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Assessment instructions 

SAFETY AND SAFETY RESPONSIBILITIES 
The Assessor is responsible for the safety and welfare of students during assessment.  Prior to commencing any assessment, you must brief the student on their safety responsibilities. 
You must IMMEDIATELY STOP an assessment if you observe a student attempting to carry out any step or undertake any actions in an unsafe or dangerous way which may harm themselves or others. 
Check to ensure the assessment environment is safe and all resources and equipment are available and in good working order.  
RESOURCES 
Specific resources and equipment are listed on individual assessment instruments. ASSESSMENT CONDITIONS 
All assessments must comply with the assessment conditions listed in the unit of competency.  For this unit: 
Assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced in the industry capability - workplace effectiveness field of work and include access to: 
· workplace equipment and resources 
· case studies and, where possible, real situations 
· interaction with others. 
Assessors must satisfy NVR/AQTF assessor requirements. 
REASONABLE ADJUSTMENT 
Students with disability should be provided with reasonable adjustments to enable them to meet the fundamental parts of the course required to be deemed competent.  Do not exclude, discontinue or dismiss a student on the grounds of having a disability alone. However, it is allowable to exclude a student who cannot meet the inherent requirements of the course, even with adjustments. 
Reasonable adjustment is provided in circumstances when it would not cause unjustifiable hardship to the RTO. Document and explain on the assessment instruments any reasonable adjustment provided to a student.  You must be able to prove you did not discriminate. 
The following are reasonable adjustment options which could be provided to a student. 
· Assistance of a language, literacy and numeracy support person 
· Modifications to the physical environment 
· Verbal questions or the use of a scribe 
· Using an accessible venue for the assessment 
· Modifications to computer equipment or software 
· Use of specialised equipment 
· Provision of course materials in other formats – electronic or large print 

ACADEMIC INTEGRITY 
[bookmark: _Hlk209080674]To help ensure the integrity of our assessments at Training Academy of Excellence (TAE) please take steps to prevent the following behaviours: 
· Plagiarism 
· Cheating 
· Failing to acknowledge the work or assistance of others 
· Sharing of answers or assessments  
Suggestions include: 
· Only give out Assessment Guides to students when they are being assessed. Remember to collect them at the end of the assessment 
· Save electronic documents on an Assessor’s USB for printing to avoid students leaving with copies of the assessment questions and tasks 
· Mark students physical work samples with the student initials or student number to avoid confusion 
· 
PRIVACY 
To ensure the student’s privacy follow Training Academy of Excellence (TAE)’s Privacy Policy. Keep paper assessments away from both the direct and indirect gaze of others, keep them secure and do not discuss results in public places.

AFTER ASSESSMENT 

Model answers

Use the evidence criteria, benchmarks or answers provided in this guide to support your assessment decision. The observation assessment has benchmarks which are to be used in the same way as answers. 
If you need assistance or clarification when making an assessment judgement, please contact your Education Manager. 

IMPORTANT: a student must achieve Satisfactory/S/Meets requirements on all assessment tasks and be assessed as competent for the unit of competence before a result can be given. 

FURTHER EVIDENCE REQUIRED/RESITS

If a key aspect has not been addressed correctly, the Assessor is to discuss the response with the student to determine if the student did not know the correct response or did not understand the requirement. 
The student will be given the opportunity after receiving feedback to re-sit or submit the assessment in the following session. The assessor may use their discretion to reassess the entire assessment or only the areas requiring further evidence. 
· When there is reassessment of the entire assessment, reprint a copy of the assessment to use.  Afterwards, the second or third assessment instrument must be attached to the original for filing and storage. 
· When there is partial reassessment, the Assessor must indicate on the assessment instrument what the further evidence required was and how it was obtained.  They must initial and date the question or task on the document beside their comments. 

The student is only able to re submit twice before needing to re-enrol in the unit to complete again. 
If a key aspect has not been addressed correctly, the Assessor is to discuss the response with the student to determine if the student did not know the correct response or did not understand the role play situation / question. To achieve a satisfactory result for this assessment, all key aspects that are mapped in the associated Assessment Mapping Document MUST be responded to correctly. 

PROVIDING FEEDBACK TO STUDENTS 

You must provide feedback to students regarding their results and performance. Specific feedback must be detailed on each assessment instrument and a summary provided when completing the Unit Assessment Summary Result Sheet. 

