practices 
b) Processes for identifying the need for new inclusive work practices 
c) Processes for preventing discrimination during recruitment and promotion practices 
d) Processes for using specific types of inclusive work practices 
e) Statements committing to creating a diverse workplace
f) Statements committing to creating an inclusive customer experience 
g) Statements committing to creating an inclusive work environment 
h) Statements committing to providing staff with education or training about inclusive work practices 
	S ☐/NS ☐

	4.
	____ are a list of personal attributes which are legally protected.
Select one (1) correct answer to complete the sentence.
	a) Discriminatory characteristics 
b) Personal characteristics
c) Protected characteristics 
	S ☐/NS ☐

	5.
	Which protected characteristics are protected under the Racial Discrimination Act 1975 and Racial Hatred Act 1995?
Select four(4) correct answers.
	a) culture 
b) ethnicity 
c) language 
d) marital status
e) nationality 
f) parental status
g) physical disabilities 
h) race 
	S ☐/NS ☐

	6.
	Which protected characteristics are protected under the Disability Discrimination Act 1992?
Select two (2) correct answers.
	a) cognitive disabilities 
b) marital status
c) physical disabilities 
d) racial disabilities

	S ☐/NS ☐

	7.
	Which protected characteristics are protected under the Sex Discrimination Act 1984?
Select four (4) correct answers.
	a) age
b) gender 
c) language 
d) marital status 
e) parental status 
f) physical disabilities 
g) sexuality 
	S ☐/NS ☐

	8.
	____ refer to changes that are made to overcome identifiable barriers to inclusion.
Select one (1) correct answer to complete the sentence.
	a) Diversity practices 
b) Inclusive work practices
c) Reasonable adjustments 
	S ☐/NS ☐

	9.
	Match the term to the correct definition.
1. Culture 
2. Nationality 
3. Race 

Responses:
· A person's phenotypic characteristics, which are physical characteristics such as skin colour, eye colour, hair colour, bone structure and body size.
· The nation to which a person belongs, which may be formalised by citizenship.
· The traditions, values and social norms of a particular group.

	1. The traditions, values and social norms of a particular group.
2. The nation to which a person belongs, which may be formalised by citizenship. 
3. A person's phenotypic characteristics, which are physical characteristics such as skin colour, eye colour, hair colour, bone structure and body size.
	S ☐/NS ☐

	10.
	Arrange the countries of birth from most common in Australia to least common (as of 2022). 
· Australia
· India 
· New Zealand/China
· United Kingdom
(New Zealand and China have equal numbers)
	1. Australia
2. United Kingdom
3. New Zealand/China
4. India
	S ☐/NS ☐

	11.
	Arrange the cultural ancestry that people identify with from most common in Australia to least common (as of 2022). 
· Australian
· Chinese 
· English 
· Irish
· Scottish

	1. English 
2. Australian
3. Irish
4. Scottish
5. Chinese
	S ☐/NS ☐

	12.
	Match the religions to the correct definition.
1. Islam 
2. Hinduism 
3. Christianity 

Responses:
· A world religion that centres on a strictly monotheistic belief in Allah as the only and supreme god
· A world religion that centres on individual belief in one supreme God represented in three persons, the Father, Son (Jesus) and Holy Spirit
· A world religion that centres on Purusharthas as a method of freeing one’s Atman (soul) from Samsara.

	1. A world religion that centres on a strictly monotheistic belief in Allah as the only and supreme god
2. A world religion that centres on Purusharthas as a method of freeing one’s Atman (soul) from Samsara.
3. A world religion that centres on individual belief in one supreme God represented in three persons, the Father, Son (Jesus) and Holy Spirit

	S ☐/NS ☐

	13.
	Arrange the religions most common in Australia to least common (as of 2022). 
· Buddhism
· Christian 
· Hinduism 
· Islam
· No Religion

	1. Christian 
2. No Religion
3. Islam
4. Buddhism
5. Hinduism
	S ☐/NS ☐

	14.
	Match the types of disability to the correct definition.
1. Able-bodied 
2. Cognitive disabilities
3. Intellectual disabilities
4. Physical disabilities
5. Sensory disabilities

Responses:
· Experience a full range of physical movement, cognitive processing, learning and development and normative behaviour control.
· Experience of impairments that affect the physical body in some way, such as movement or muscle control. 
· Experience of impairments that affect the senses, most commonly sight and hearing. 
· Experience of limitations during processes, such as comprehending information, reflection, memory, speaking, problem solving, planning.
· Experience of lower than typical IQ levels (intelligence level), which may affect some cognitive processes and neurological capacity.

	1. Experience a full range of physical movement, cognitive processing, learning and development and normative behaviour control.
2. Experience of limitations during processes, such as comprehending information, reflection, memory, speaking, problem solving, planning.
3. Experience of lower than typical IQ levels (intelligence level), which may affect some cognitive processes and neurological capacity.
4. Experience of impairments that affect the physical body in some way, such as movement or muscle control. 
5. Experience of impairments that affect the senses, most commonly sight and hearing. 

	S ☐/NS ☐

	15.
	Match the types of gender identify to the correct definition.
1. Cisgender 
2. Gender fluid 
3. Intersex 
4. Non-binary 
5. Transgender 

Responses:
· A broad group of gender identities which refer to people who do not identify with the gender to that assigned to them at birth, based on their primary sex characteristics.
· A medical gender classification which refers to people who have combinations of primary and secondary sex characteristics and/or sex chromosomes that cannot be used to assign a single binary gender.
· Refers to a person who does not identify with either gender.
· Refers to a person who identifies with more than one gender to some extent.
· Refers to a person who identifies with the gender assigned to them at birth, based on their primary sex characteristics.

	1. Refers to a person who identifies with the gender assigned to them at birth, based on their primary sex characteristics.
2. Refers to a person who does not identify with either gender.
3. A medical gender classification that refers to people who have combinations of primary and secondary sex characteristics and/or sex chromosomes which cannot be used to assign a single binary gender.
4. Refers to a person who identifies with more than one gender to some extent.
5. A broad group of gender identities which refer to people who do not identify with the gender to that assigned to them at birth, based on their primary sex characteristics.
	S ☐/NS ☐

	16. 
	Match the types of sexuality to the correct definition.
1. Bisexual
2. Heterosexual
3. Homosexual

Responses:
· An inborn attraction to people of another gender to themselves.
· An inborn attraction to people the same gender as themselves.
· An inborn attraction to people of the same and another gender to themselves.

	1. An inborn attraction to people of the same and another gender to themselves.
2. An inborn attraction to people of another gender to themselves.
3. An inborn attraction to people the same gender as themselves.
	S ☐/NS ☐

	17.
	What reasonable adjustments can be made to the PHYSICAL environment to meet the needs of people who experience disabilities?
Select five (5) correct answers.
	a) installing ramps and handrails 
b) making sure that there are level surfaces throughout the physical area  
c) providing wide doorways 
d) providing modified keyboards and other accessible writing tools 
e) allowing people to use guide dogs or other support animals in the workplace 
f) displaying Aboriginal and local artwork or artwork that represents other cultural traditions within the community 
g) providing key information in other languages 
h) updating forms and templates to allow for a full range of genders to be recorded
	S ☐/NS ☐

	18.
	What reasonable adjustments can be made to WORK PROCESSES to meet the needs of people who experience disabilities?
Select three (3) correct answers.
	a) adjusting tone and pace/speed in verbal communication 
b) installing specialised fonts on a computer (such as for dyslexia) 
c) offering a range of contact methods for customers
d) providing lifting equipment 
e) rearranging resources to make them more accessible 
f) using gender-neutral language
	S ☐/NS ☐

	19.
	Inclusive work practices help to create work environments where workers can feel motivated, productive, and fulfilled by their work, all of which ____.
Select one (1) correct answer to complete the sentence.
	a) allow the business to become more sustainable 
b) help to avoid employees being harmed at work
c) increase employee satisfaction 
	S ☐/NS ☐

	20.
	How can workplace diversity and inclusion help a business to attract talent?
Select two (2) correct answers.
	a) Businesses with a reputation for diversity will avoid having employee strikes
b) Businesses with diverse hiring practices can hire cheap labour
c) Businesses with diverse hiring practices find it difficult to hire the best person for the job 
d) Businesses with diverse workforces or reputations for inclusivity are increasingly seen as less attractive work environments 

	S ☐/NS ☐

	21.
	How can workplace diversity and inclusion improve creativity and innovation in a business?
Select three (3) correct answers.
	e) A diverse team will have a better understanding of the needs, interests and perspectives of diverse customers and markets 
f) A diverse team will have a greater range of lived experiences and work experiences from which to draw ideas and possibilities 
g) A diverse team will be better positioned to see new (diverse) markets or where new products are needed 
h) A diverse team will perform better in their individual tasks 
i) A diverse team will naturally be more creative
	S ☐/NS ☐

	22.
	Research into diversity and inclusion consistently shows that businesses with greater levels of diversity have greater ____. 
Select one (1) correct answer to complete the sentence.
	a) employee retention rates
b) financial success 
c) positive feedback from customers 
	S ☐/NS ☐





[bookmark: _Toc100590042]Assessment Task 2: Written – Research diversity and inclusion requirements
	UNIT CODE 
	BSBTWK301 
	UNIT TITLE
	Use inclusive work practices

	DUE DATE
	{RTO to complete}
	DURATION
	{RTO to complete}

	LEARNER NAME
	{RTO to complete}
	LEARNER ID
	{RTO to complete}



	TASK DESCRIPTION

	Learners are required to research diversity and inclusion requirements and record their findings, including:
· the anti-discrimination legislation that applies to the work team
· the anti-discrimination standards that apply to the work team 
· workplace policies and procedures for inclusive work practices
· the diversity characteristics of the work team.
This task may be completed outside the workplace but must be based on a simulated environment or in the workplace.
If learners have any questions about the task, or concerns about their ability to complete the task, please discuss these with the assessor.

	ASSESSMENT CRITERIA

	To achieve an overall satisfactory result for this assessment task, the learner must:
· answer all the questions correctly to achieve a result of Satisfactory.

	ASSESSMENT CONDITIONS

	· This assessment must take place online, in a classroom or outside of class. 
· This assessment must ensure access to:
· sources of information about legislation, including:
· Age Discrimination Act 2004 
· Disability Discrimination Act 1992 
· Environment Protection Act 2017 
· Equal Opportunity Act 2010 
· Fair Work Act 2009 
· National Environment Protection Council (Victoria) Act 1995  
· Occupational Health and Safety Act 2004 
· Occupational Health and Safety Regulation 2007 
· Pollution of Waters by Oils and Noxious Substances Act 1986 
· Racial Discrimination Act 1975 
· Sex Discrimination Act 1984 
· Workplace Gender Equality Act 2012 
· sources of information about model codes of practice, including:
· Model Code of Practice: How to manage work health and safety risks
· Model Code of Practice: Managing the work environment and facilities
· Model Code of Practice: Work health and safety consultation, cooperation and coordination.
· workplace policies and procedures about inclusion and diversity, which may be from the learner’s workplace, provided by the assessor or researched from online sources.
· This is an individual task.
· This assessment will be assessed as Satisfactory or Not Satisfactory.
· The learner is entitled to two additional assessment attempts following the initial attempt for each assessment task.

	RESOURCE REQUIREMENTS

	Assessor to provide:
· Laptop/desktop computer
· Access to the internet via 4G or WiFi
· Access to other learners (in simulation only).
Learner to provide:
· Mobile phone, tablet or laptop
· Pen
· Login for LMS
· Internet access for online research 
· Access to a work team (when simulation is not used).

	SUBMISSION REQUIREMENTS

	{RTO to complete}

	SAFETY

	· The assessor and learners must always ensure the safety of themselves and others.
· If they, for any reason, feel unsafe, learners can stop participating in the assessment. They must inform the assessor if they do.
· If the assessor determines the safety of any person to be at risk, the assessor will stop the assessment immediately and learners will undertake the assessment at another time.




	TASK TO COMPLETE

	[bookmark: _Hlk97217291]1. Research and summarise the anti-discrimination legislation that applies to your work team. Include in your report:
· the name of five (5) pieces of federal legislation that apply to your work team (or the type of workplace that you would like to work in)
· the name of at least one (1) piece of state or territory legislation that applies to your work team (or the type of workplace that you would like to work in)
· a summary of the characteristics which are protected by each piece of legislation 
· at least one (1) reference for each piece of legislation for the sources that you researched (your references must include hyperlinks to assist your assessor).

	


	S ☐/NS ☐

	[bookmark: _Hlk97217295]2. Research and summarise standards for anti-discrimination that apply to your work team. Include in your report:
· the names of two (2) anti-discrimination standards
· a summary of the requirements or guidelines that are explained in the standards
· at least two (2) references to the sources that you researched (your references must include hyperlinks to assist your assessor).

	

	S ☐/NS ☐

	[bookmark: _Hlk97217300]3. Research and summarise workplace policies and procedures. Include in your report:
· the name of two (2) or more workplace policies and procedures which cover the following topics:
· creating plans to incorporate professional development in work tasks
· improving technical skills   
· making ergonomic adjustments. 
· a summary of the requirements for workers that are set out in each policy and (between all the policies) cover the topics listed above 
· a summary of the main process steps set out in each procedure and (between all the procedures) cover the topics listed above 
· at least one (1) reference for each policy and procedure which must include either:
· a hyperlink to the source that you referred to, to assist your assessor, OR
· a copy of the policy or procedure if you are working from a hard copy document which was not provided by your assessor, OR
· the name of a simulated policy or procedure that was provided by your assessor for this task.

	

	S ☐/NS ☐

	[bookmark: _Hlk97217306]4. Assess and document the individual differences of the work team. (Your work team may be your assessor and other learners if you are using the scenario). Include in your report:
· summarise the major groups that are represented in your work team, including cultural, religious and two (2) other traditions and practices
· the names of at least five (5) people in your work team 
· a description of each team member’s individual differences, as they relate to the contributions that they can make when planning inclusive work practices. Consider:
· the worker’s protected characteristics
· key aspects of the worker’s lived experiences which could allow them to provide unique perspective when planning inclusive work practices.
· the names of at least five (5) people that you spoke to when confirming their characterises. 