Effective feedback contributes to improving performance. When a student does not meet requirements, use the feedback fields to document areas for improvement and plans for further training and reassessment.

PAPER BASED ASSESSMENTS 

If collecting paper-based assessments, please check that you and the student have signed in all the required places and completed the appropriate fields. 

FINAL COMPETENCY JUDGEMENT 
Once all assessments have been finalised, completed the Unit Assessment Summary Result Sheet and make a final competency judgement. 
Enter your results into the system within 5 business days of completion of the unit. 

RE-ASSESSMENT 
If you do not achieve the required standard to achieve competence, you will be given the opportunity to be re-assessed by the assessor and the requirement for additional evidence will be outlined. Arrangements will be made on an individual basis to ensure the process is valid, fair and reliable. 
ASSESSMENT APPEALS 
A student who is dissatisfied with the outcome of his/her assessment should first discuss their concerns with the teacher/assessor and/or program coordinator in the associated business area. If the issue is not resolved, the student may appeal the decision(s) by following the Complaints and Appeals process. For further information contact student support.


	[bookmark: _Toc75159547]Assessment Plan

	QUALIFICATION CODE
	BSB30120
	QUALIFICATION TITLE
	Certificate III Business

	UNIT CODE
	BSBSUS211
	UNIT TITLE
	Participate in sustainable 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 with written responses and written recommendations
	{RTO to complete}
	{RTO to complete}

	3
	Assessor Observation and Portfolio
	Participate in sustainable work practices
	{RTO to complete}
	{RTO to complete}





[bookmark: _Toc209083174][bookmark: _Toc85546291]Assessment Task 1: Knowledge Quiz – Knowledge questions 
	UNIT CODE 
	BSBSUS211
	UNIT TITLE
	Participate in sustainable work practices

	DUE DATE
	25/10/20XX
	DURATION
	2 hours 

	LEARNER NAME
	Candidate 1 
	LEARNER ID
	000021



	TASK DESCRIPTION

	Learners must answer eighteen (18) knowledge questions in relation to sustainable work practices online through an LMS, including:
· environmental and resource hazards and risks
· Australian and international standards for corporate responsibility
· sustainability regulations and codes of practice applicable to own role
· organisational sustainability policies and procedures
· reporting channels and procedures to report breaches and potential issues
· advantages of sustainable practices in the workplace.
This assessment is to 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}



	ASSESSOR INFORMATION/INSTRUCTIONS

	BEFORE THE ASSESSMENT:
1. Advise the learner of the assessment task, location and duration.
2. Discuss and explain the assessment criteria for this task.
3. Ensure the learner has access to any appropriate supporting documentation necessary to complete the assessment.
4. Ensure the learner has a hardcopy and/or electronic copy of the Assessment Cover Sheet.
5. Advise the learner to read and review the task/s so they can prepare for the assessment.
6. Provide all resources listed in the Resource Requirements section.
7. Identify and implement agreed on reasonable adjustments with the learner where applicable.
DURING THE ASSESSMENT:
8. Supervise the assessment to maintain a safe environment.
9. Record the learner’s performance against the benchmarks provided.
10. Provide required support and ensure fairness, flexibility, validity and reliability.
AFTER THE ASSESSMENT:
11. Record the learner’s performance against the benchmarks provided.
12. Complete the S/NYS fields in the student file.
13. Provide feedback to the learner by completing the Assessment result and feedback form.
14. Record reassessment requirements, if applicable.
15. Advise learner of when and how reassessment will occur, if applicable.

	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.




[bookmark: _Toc209083175]Assessment Task 1: Knowledge Quiz – Knowledge questions – Marking Guide

	NO.
	QUESTION
	BENCHMARK FOR PERFORMANCE
	S/NS

	1.
	Which of the following are environmental and resource hazards?
Select four (4) correct answers.
	a) air contaminants (answer)
b) Chemical spillages (answer)
c) Materials stored out of walkways
d) Mismanaged waste (answer)
e) Hazard warning signs
f) Stormwater contamination (answer)
	S ☒/NS ☐