	

	S ☐/NS ☐






[bookmark: _Toc100590043][bookmark: _Toc85546295]Assessment Task 3: Project, Assessor Observation and Portfolio – Work with diverse team members  
	UNIT CODE 
	BSBTWK301 
	UNIT TITLE
	Use inclusive work practices

	DUE DATE
	{RTO to complete}
	DURATION
	{RTO to complete}

	LEARNER NAME
	{RTO to complete}
	LEARNER ID
	{RTO to complete}



	TASK DESCRIPTION

	Learners are required to plan and implement inclusive work practices while working with team members during one (1) work task, in a workplace or simulated workplace environment, including:
· Part A: Plan inclusive work practices 
· Part B: Implement inclusive work practices
· Part C: Keep records of work outcomes 


	Part A: Plan inclusive work practices
Learners are required to develop a plan to incorporate inclusive work practices into one (1) work task, including: 
· identifying the work activity, stakeholders who will be affected and their diverse characteristics 
· planning reasonable adjustments to the physical environment t 
· planning inclusive work practices to adjust non-verbal communication 
· planning inclusive work practices to adjust verbal communication 
· writing professionally for a diverse audience.
To complete this assessment, you are required to collect product-based evidence, using the Appendix 1. Inclusive Work Practices Plan (Teams) or a planning template from your workplace.
When using workplace templates, you may be able to use a piece of evidence to cover multiple criteria, or alternatively, you may collect multiple documents to cover one criterion. 
This task prepares you for Part B. Please read the Part B instructions before beginning Part A to make sure you understand the work task that you are preparing for. 


	Part B: Implement inclusive work practices
Learners are required to use inclusive work practices during one (1) work task. 
To complete this task, learners are required to:
· work with at least two (2) other diverse team members 
· implement reasonable adjustments, adjustments to communication and use inclusive language 
· complete the work task to achieve the work goals. 
This task will be conducted with two (2) other workers (from your workplace) or role players, who can be other learners. 
When completing this task with role players, your assessment will be conducted as a group, but you will be assessed only on your own statements and behaviours. You and your two (2) fellow learners will each need to:
· implement reasonable adjustments
· adjust your communication 
· use inclusive language
· contribute to achieving the work task goals (when the scenario is used, this means making suggestions and decisions in the collaboration meeting).
If the assessment is being conducted in the workplace and the assessor is unable to observe you, you may be required to submit a third party report. Your assessor will advise you if this is required.


	Part C: Keep records of work outcomes 
To complete this assessment, you may be required to collect product-based evidence. You may be able to use a piece of evidence to cover multiple criteria, or alternatively, you may collect multiple documents to cover one criterion. 
Please ensure all evidence is clearly labelled (1) as per the evidence column. 
Check the submitted box when you have evidence ready.
Product-based evidence required to be submitted includes:
1. a record of the work task completed in Assessment Task 3 Part B (such as Appendix 2. Storyboard template).


	If learners have any questions about the task, or concerns about their ability to complete the task, please discuss these with the assessor.

	ASSESSMENT CRITERIA

	To achieve an overall satisfactory result for this assessment task, the learner must:
· Address all criteria in the checklist to achieve a result of Satisfactory.
· submit:
· Appendix 1. Inclusive Work Practices Plan (Teams) 
· a record of the work task completed in Assessment Task 3 Part B (such as Appendix 2. Storyboard template).

	ASSESSMENT CONDITIONS

	· This assessment must take place in an industry workplace or a simulated industry environment.
· This assessment must ensure access to:
· policies, procedure, anti-discrimination legislation and codes of practice (from the learner’s research in Assessment Task 2, a simulated set or the learner’s workplace)
· at least two (2) other participants, such as other learners, to play the roles of workers.
· resources to complete the work task; when using the scenario, this should include:
· a meeting room and chairs, or a video conferencing software and computer
· a whiteboard
· a whiteboard marker
· a set of images/photographs and statements
· a storyboard template, such as Appendix 2. Storyboard template Appendix 4. Sign-in register template.
· This task may be completed in a group, but the learner must be marked on their own contributions.
· This assessment will be assessed as Satisfactory or Not Satisfactory.
· The learner is entitled to two additional assessment attempts following the initial attempt for each assessment task.

	RESOURCE REQUIREMENTS

	Assessor to provide:
· A meeting room and chairs, or a video conferencing software and computer
· A whiteboard and whiteboard marker
· A set of images/photographs and statements, when agreed
· A storyboard template, such as Appendix 2. Storyboard template Appendix 4. Sign-in register template.
Learner to provide:
· A set of images/photographs and statements.
· Policies, procedures, anti-discrimination legislation and codes of practice (from Assessment Task 2).

	SUBMISSION REQUIREMENTS

	{RTO to complete}

	SAFETY

	· The assessor and learners must always ensure the safety of themselves and others.
· If they, for any reason, feel unsafe, learners can stop participating in the assessment. They must inform the assessor if they do.
· If the assessor determines the safety of any person to be at risk, the assessor will stop the assessment immediately and learners will undertake the assessment at another time.



	The learner will respond to the following scenario (simulated assessment), or a workplace scenario negotiated with the assessor (assessment in the workplace) in this assessment. 

You are working as a team with two other staff members to prepare a storyboard for a short film that your workplace is producing to show us an upcoming event.

As a team, your task is to:
· participate in a collaborative meeting to work together on the storyboard
· choose and arrange the images for the storyboard
· create some short statements for the storyboard
· record the storyboard that has been agreed on.

The film that is being created will present one of the business's services to potential customers or clients during an open day event. 

You may choose the service that you want to promote, based on your current job role or the type of business you would like to work at in the future. You may also use this training program as an example of a service that a business offers to potential customers or clients (students). 

You have been asked to:
· (Part A) review the tasks that have been assigned to identify ways to make sure that the collaborative meeting to design the storyboard is inclusive and responds to the diverse needs of your work team which include:
· a team member who uses a wheelchair or walker
· a team member who uses a hearing aid and has some (minor) hearing limitations
· different English language skills within the team 
· different work experience levels within the team.

· (Part B) work with your team to complete the task of collaborating to design a storyboard for a short film about inclusion.
· You can think of a storyboard as being a little bit like a comic strip. It will be a collection of images with short statements underneath that the film director can use to plan how they will create the short film. Your manager has provided you with an example storyboard (below), based on the short film Nature Is Speaking – Julia Roberts is Mother Nature by Conservation International, to help you understand what the goal of this work task is.
· Your team has been asked to choose the images that will be the inspiration for the shots in the film and come up with some short statements that sum up what you want to say at each point.
· You may use:
· your own images (such as photos on your phone)
· images that you have sourced online (for this task you do not need to worry about copyright requirements)
· images that your assessor has provided you with
· a concept generally about inclusion, the specifics of which is up to you and your team to decide.


	Example storyboard
	1.
[image: Clouds in the sky

Description automatically generated with medium confidence]
I am mother nature 
	2.
[image: A waterfall in a forest

Description automatically generated with low confidence]
Or mother nature
	3.
[image: A picture containing outdoor, snow, rock, nature

Description automatically generated]
I’ve been here for 4.5 billion years

	4.
 [image: A close-up of some plants

Description automatically generated with low confidence]
I don’t need people 
	5.
 [image: A picture containing tree, outdoor, nature, forest

Description automatically generated] People need me
	6. 
[image: A group of mushrooms growing on a tree

Description automatically generated with medium confidence] When I live you live 

	7.
 [image: A picture containing nature, snow, ice

Description automatically generated] When I struggle you struggle 
	8.
[image: A picture containing tree, outdoor, plant, forest

Description automatically generated] I have fed greater species 
	9.
 [image: A picture containing nature, dune, sand

Description automatically generated] I have starved greater species

	10.
[image: A picture containing rock, nature, valley, outdoor

Description automatically generated]
I can take or leave you
	11.
[image: A starry night sky over a mountain range

Description automatically generated with low confidence] 
You make your fate, not mine
	12. 
[image: A picture containing outdoor, snow, satellite

Description automatically generated]
I will go on, will you?