	2
	Which of the following are examples of sustainable work practices?
Select four (4) correct answers.
	a) Providing lunch onsite for all employees
b) Encouraging employees to bring their lunch in reusable containers (answer)
c) Turning off lights at the end of the day (answer)
d) Encouraging employees to take separate cars to work
e) Carpooling (answer)
f) Using sustainable suppliers (answer)
	S ☒/NS ☐

	3
	A ____ is a source of harm to either humans or the environment.

Select one (1) correct answer to complete the sentence.
	a) problem
b) risk
c) hazard (answer)
	S ☐/NS ☐

	4
	A ____ is the type and level of threat made by a hazard (that affects humans or the environment).

Select one (1) correct answer to complete the sentence.
	a) problem
b) risk (answer)
c) hazard 
	S ☐/NS ☐

	5
	Match the hazard to the correct environmental risks.
1. Dust
2. Pathogens
3. Power usage

Responses:
· Pollution, climate change, and severe weather events.
· Disease and death to animals.
· Contamination of soils and waterways.

	1. Contamination of soils and waterways.
2. Disease and death to animals.
3. Pollution, climate change, and severe weather events.

	

	6
	Which of the following are benefits of sustainability?
Select two (2) correct answers.
	a) Clean air (answer)
b) Encouraging underperformers to leave the workplace
c) Attracting talented employees (answer)
d) Culling overpopulated wildlife

	S ☐/NS ☐

	7
	The ____ is a non-binding pact encouraging organisations around the world to enact sustainable and socially responsible policies, and to report on their progress. 

Select one (1) correct answer to complete the sentence.
	a) European Global Compact
b) United States of America (USA) Global Compact
c) United Nations (UN) Global Compact (answer)
	S ☐/NS ☐

	8
	The ____ is an international treaty on climate change. Its goal is to limit global warming.

Select one (1) correct answer to complete the sentence.
	a) Melbourne Agreement
b) Copenhagen Agreement
c) Edinburgh Agreement
d) Taipei Agreement
e) Paris Agreement (answer)
	S ☐/NS ☐

	9
	Match the organisation to its correct purpose.
1. Environmental Protection Agency Victoria
2. WorkSafe Victoria
3. Sustainability Victoria

Responses:
· Regulates workplace health and safety and reduces workplace harm.
· Has the powers to enforce regulations that protect the quality of air, soil, and water.
· Assists and promotes environmentally sustainable resource use.

	1. Has the powers to enforce regulations that protect the quality of air, soil, and water.
2. Regulates workplace health and safety and reduces workplace harm.
3. Assists and promotes environmentally sustainable resource use.

	S ☐/NS ☐

	10
	Where might you find an organisation’s sustainability policies and procedures?
Select three (3) correct answers.
	a) Filed with Sustainability Victoria
b) Monthly finance reports
c) Occupational health and safety policies and procedures (answer)
d) Human resources policies and procedures (answer)
e) Organisational strategic plan (answer)
f) Filed with WorkSafe
g) Filed with the Environmental Protection Agency (EPA)
	S ☐/NS ☐

	11
	If you notice any ____, report it to the appropriate person in your organisation (i.e., your manager, Legal divisions, Occupational Health and Safety division)

Select one (1) correct answer to complete the sentence.
	a) Environmental hazards and risks (answer)
b) Social concerns and problems
c) Financial changes or improvements
	S ☐/NS ☐

	12
	What does the Environmental Protection Agency Victoria define as a ‘notifiable incident’?

Select one (1) correct answer.
	a) A recycling error where recyclables are sent to landfill
b) An extreme weather event that prevents a business from operating
c) A pollution incident that causes, or threatens to cause ‘material harm’ to human health or the environment (answer)
d) A pollution incident that causes, or threatens to cause ‘financial harm’ to international organisations 

	S ☐/NS ☐

	13
	What Acts and Codes of practice can provide guidance on sustainability in Australia?

Select three (3) correct answers.
	a) Code of practice: demolition work
b) Code of practice: the storage and handling of dangerous goods (answer)
c) The Dangerous Goods Act 1985 (answer)
d) The Fair Work Act 2009
e) The Environmental Protection Act 2017 (Answer) 
	S ☐/NS ☐

	14
	Which Act requires businesses to notify WorkSafe about reportable incidents?

Select one (1) correct answer.
	a) The Occupational Health and Safety Act 2004 (answer)
b) The Workplace Health and Safety Act 2004
c) The Corporate Health and Safety Act 2004
d) The Commonwealth Health and Safety Act 2004
	S ☒/NS ☐

	15
	If an employee is exposed to an implosion, explosion, or fire, who must the incident be reported to?

Select one (1) correct answer.
	a) Sustainability Victoria
b) International Incidents Council
c) WorkSafe (answer)
d) Environmental Protection Agency
	S ☒/NS ☐

	16
	Match the term to its correct definition.
1. Policies
2. Procedures

Responses:
Explains how to do something, when it should be done and who should do it.
Describes what must be achieved and why it is important.