	Images; all on Unsplash licenced under Unsplash Licence 
1. Photo by Zbynek Burival  
2. Photo by Rei Kim 
3. Photo by Radek Vebr  
4. Photo by Benjamin L. Jones  
5. Photo by Boudhayan Bardhan 
6. Photo by Jesse Dodds  
	
7. Photo by Rod Long  
8. Photo by Justin Clark  
9. Photo by Eugene Ga  
10. Photo by Intricate Explorer  
11. Photo by Nathan Anderson  
12. Photo by NASA  


	[image: Nature Is Speaking – Julia Roberts is Mother Nature | Conservation International (CI)]



Part A: Plan inclusive work practices 

	TASK
	S/NS

	1. Develop a plan to incorporate inclusive work practices into one (1) work task.
· follow your workplace policies and procedures or those provided in the scenario and anti-discrimination legislation 
· identify the scope of the plan, including:
· describe the activity the plan aims to incorporate incisive work practices into
· identify the stakeholders who are affected by the plan (workers, customers, clients or others)
· identify the diversity characterises of the stakeholders who will be affected (based on your research in Assessment Task 2 and the scenario).
· plan and document:
· at least two (2) reasonable adjustments to the physical environment to respond to diverse needs 
· at least four (4) inclusive work practices to adjust non-verbal communication in response to diverse needs
· at least two (2) inclusive work practices to adjust verbal communication in response to diverse needs.
· use professional writing skills to complete the report.

	S ☐/NS ☐




Part B: Implement inclusive work practices
	Observation date:
	

	OBSERVABLE TASK
	ASSESSMENT CRITERIA
S/NS

	[bookmark: _Hlk100244123]O.1 Before the work task, implement reasonable adjustments, as an inclusive work practice, to create an accessible work environment.
	1.1. Make two (2) reasonable adjustments to the physical environment to respond to diverse needs (within your level of authority or with permission from a manager/assessor).
S ☐/NS ☐

	O.2 Work with a diverse team to achieve task outcomes (as described in the scenario) on one (1) occasion. 
	2.1. Offer at least two (2) suggestions and ideas to develop solutions with the team. 
S ☐/NS ☐

	
	2.2. Confirm and record the team’s outcomes. 
When using the scenario, this should include:
· Recording the images to be used
· Recording the phrases to be used. 
S ☐/NS ☐

	O.3 Throughout the work task (as described in the scenario), use inclusive work practices during communication, to achieve team outcomes and demonstrate the value of diversity in the workplace.
	3.1. Make four (4) adjustments to your non-verbal communication to respond to diverse needs (including tone and pace).
S ☐/NS ☐

	
	3.2. Make two (2) adjustments to your verbal communication (spoken words) to respond to diverse needs.
S ☐/NS ☐

	
	3.3. While working with others, consistently use inclusive language.
S ☐/NS ☐

	O.4 Throughout the work task, share inclusion and diversity skills with other team members.
	4.1. Use role modelling to share at least three (3) inclusion and diversity skills with other team members.
S ☐/NS ☐

	O.5 Throughout the work task, implement inclusion and diversity policies, procedures, standards regulations, and codes of practice.
	5.1 Follow, at all times, workplace policies and procedures for inclusion and diversity and meet the standards set for workers/your role for inclusive work practices.  
S ☐/NS ☐


	
	5.2 Comply at all times with the responsibilities set out in anti-discrimination and inclusion legislation and regulations.  
S ☐/NS ☐


	
	5.3 Take at least one (1) action to implement diversity and inclusion codes of practice (you may explain the code of practice that you have implemented to your assessor at the end of the work task).  
S ☐/NS ☐




	The third party report is not required to be completed and assessed except when:
· the assessment is completed in the workplace and the assessor is unable to observe this assessment task (Assessment Task 4 B).
In this situation, a third party must verify the work completed is authentic and satisfactory.
Your assessor will advise you if a third party report is required and assist in arranging a third party to complete the report.



	TASK DESCRIPTION

	This report is provided as supplementary evidence towards determining competency for the unit BSBTWK301 Use inclusive work practices.
The purpose of this report is to provide verification that the learner holds knowledge and skills that are relevant to the unit of competency. This supplements other evidence provided by the learner towards competency and will be evaluated by your assessor to determine if sufficient evidence has been provided.
When selecting a third party to complete this report, please ensure that the learner or assessor selects a person who would hold vocational competence (or equivalence) for the unit being assessed. This person must understand industry expectations required, as they relate to the knowledge and skills being performed.
The learner is to ask the third-party provider to complete the remainder of this document and sign and date it. The learner will then co-sign the document and return it by the due date provided.
If learners have any questions about the task, or concerns about their ability to complete the task, please discuss these with the assessor.

	THIRD PARTY INFORMATION/INSTRUCTIONS

	The purpose of this third-party report is to provide verification of the learner’s knowledge and skills to confirm competency in the unit being undertaken. It is important that the person providing the verification (you) have the experience and knowledge in this industry to verify the learner’s knowledge and skills. This is why you will be asked about your qualifications and experience.
Additionally, it is important that you have the opportunity to directly supervise and interact with the learner in the workplace.
This report allows you to provide feedback to the assessor regarding the level of the knowledge and skill the learner has demonstrated in relation to this unit of competency in an industry setting. The comments within this report should be based on personal observations and interactions with the learner. Please provide as much detail as possible for each question and (where possible) provide example/s.
You will be signing this document to verify the details enclosed are accurate and reflect your observations and experiences with the learner. The assessor may contact you for further clarification on any details in this report.
Thank you for your time.



	WORKPLACE: 
	
	THIRD PARTY:
	

	THIRD PARTY VERIFICATION
	I have the personal experience and/or qualifications in the unit of competency being assessed.
Experience and qualifications:
· experience using inclusive work practices in a diverse environment and in a senior role over at least two (2) years
· current knowledge of diversity and inclusion practices. 
	YES ☐ /NO ☐

	
	I personally work or have worked with the learner and thoroughly understand the workplace requirements, standards and procedures.
	YES ☐ /NO ☐

	
	I am willing to discuss the learner’s performance further, if needed.
	YES ☐ /NO ☐



	TASK:
	THIRD PARTY OBSERVATIONS AND COMMENTS:
	ASSESSOR TO MARK S/NS:

	O.1 Implement reasonable adjustments, as an inclusive work practice, to create an accessible work environment.
	1.1. Make two (2) reasonable adjustments to the physical environment to respond to diverse needs (within your level of authority or with permission from a manager).
	Provide example/s:


Comments:
	S ☐/NS ☐

	O.2 Work with a diverse team to achieve task outcomes (as described in the scenario) on one (1) occasion. 
	2.1. Offer at least two (2) suggestions and ideas to develop solutions with the team. 
	Provide example/s:


Comments:
	S ☐/NS ☐

	
	2.2. Confirm and record the team’s outcomes.  
	Provide example/s:


Comments:
	S ☐/NS ☐

	O.3 Throughout the work task (as described in the scenario), use inclusive work practices during communication, to achieve team outcomes and demonstrate the value of diversity in the workplace.
	3.1. Make four (4) adjustments to your non-verbal communication to respond to diverse needs (including tone and pace).
	Provide example/s:


Comments:
	S ☐/NS ☐

	
	3.2. Make two (2) adjustments to your verbal communication (spoken words) to respond to diverse needs.
	Provide example/s:


Comments:
	S ☐/NS ☐

	
	3.3. While working with others, consistently use inclusive language.
	Provide example/s:


Comments:
	S ☐/NS ☐

	O.4 Throughout the work task, share inclusion and diversity skills with other team members.
	4.1. Use role modelling to share at least three (3) inclusion and diversity skills with other team members.
	Provide example/s:


Comments:
	S ☐/NS ☐

	O.5 Throughout the work task, implement inclusion and diversity policies, procedures, standards regulations, and codes of practice.
	5.1 Follow, at all times, workplace policies and procedures for inclusion and diversity and meet the standards set for workers/your role for inclusive work practices.  
	Provide example/s:


Comments:
	S ☐/NS ☐

	
	5.2 Comply at all times with the responsibilities set out in anti-discrimination and inclusion legislation and regulations.  
	Provide example/s:


Comments:
	S ☐/NS ☐

	
	5.3 Take at least one (1) action to implement diversity and inclusion codes of practice.
	Provide example/s:


Comments:
	S ☐/NS ☐



	THIRD PARTY CONFIRMATION

	I have seen the learner perform the tasks listed in the checklist above.
	YES ☐ /NO ☐

	I can confirm that the responses I have provided are an accurate account of events I have witnessed.
	YES ☐ /NO ☐

	I can confirm that the learner is performing these tasks to the standard required of the workplace.
	YES ☐ /NO ☐



	SIGNATURE AND DATE

	Third party signature:
	

	Date:
	

	Learner signature:
	

	Date:
	




Part C: Keep records of work outcomes 

	EVIDENCE
	CHECK SUBMITTED

	1. A record of the work task completed in Assessment Task 3 Part B. 
· When assessment is completed in simulation (based on the scenario) this should include:
· a storyboard showing the images and phrases agreed to. 
· When assessment is completed in the workplace this should include:
· the names of each team member
· a record of the outcomes achieved in the work task. 

	S ☐/NS ☐






[bookmark: _Toc100413259][bookmark: _Toc100590044]Assessment Task 4: Project, Assessor Observation and Portfolio – Work with diverse customers/clients  
	UNIT CODE 
	BSBTWK301 
	UNIT TITLE
	Use inclusive work practices

	DUE DATE
	{RTO to complete}
	DURATION
	{RTO to complete}

	LEARNER NAME
	{RTO to complete}
	LEARNER ID
	{RTO to complete}



	TASK DESCRIPTION

	Learners are required to plan and implement inclusive work practices while working with customers or clients during one (1) work task, in a workplace or simulated workplace environment, including:
· Part A: Plan inclusive work practices 
· Part B: Implement inclusive work practices
· Part C: Keep records of work outcomes 


	Part A: Plan inclusive work practices
Learners are required to develop a plan to incorporate inclusive work practices into one (1) work task, including: 
· identifying the work activity and stakeholders who will be affected 
· identifying the expected or possible diverse characteristics and barriers to inclusion of customers or clients 
· planning actions to respond to barriers to inclusion, including:
· reasonable adjustments to the physical environment 
· inclusive work practices to adjust non-verbal communication 
· inclusive work practices to adjust verbal communication 
· other inclusive work practices, such as making process adjustments or providing direct assistance
· writing professionally for a diverse audience.
To complete this assessment, you are required to collect product-based evidence, using the Appendix 3. Inclusive Work Practices Plan (Customers) or a planning template from your workplace.
When using workplace templates, you may be able to use a piece of evidence to cover multiple criteria, or alternatively, you may collect multiple documents to cover one criterion. 
This task prepares you for Part B. Please read the Part B instructions before beginning Part A to make sure you understand the work task that you are preparing for. 


	Part B: Implement inclusive work practices
Learners are required to use inclusive work practices during one (1) work task. 
To complete this task, learners are required to:
· work with at least one (1) other diverse team member 
· work with at least three (3) diverse customers or clients
· implement reasonable adjustments, adjustments to communication and use inclusive language 
· complete the work task to achieve the work goals. 

This task will be conducted with one (1) other worker and three (3) customers or clients who may be from your workplace or role players, who can be other learners. 
When completing this task with role players, your assessment will be conducted as a group, but you will be assessed only on your own statements and behaviours. You and your one (1) fellow learner will each need to:
· implement reasonable adjustments
· adjust your communication 
· use inclusive language
· contribute to achieving the work task goals (when the scenario is used, this means making sure all customers or clients are signed-in and directed to the event).
If the assessment is being conducted in the workplace and the assessor is unable to observe you, you may be required to submit a third party report. Your assessor will advise you if this is required.


	Part C: Keep records of work outcomes 
To complete this assessment, you may be required to collect product-based evidence. You may be able to use a piece of evidence to cover multiple criteria, or alternatively, you may collect multiple documents to cover one criterion. 
Please ensure all evidence is clearly labelled (1) as per the evidence column. 
Check the submitted box when you have evidence ready.
Product-based evidence required to be submitted includes:
1. a record of the work task completed in Assessment Task 3 Part B (such as Appendix 4. Sign-in register template).


	If learners have any questions about the task, or concerns about their ability to complete the task, please discuss these with the assessor.

	ASSESSMENT CRITERIA

	To achieve an overall satisfactory result for this assessment task, the learner must:
· Address all criteria in the checklist to achieve a result of Satisfactory.
· submit:
· Appendix 3. Inclusive Work Practices Plan (Customers)
· a record of the work task completed in Assessment Task 3 Part B (such as Appendix 4. Sign-in register template).

	ASSESSMENT CONDITIONS

	· This assessment must take place in an industry workplace or a simulated industry environment.
· This assessment must ensure access to:
· policies, procedure, anti-discrimination legislation and codes of practice (from the learner’s research in Assessment Task 2, a simulated set or the learner’s workplace)
· at least one (1) other participant, such as another learner, to play the role of a worker
· at least three (3) other participants (per learner), such as other learners, to play the roles of customers or clients
· resources to complete the work task; when using the scenario, this should include:
· a sign-in register, such as Appendix 4. Sign-in register template
· a room with a sign-in table and exit to another room
· name-tag stickers for each customer/client
· a marker
· a pen. 
· This task may be completed in a group, but the learners must be marked on their own contributions.
· This assessment will be assessed as Satisfactory or Not Satisfactory.
· The learner is entitled to two additional assessment attempts following the initial attempt for each assessment task.

	RESOURCE REQUIREMENTS

	Assessor to provide:
· Appendix 4. Sign-in register template
· A room with a sign-in table and exit to another room
· Name-tag stickers for each customer/client
· A marker
· A pen
· When assessment is completed in simulation:
· one (1) other participant to role play a worker
· three (3) other participants to role play customers or clients.
Learner to provide:
· When assessment is completed in the workplace:
· three (3) customers/clients
· one (1) other worker
· a workplace record. 
· policies, procedure, anti-discrimination legislation and codes of practice (from Assessment Task 2).

	SUBMISSION REQUIREMENTS

	{RTO to complete}

	SAFETY

	· The assessor and learners must always ensure the safety of themselves and others.
· If they, for any reason, feel unsafe, learners can stop participating in the assessment. They must inform the assessor if they do.
· If the assessor determines the safety of any person to be at risk, the assessor will stop the assessment immediately and learners will undertake the assessment at another time.



	The learner will respond to the following scenario (simulated assessment), or a workplace scenario negotiated with the assessor (assessment in the workplace) in this assessment. 

You are working as a team with two other staff members to manage the sign-in table at an event being held by your workplace.

As a team, your task is to:
· greet each attendee
· assist each attendee to sign in, which involves having them write down their name and contact information
· assist each attendee to write their name on a name tag sticker
· direct each attendee to the event room.

The event will be attended by existing customers or clients and potential new customers or clients (members of the community) who will represent a range of diverse needs.

You have been asked to:
· (Part A) review the tasks that have been assigned to identify ways to make sure that the sign-in is inclusive and respond to the possible diversity needs that could be presented by attendees
· (Part B) work with your team to complete the task of coordinating attendee sign-in, while applying inclusive work practices.




Part A: Plan inclusive work practices 
	TASK
	S/NS

	1. Develop a plan to incorporate inclusive work practices into one (1) work task.
· follow your workplace policies and procedures or those provided in the scenario and anti-discrimination legislation 
· identify the scope of the plan, including:
· describe the activity the plan aims to incorporate incisive work practices into
· identify the stakeholders who are affected by the plan (workers, customers, clients or others)
· identify five (5) diversity characteristics which are/might be present in the customer base
· identify one (1) barrier to inclusion for each of the diversity characteristics 
· plan and document at least two (2) inclusive work practices to respond to each diversity characteristic, overall, you must include:
· at least two (2) reasonable adjustments to the physical environment to respond to diverse needs 
· at least four (4) inclusive work practices to adjust non-verbal communication in response to diverse needs
· at least two (2) inclusive work practices to adjust verbal communication in response to diverse needs.
· at least two (2) other inclusive work practices to respond to diverse needs, such as making process adjustments.
· use professional writing skills to complete the report.
	S ☐/NS ☐



Part B: Implement inclusive work practices
	Observation date:
	

	Scenario’s used (in simulation)/summary of customers or clients (in the workplace):
Record a summary of each existing/potential customer/client’s diverse needs and the barriers to inclusion they do/could present.
	1.      

	
	2.      

	
	3.      

	OBSERVABLE TASK
	ASSESSMENT CRITERIA
S/NS

	O.1 Before the work task, implement reasonable adjustments, as an inclusive work practice, to create an accessible work environment.
	1.1. Make two (2) reasonable adjustments to the physical environment to respond to diverse needs (within your level of authority or with permission from a manager/assessor).
S ☐/NS ☐

	O.2 Work with a diverse team to achieve task outcomes on one (1) occasion.
	2.1 Assist three (3) new/potential customers or clients. 
S ☐/NS ☐

	
	2.2 Create a record of interactions with new/potential customers or clients. 
When using the scenario, this should include:
· a complete sign-in record of all customers or clients. 
S ☐/NS ☐

	O.3 Respond to three (3) customer/client’s diverse needs. 
	3.1. Identify three (3) customer/client’s diverse needs and use inclusive work practices to respond.
S ☐/NS ☐

	O.4 During responses, use inclusive work practices during communication.
	4.1. Make at least four (4) adjustments to your non-verbal communication to respond to diverse needs (including tone and pace).
S ☐/NS ☐

	
	4.2. Make two (2) adjustments to your verbal communication (spoken words) to respond to diverse needs.
S ☐/NS ☐

	O.5 During responses, implement reasonable adjustments, as an inclusive work practice to respond to diverse needs.
	5.1. Make at least one (1) additional reasonable adjustment to the physical environment to respond to a customer/client’s diverse needs. 
S ☐/NS ☐

	O.6 During responses, use other inclusive work practices.
	6.1. Implement at least one (1) other inclusive work practice to respond to a customer/client’s diverse needs, such as making process adjustments or providing direct assistance. 
S ☐/NS ☐

	O.7 Throughout the work task, use inclusive work practices to demonstrate value of diversity in the workplace.
	7.1. While working with others, consistently use inclusive language.
S ☐/NS ☐

	O.8 Throughout the work task, share inclusion and diversity skills with customers, clients and other team members.
	8.1. Use role modelling to share at least three (3) inclusion and diversity skills with customers or clients.
S ☐/NS ☐

	
	8.2. Use role modelling to share at least three (3) inclusion and diversity skills with other team members.
S ☐/NS ☐

	
	8.3. Take two (2) other actions to support other team members to work inclusively (such as sharing information or providing practical help). 
S ☐/NS ☐

	O.9 Throughout the work task, implement inclusion and diversity policies, procedures, standards regulations, and codes of practice.
	9.1 Follow, at all times workplace policies and procedures for inclusion and diversity and meet the standards set for workers/your role for inclusive work practices.  
S ☐/NS ☐


	
	9.2 Comply at all times with the responsibilities set out in anti-discrimination and inclusion legislation and regulations.  
S ☐/NS ☐


	
	9.3 Take at least one (1) action to implement diversity and inclusion codes of practice (you may explain the code of practice that you have implemented to your assessor at the end of the work task).  
S ☐/NS ☐




	The third party report is not required to be completed and assessed except when:
· the assessment is completed in the workplace and the assessor is unable to observe this assessment task (Assessment Task 4 B).
In this situation, a third party must verify the work completed is authentic and satisfactory.
Your assessor will advise you if a third party report is required and assist in arranging a third party to complete the report.



	TASK DESCRIPTION

	This report is provided as supplementary evidence towards determining competency for the unit BSBTWK301 Use inclusive work practices.
The purpose of this report is to provide verification that the learner holds knowledge and skills that are relevant to the unit of competency. This supplements other evidence provided by the learner towards competency and will be evaluated by your assessor to determine if sufficient evidence has been provided.
When selecting a third party to complete this report, please ensure that the learner or assessor selects a person who would hold vocational competence (or equivalence) for the unit being assessed. This person must understand industry expectations required, as they relate to the knowledge and skills being performed.
The learner is to ask the third-party provider to complete the remainder of this document and sign and date it. The learner will then co-sign the document and return it by the due date provided.
If learners have any questions about the task, or concerns about their ability to complete the task, please discuss these with the assessor.

	THIRD PARTY INFORMATION/INSTRUCTIONS

	The purpose of this third-party report is to provide verification of the learner’s knowledge and skills to confirm competency in the unit being undertaken. It is important that the person providing the verification (you) have the experience and knowledge in this industry to verify the learner’s knowledge and skills. This is why you will be asked about your qualifications and experience.
Additionally, it is important that you have the opportunity to directly supervise and interact with the learner in the workplace.
This report allows you to provide feedback to the assessor regarding the level of the knowledge and skill the learner has demonstrated in relation to this unit of competency in an industry setting. The comments within this report should be based on personal observations and interactions with the learner. Please provide as much detail as possible for each question and (where possible) provide example/s.
You will be signing this document to verify the details enclosed are accurate and reflect your observations and experiences with the learner. The assessor may contact you for further clarification on any details in this report.
Thank you for your time.