	1. Describes what must be achieved and why it is important.
2. Explains how to do something, when it should be done and who should do it.
	S ☒/NS ☐

	17
	What information can you find in a workplace’s sustainability policies and procedures?

Select three (3) correct answers.
	a) Information on applying first aid.
b) Your responsibilities to support a sustainable workplace (answer)
c) Processes to follow to comply with legislative requirements (answer)
d) Current sustainable work practices (Answer)
e) Policies for diversity and inclusion
	S ☒/NS ☐

	18
	Who should you report to if you see a breach of the Environmental Protection Act 2017?

Select one (1) correct answer.
	a) Sustainability Victoria
b) International Incidents Council
c) WorkSafe 
d) Environmental Protection Agency (answer)
	S ☒/NS ☐




[bookmark: _Toc209083176]Assessment Task 2: Written – Research and recommendations 
	UNIT CODE 
	BSBSUS211
	UNIT TITLE
	Participate in sustainable 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 sustainability initiatives in a Victorian business and respond to a series of short-answer questions online or in a classroom including:
· identifying environmental and resource hazards and risks
· researching and identifying appropriate Australian standards for corporate social responsibility
· sustainability regulations and codes of practice applicable in own role
· advantages of sustainable practices in the workplace
· recommendations for sustainability improvements
· recommendations to access sustainability support for businesses
· recommendations to involve colleagues in sustainability recommendations
· identify, measure and document usage of resources
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 or in a classroom.
· This assessment must ensure access to:
· the internet.
· 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

	SUBMISSION REQUIREMENTS

	{RTO to complete}



	ASSESSOR INFORMATION/INSTRUCTIONS

	BEFORE THE ASSESSMENT:
1. Advise the learner of the assessment task, location and duration.
2. Discuss and explain the assessment criteria for this task.
3. Ensure the learner has access to any appropriate supporting documentation necessary to complete the assessment.
4. Ensure the learner has a hardcopy and/or electronic copy of the Assessment Cover Sheet.
5. Advise the learner to read and review the task/s so they can prepare for the assessment.
6. Provide all resources listed in the Resource Requirements section.
7. Identify and implement agreed on reasonable adjustments with the learner where applicable.
DURING THE ASSESSMENT:
8. Supervise the assessment to maintain a safe environment.
9. Record the learner’s performance against the benchmarks provided.
10. Provide required support and ensure fairness, flexibility, validity and reliability.
AFTER THE ASSESSMENT:
11. Collect the written assessment answers.
12. Record the learner’s performance against the benchmarks provided.
13. Provide feedback to the learner.
14. Record reassessment requirements, if applicable.
15. Advise learner of when and how reassessment will occur, if applicable.

	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.





[bookmark: _Toc209083177]Assessment Task 2: Written – Research and recommendations – Marking Guide
	The learner will respond conduct research for a simulated workplace in which:
· they are a general admin assistant for an employment agency
· they work in an office with a team of twenty other employees.

Management will refer to the assessor, and colleagues may refer to other learners.



	TASK TO COMPLETE

	1. Your manager has asked you to research sustainability practices similar businesses to your workplace are undertaking. List three (3) organisations you have researched and the sustainability initiatives they have in place.

	Benchmark for performance:
· Identify three (3) businesses similar in size and responsibility to an employment agency (i.e., small businesses, other employment agencies, government agencies).
· Provide a list of sustainability initiatives undertaken by the business they have identified.

	S ☐/NS ☐

	2. Your manager asks you to list:
· three (3) potential resource inefficiencies
· three (3) potential environmental or resource hazards
· three (3) potential risks resulting from the hazards
· three (3) potential sustainable work practices or initiatives to minimise risks
These should all reasonably occur in the workplace. Use your research in question one to assist you.

	Benchmark for performance:
· Learner must identify three (3) potential resource inefficiencies, hazards and their risks, and sustainable work practices or initiatives to control them.
· Resource inefficiencies include, but are not limited to, electricity inefficiencies, heating inefficiencies, open windows while air conditioning is on, single-use cups, unsustainable packaging for office supplies, unsustainable practices in suppliers, lack of automatic doors, cleaning chemicals, etc.
· Hazards include, but are not limited to, cleaning chemicals, lack of recycling, poorly managed waste system, etc.
· Risks include, but are not limited to, chemical spills damaging the environment, unsustainable consumption of resources that harms the environment, pollution from an overflowing waste system, etc.
· Sustainable work practices include, but are not limited to, switching to less toxic cleaning chemicals, changing to suppliers who use recycled goods, setting up a recycling bin next to the waste bin, reducing single-use products to lessen the amount of waste produced, etc.
· The risks identified should relate to the hazards identified. The sustainable work practices should reasonably aim to minimise or eliminate risks.

	S ☐/NS ☐

	3. You need to encourage all employees in the workplace to embrace the sustainability initiatives you have recommended. What three (3) benefits of using sustainable work practices could you tell your colleagues and supervisors about?

	Benchmark for performance:
· Learner must list three (3) sustainability benefits for workplaces.
· This might include, but is not limited to, clean air, safe water, fertile land, flourishing wildlife populations, bringing animal species back from the brink of extinction, productive crops, eco-diversity, reduction in severe weather events, better health outcomes for wildlife and humans, reduction of environmental impact, saving money, reduction in material inefficiencies, positive reputation to the coffee shop, attracting talented employees.

	S ☐/NS ☐

	4. Your manager is interested in accessing support, funding and/or advice to implement sustainability initiatives in the workplace. What three (3) supports could your manager access?

	Benchmark for performance:
· The learner should list at least three (3) suitable supports such as the Victorian Default Offer, Boosting Productivity for Business, Regional Jobs and Infrastructure Fund, Victorian Energy Compare and Ecospecifier – please note, the list provided here is not exhaustive.

	S ☐/NS ☐

	5. You suggest to your manager that your colleagues may wish to contribute to discussions about improving workplace sustainability practices. How would you collaborate with your colleagues to develop additional sustainability improvement practices?
List three (3) ways you can collaborate and collect suggestions from others.

	Benchmark for performance:
· The learner should list three (3) ideas that could allow colleagues to provide suggestions for sustainability improvement practices such as conducting a focus group, holding a meeting, creating a suggestion box, creating a survey, etc. – please note, the list provided here is not exhaustive.
· The learner may list (but it is not essential) some questions they may ask to elicit suggestions from colleagues, such as:
· How do you currently use paper in your role/team/division?
· How do you currently use energy in your role/team/division?
· How do you currently engage with travel in your role/team/division?
· What are sustainability practices that are quick and easy to implement?
· What should our long-term sustainability goals be?
· What sustainability practices do you think our customers care about?
· Are any organisations doing terrific things in the sustainability space, and how can we learn from them? 
· What are the best ways to motivate people to engage in sustainability?
· What will help drive change?
· How can we make sure that there is support for sustainability initiatives?

	S ☐/NS ☐

	6. You want to ensure that your manager is aware of the applicable sustainability legislation. List:
· one (1) international standard for corporate social sustainability
· one (1) Australian standard for corporate social sustainability
· three (3) sustainability regulations or codes of practice applicable to the workplace.
For each document listed, summarise its purpose and how it may be relevant to workplace sustainability.