	WORKPLACE: 
	
	THIRD PARTY:
	

	THIRD PARTY VERIFICATION
	I have the personal experience and/or qualifications in the unit of competency being assessed.
Experience and qualifications:
· experience using inclusive work practices in a diverse environment and in a senior role over at least two (2) years
· current knowledge of diversity and inclusion practices. 
	YES ☐ /NO ☐

	
	I personally work or have worked with the learner and thoroughly understand the workplace requirements, standards and procedures.
	YES ☐ /NO ☐

	
	I am willing to discuss the learner’s performance further, if needed.
	YES ☐ /NO ☐



	TASK: 
	THIRD PARTY OBSERVATIONS AND COMMENTS:
	ASSESSOR TO MARK S/NS:

	O.1 Before the work task, implement reasonable adjustments, as an inclusive work practice, to create an accessible work environment.
	1.1. Make two (2) reasonable adjustments to the physical environment to respond to diverse needs (within your level of authority or with permission from a manager).
	Provide example/s:


Comments:
	S ☐/NS ☐

	O.2 Work with a diverse team to achieve task outcomes on one (1) occasion. 
	2.1 Assist three (3) new/potential customers. 
	Provide example/s:


Comments:
	S ☐/NS ☐

	
	2.2 Create a record of interactions with new/potential customers or clients. 

	Provide example/s:


Comments:
	S ☐/NS ☐

	O.3 Respond to three (3) customer/client's diverse needs. 
	3.1. Identify three (3) customer/client’s diverse needs and use inclusive work practices to respond.
	Provide example/s:


Comments:
	S ☐/NS ☐

	O.4 During responses, use inclusive work practices during communication.
	4.1. Make at least four (4) adjustments to your non-verbal communication to respond to diverse needs (including tone and pace).
	Provide example/s:


Comments:
	S ☐/NS ☐

	
	4.2. Make two (2) adjustments to your verbal communication (spoken words) to respond to diverse needs.
	Provide example/s:


Comments:
	S ☐/NS ☐

	O.5 During responses, implement reasonable adjustments, as an inclusive work practice to respond to diverse needs. 
	5.1. Make at least one (1) additional reasonable adjustment to the physical environment to respond to a customer/client’s diverse needs. 
	Provide example/s:


Comments:
	S ☐/NS ☐

	O.6 During responses, use other inclusive work practices.
	6.1. Implement at least one (1) other inclusive work practice to respond to a customer/client’s diverse needs, such as making process adjustments or providing direct assistance. 
	Provide example/s:


Comments:
	S ☐/NS ☐

	O.7 Throughout the work task, use inclusive work practices to demonstrate value of diversity in the workplace.
	7.1. While working with others, consistently use inclusive language.

	Provide example/s:


Comments:
	S ☐/NS ☐

	O.8 Throughout the work task, share inclusion and diversity skills with customers, clients and other team members.
	8.1. Use role modelling to share at least three (3) inclusion and diversity skills with customers or clients.

	Provide example/s:


Comments:
	S ☐/NS ☐

	
	8.2. Use role modelling to share at least three (3) inclusion and diversity skills with other team members.
S ☐/NS ☐
	Provide example/s:


Comments:
	S ☐/NS ☐

	
	8.3. Take two (2) other actions to support other team members to work inclusively (such as sharing information or providing practical help). 
	Provide example/s:


Comments:
	S ☐/NS ☐

	O.9 Throughout the work task, implement inclusion and diversity policies, procedures, standards regulations, and codes of practice.
	9.1 Follow, at all times, workplace policies and procedures for inclusion and diversity and meet the standards set for workers/your role for inclusive work practices.  
S ☐/NS ☐

	Provide example/s:


Comments:
	S ☐/NS ☐

	
	9.2 Comply at all times with the responsibilities set out in anti-discrimination and inclusion legislation and regulations.  
S ☐/NS ☐

	Provide example/s:


Comments:
	S ☐/NS ☐

	
	9.3 Take at least one (1) action to implement diversity and inclusion codes of practice (you may explain the code of practice that you have implemented to your assessor at the end of the work task).  
S ☐/NS ☐

	Provide example/s:


Comments:
	S ☐/NS ☐





	THIRD PARTY CONFIRMATION

	I have seen the learner perform the tasks listed in the checklist above.
	YES ☐ /NO ☐

	I can confirm that the responses I have provided are an accurate account of events I have witnessed.
	YES ☐ /NO ☐

	I can confirm that the learner is performing these tasks to the standard required of the workplace.
	YES ☐ /NO ☐



	SIGNATURE AND DATE

	Third party signature:
	

	Date:
	

	Learner signature:
	

	Date:
	



Part C: Keep records of work outcomes 

	EVIDENCE
	CHECK SUBMITTED

	1. A record of the work task completed in Assessment Task 4 Part B. 
· When assessment is completed in simulation (based on the scenario) this should include:
· a completed sign-in sheet. 
· When assessment is completed in the workplace this should include:
· the names of each team member
· a record of the outcomes achieved in the work task. 

	S ☐/NS ☐





[bookmark: _Toc100590045]Assessment Task 5: Portfolio – Support other workers
	UNIT CODE 
	BSBTWK301 
	UNIT TITLE
	Use inclusive work practices

	DUE DATE
	{RTO to complete}
	DURATION
	{RTO to complete}

	LEARNER NAME
	{RTO to complete}
	LEARNER ID
	{RTO to complete}



	TASK DESCRIPTION

	Learners are required to produce a portfolio of product-based evidence demonstrating how they have supported other workers in your team, in a workplace or simulated workplace environment.
To complete this assessment, you may be required to collect product-based evidence. You may be able to use a piece of evidence to cover multiple criteria, or alternatively, you may collect multiple documents to cover one criterion. 
Please ensure all evidence is clearly labelled (1 to 3) as per the evidence column. 
Check the submitted box when you have evidence ready.
Product-based evidence required to be submitted includes:
· one (1) record of sharing information with other workers about diversity and/or inclusive work practices
· one (1) record of sharing resources (for professional development) about diversity and/or inclusion with other workers about inclusive work practices
· one (1) record of record of ideas or suggestions you have made to improve the inclusivity of the work environment. 
Learners who are completing the assessment in a simulated environment may create records for their portfolio by communicating with other learners who are acting as workers during Assessment Tasks X and X or with the assessor acting as a supervisor or another worker. 
If learners have any questions about the task, or concerns about their ability to complete the task, please discuss these with the assessor.

	ASSESSMENT CRITERIA

	To achieve an overall satisfactory result for this assessment task, the learner must:
· Address all criteria in the checklist to achieve a result of Satisfactory.
· Submit:
· one (1) record of sharing information with other workers about diversity and/or inclusive work practices
· one (1) record of sharing resources (for professional development) about diversity and/or inclusion with other workers about inclusive work practices
· one (1) record of suggesting ideas or suggestions to improve the inclusivity of the work environment. 

	ASSESSMENT CONDITIONS

	· This assessment must take place in a simulated environment or in the workplace.
· This assessment must ensure access to:
· information about inclusion and diversity, which can be sourced from the learner’s own online research or the Learner Guide for this unit of competency 
· a computer and the internet
· email. 
· This is an individual task.
· This assessment will be assessed as Satisfactory or Not Satisfactory.
· The learner is entitled to two additional assessment attempts following the initial attempt for each assessment task.

	RESOURCE REQUIREMENTS

	Assessor to provide:
· Laptop/desktop computer
· Access to the internet via 4G or WiFi
· Access to email. 
Learner to provide:
· Mobile phone, tablet or laptop
· Login for LMS

	SUBMISSION REQUIREMENTS

	{RTO to complete}

	SAFETY

	· The assessor and learners must always ensure the safety of themselves and others.
· If they, for any reason, feel unsafe, learners can stop participating in the assessment. They must inform the assessor if they do.
· If the assessor determines the safety of any person to be at risk, the assessor will stop the assessment immediately and learners will undertake the assessment at another time.