	Benchmark for performance:
· The learner must list and summarise the purpose of one (1) international and Australian standard and three (3) sustainability regulations or codes of practice applicable to the workplace.
· This may include, but is not limited to:
· United Nations Global Compact, United Nations Sustainable Development Goals, World Benchmark Alliance, the Paris Agreement.
· Environmental Management Standards for Australia, such as the AS/NZS 5911-2013 general guidelines on the verification, validation and assurance of environmental and sustainability reports
· The Environmental Protection Act 2017, OHS Act 2004, Dangerous Goods Act 1985, Code of practice: the storage and handling of dangerous goods, Equipment (Public Safety) Act 1994 or Workplace Injury Rehabilitation and Compensation Act 2013.
· Each document listed should include a summary of its purpose and relevance to workplace sustainability. For example:
· The Environment Protection Act 2017. The purpose of the Act is to provide environmental regulation for Victorian businesses. The Act provides powers to investigate businesses and give penalties to rogue businesses. Policies and procedures need to comply with the Act, and the Act can be used to identify environmental hazards, inefficiencies and breaches that need reporting.
· The Occupational Health and Safety and Other Legislation Amendment Act 2021 or the Occupational Health and Safety Act 2004. This Act outlines that employers have a legal responsibility to maintain a safe workplace. Safe work practices protect both people and the environment from harm.
· The learner may include that businesses are required to notify WorkSafe about incidents.
· The learner may include that employers have a ‘duty of care’ to provide a safe workplace.
· The learner may include that severe penalties may apply to businesses that fail to protect their workers.
· The learner may include that workers are also governed by the Acts and have a responsibility not to put themselves or others in danger by disregarding health and safety rules

	S ☐/NS ☐

	7. To showcase the success of your sustainability improvement recommendations, your manager would like you to compile a report. List:
· five (5) resources you can measure in the workplace
· three (3) steps you can take to measure their usage
· one (1) place you can find instructions on how to record and file resource usage documents and reports.

	Benchmark for performance:
· Learners should list five resources (5) they can report on, including but not limited to utilities, paper, packaging, waste, and travel.
· Learners should list the three (3) steps to take to measure usage, which include gathering evidence, gauging current usage, and creating a record of current usage.
Learners should list workplace policies or procedures as sources of information on recognising and filing resource usage documents and reports.

	S ☐/NS ☐


 


[bookmark: _Toc96338034][bookmark: _Toc102318721][bookmark: _Toc209083178][bookmark: _Toc96338030]Assessment Task 3: Assessor Observation and Portfolio – Participate in sustainable work practices
	UNIT CODE 
	BSBSUS211
	UNIT TITLE
	Participate in sustainable 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 participate in sustainable work practices in a workplace or simulated work environment, including:
· identifying, measuring, and recording current resource usage
· recommending sustainable workplace practices
· identifying applicable legislation
· engaging colleagues and management in sustainable work practice discussions.
To complete this assessment, you are 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:
· a sustainability report
· proof of engagement with colleagues (or other learners)
· proof of engagement with management (or assessor).
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.
· Identify, measure and document usage of resources
· Identify benefits of sustainable work practices and areas of improvement for sustainable practices in the workplace
· Identify and apply sustainability legislation and organisational sustainability policies and procedures 
· Collaborate with team members to develop suggestions for improving workplace sustainability practices.
· Participate in and support discussions for improved resource efficiency processes
· Participate in at least three sustainable work practices.
· Complete and submit a sustainability report.
· Submit proof of engagement with colleagues.
· Submit proof of engagement with manager (or assessor).

	ASSESSMENT CONDITIONS

	· This assessment must take place in an industry workplace or a simulated industry environment.
· This assessment must ensure access to:
· documentation, information and resources on workplace environmental and resource efficiency This is an individual task
· sustainability legislation, regulations and standards.
· 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

	SUBMISSION REQUIREMENTS

	{RTO to complete}



	ASSESSOR INFORMATION/INSTRUCTIONS

	BEFORE THE ASSESSMENT:
1. Advise the learner of the assessment task, location and duration.
2. Discuss and explain the assessment criteria for this task.
3. Ensure the learner has access to any appropriate supporting documentation necessary to complete the assessment.
4. Ensure the learner has a hardcopy and/or electronic copy of the Assessment Cover Sheet.
5. Advise the learner to read and review the task/s so they can prepare for the assessment.
6. Provide all resources listed in the Resource Requirements section.
7. Set up a simulated environment and prepare to run the provided scenario where assessment conditions in an industry workplace and/or simulated environment cannot be met.
8. Identify and implement agreed on reasonable adjustments with the learner where applicable.
DURING THE ASSESSMENT:
9. Supervise the assessment to maintain a safe environment.
10. Facilitate the provided scenario where assessment conditions are not met by the industry workplace or simulated environment.
11. Record the learner’s performance against the benchmarks provided.
12. Provide required support and ensure fairness, flexibility, validity and reliability.
AFTER THE ASSESSMENT:
13. Collect any relevant product-based evidence.
14. Record the learner’s performance against the benchmarks provided.
15. Provide feedback to the learner.
16. Record reassessment requirements, if applicable.
17. Advise learner of when and how reassessment will occur, if applicable.