	EVIDENCE
	CHECK SUBMITTED

	1. One (1) record of sharing information with other workers about diversity and/or inclusive work practices, which includes:
· the date
· your name
· the name of the workers that you communicated with 
· the information that you shared about diversity and/or inclusive work practices (for example, information about different types of inclusive work practices, how or when to use them, or information about a diverse group and their needs). 
Appropriate types of records include:
· emails
· meeting minutes
· written logs of discussions that are signed by the person/people you communicated with. 
All records must be written professionally for a diverse audience. 
	☐
	2. One (1) record of sharing resources (for professional development) about diversity and/or inclusion with other workers about inclusive work practices, which includes:
· the date
· your name
· the name of the workers that you communicated with 
· the resources that you shared as an attachment or hyperlink (for example, videos, guides, factsheets or other useful resources to assist workers to be more inclusive). 
Appropriate types of records include:
· emails
· training presentations
· printed copies of resources supplied (accompanied by meeting minutes or signatures from the workers that you provided them to). 
All records must be written professionally for a diverse audience.
	☐
	3. One (1) record of ideas or suggestions you have made to improve the inclusivity of the work environment, which includes:
· the date
· your name
· the name of the workers that you communicated with 
· the inclusion idea or suggestion you shared. 
Appropriate types of records include:
· emails
· meeting minutes
· written logs of discussions which are signed by the person/people you communicated with. 
All records must be written professionally for a diverse audience.
	☐
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	UNIT CODE 
	BSBTWK301 
	UNIT TITLE
	Use inclusive work practices

	DUE DATE
	{RTO to complete}
	DURATION
	{RTO to complete}

	LEARNER NAME
	{RTO to complete}
	LEARNER ID
	{RTO to complete}



	TASK DESCRIPTION

	Learners are required to produce a portfolio of product-based evidence demonstrating their improvement and development over time (during Assessment Tasks 3, 4 and 5), in a workplace or simulated workplace environment.
To complete this assessment, you may be required to collect product-based evidence. You may be able to use a piece of evidence to cover multiple criteria, or alternatively, you may collect multiple documents to cover one criterion. You may use Appendix 5. Personal development log to collect your evidence OR collect evidence in your own or a workplace format. 
Please ensure all evidence is clearly labelled (1 to 4) as per the evidence column. 
Check the submitted box when you have evidence ready.
Product-based evidence required to be submitted includes:
· a documented self-assessment of your own diversity and inclusion skills, knowledge and experience 
· a record of feedback collected about your own inclusive work practices 
· a record of your own evaluations of your inclusive work practices, which considered the feedback collected
· a log of the improvement actions that you have implemented over time (through the course of Assessment Tasks 3, 4 and 5).
If learners have any questions about the task, or concerns about their ability to complete the task, please discuss these with the assessor.

	ASSESSMENT CRITERIA

	To achieve an overall satisfactory result for this assessment task, the learner must:
· Address all criteria in the checklist to achieve a result of Satisfactory.
· Submit:
· a documented self-assessment of diversity and inclusion skills, knowledge and experience 
· a record of feedback collected about inclusive work practices 
· a record of evaluations of inclusive work practices
· a log of the improvement actions implemented.
· Learners may choose to submit evidence using Appendix 5. Personal development log (optional). 

	ASSESSMENT CONDITIONS

	· This assessment must take place in a simulated environment or the workplace.
· This assessment must ensure access to:
· a supervisor or assessor to provide feedback about the learner’s inclusive work practices
· opportunities to use inclusive work practices and implement improvements (such as Assessment Tasks 3, 4 and 5)
· a pen or computer and word processing software
· (Appendix 5. Personal development log is provided as a guide but is optional; the learner may submit evidence in other formats).  
· This is an individual task.
· This assessment will be assessed as Satisfactory or Not Satisfactory.
· The learner is entitled to two additional assessment attempts following the initial attempt for each assessment task.

	RESOURCE REQUIREMENTS

	Assessor to provide:
· Laptop/desktop computer
· Access to the internet via 4G or WiFi
· A supervisor or assessor to provide feedback about the learner’s inclusive work practices
· Opportunities to use inclusive work practices and implement improvements (such as Assessment Tasks 3, 4 and 5)
Learner to provide:
· Mobile phone, tablet or laptop
· Pen
· Login for LMS
· Add or adjust resources as needed.

	SUBMISSION REQUIREMENTS

	{RTO to complete}

	SAFETY

	· The assessor and learners must always ensure the safety of themselves and others.
· If they, for any reason, feel unsafe, learners can stop participating in the assessment. They must inform the assessor if they do.
· If the assessor determines the safety of any person to be at risk, the assessor will stop the assessment immediately and learners will undertake the assessment at another time.



	EVIDENCE
	CHECK SUBMITTED

	1. A documented self-assessment of your own diversity and inclusion skills, knowledge and experience, which includes:
· a list of at least three (3) inclusion skills you believe that you HAVE 
· a list of at least three (3) inclusion skills that you WANT to gain or improve 
· a list of at least three (3) types of diversity and inclusion knowledge you believe that you HAVE 
· a list of at least three (3) types of diversity and inclusion knowledge you believe that you WANT to gain or improve 
· a list of at least three (3) types of diversity and inclusion experiences you believe that you HAVE 
· a list of at least three (3) types of diversity and inclusion experiences you believe that you WANT to gain or improve.

	☐
	2. A record of feedback collected about your own inclusive work practices, which includes:
· One (1) record of feedback collected from your assessor BEFORE beginning your practical assessments (Assessment Tasks 3, 4 and 5) about the diversity and inclusion skills you have used during learning (e.g., with other learners)
· Three (3) records of feedback collected from your assessor or a supervisor AFTER completing work tasks (which may be Assessment Tasks 3, 4 and 5).
The feedback that you collect must include:
· the date you collected it
· a summary of the feedback, which must be about:
· the inclusive work practices you have used with other workers AND customers/clients (who may be role players in assessment tasks)
· BOTH what you have done well and what you need to improve. 
· a summary of the work task that the feedback is about (if this is an assessment task, please indicate which) 
· the name and role of the person who provided the feedback
· the signature of the person who provided the feedback. 

	☐
	3. A record of your own evaluations of your inclusive work practices, which considered the feedback collected, which must include:
· Four (4) reflections which are based on the four (4) records of feedback in Evidence 2. 
Each evaluation must include:
· the date
· a reference to or summary of the feedback and work tasks you are reflecting on 
· a reflection of your practices where you have identified what you did well AND what you could improve
· a record of new skills, knowledge or experience that you have developed from the work tasks
· at least two (2) planned improvement actions.


	☐
	4. A log of the improvement actions that you have implemented over time, which must include:
· at least three (3) improvement actions that you have implemented during Assessment Tasks 3, 4 or 5.
Each logged improvement must include:
· the date
· a summary of the improvement action you planned to take 
· a reference to or summary of the feedback and evaluation that caused you to plan the improvement 
· a summary of the work task that you implemented the actions during (if this is an assessment task, please indicate which) 
· a summary of your implementation (the actions you took during the work tasks)
· a summary of how you followed workplace policies and procedures and legislation to implement these improvements
· a summary of the legislative requirements and enterprise agreements (if any) the improvements comply with.
Your assessor must be able to observe two (2) of your improvement actions during your other assessment tasks. 

	☐
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