	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.
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	Where assessment conditions cannot be met in an industry workplace or simulated industry environment, the assessor will facilitate the following scenario for learners to respond to:
· You are working in an office as an administrative assistant. You have been asked by your manager to help create more sustainable practices in the office.
· Your manager asks you to compile a report which includes:
· current resource usage
· three (3) potential inefficiencies, risks, and hazards 
· three (3) sustainable work practices that could be applied 
· three (3) benefits of adopting more sustainable practices
· relevant legislative requirements
· ideas your colleagues have about sustainability opportunities in the shop.
· Once you have completed your report, your manager would like to participate in a meeting with management (e.g., the assessor) to share your recommendations and to gain agreement on the adoption of three sustainable work practices.
· Once you have gained agreement from management (e.g., the assessor), participate in the three sustainable work practices.

Management will refer to the assessor, and colleagues may refer to other learners.



	OBSERVABLE TASK
	ASSESSMENT CRITERIA
S/NS
	BENCHMARK FOR PERFORMANCE

	O1. Create a sustainability report that records current resource usage, inefficiencies, hazards, and risks.

	1.1. Identify, measure and document usage of three (3) resources in learner’s work role in a written report.
S ☐/NS ☐

	As a benchmark, the learner must:
· Identify and record three (3) resources relevant to the workplace and learner’s own work role, such as electricity, gas, packaging, or waste.
· Measure current resource usage by collecting evidence through relevant means and technology, such as bills, audits, etc.
· Record measurements of current resource usage in the sustainability report.


	
	1.2. Identify and document inefficiencies using the collected information on current resource usage.
S ☐/NS ☐
	As a benchmark, the learner must:
· Identify three (3) inefficiencies using the information collected on current resource usage.

	
	1.3. Identify and document three (3) environmental or resource hazards and record:
· their potential risks to others or the environment 
· the environmental regulations or standards that assisted the learner in identifying the hazards.
S ☐/NS ☐
	As a benchmark, the learner must:
· identify three (3) environmental or resource hazards either in the workplace, or identified in the inefficiencies
· identify the associated risks to others or the environment
· record the hazards, risks and any environmental regulations or standards that the learner used to identify the hazard.


	O.2 Consult with colleagues and management to identify current sustainability practices and improvements.
	2.1 Identify and document three (3) current sustainable work practices within learner’s own role, according to workplace procedures.
S ☐/NS ☐

	As a benchmark, the learner must:
· Identify three (3) current sustainable work practices within the learner’s own role, according to workplace procedures.


	
	2.2. Collaborate with team members to develop three (3) suggestions for improving workplace sustainability practices, while using appropriate communication conventions.
S ☐/NS ☐

	As a benchmark, the learner must:
· Engage colleagues to provide three (3) suggestions for sustainable work practices such as conducting a focus group, holding a meeting, creating a suggestion box, creating a survey etc. – please note, the list provided here is not exhaustive.
· Communicate using appropriate conventions and with consideration to the work context.

	
	2.3. Schedule and participate in a meeting with management (e.g., the assessor) to:
· present and explain three (3) benefits of sustainable work practices
· share recommendations and explain how these improvements will apply sustainability legislation and workplace sustainability policies and procedures 
· report one (1) potential environmental breach
· gain agreement on three (3) improved resource efficiency processes or sustainable work practices.
S ☐/NS ☐

	As a benchmark, the learner must:
· Schedule a meeting with management (e.g. the assessor) in appropriate sequence with other tasks (e.g. they must have consulted with colleagues beforehand).
· Participate in a meeting with a manager (e.g., the assessor) where they share recommendations and gain agreement on the recommendations after assessing their potential to improve sustainability in work practices.
· Explain how each improvement will apply sustainability legislation and workplace sustainability policies and procedures.
· Report one (1) potential environmental breach according to environmental regulations.
· Identify and explain three (3) benefits of sustainable practices.

	O.3 Participate in three (3) sustainable work practices.
	3.1. Participate in at least three (3) sustainable work practices by:
· implementing agreed upon improvements
· working through each step in the sustainable work practice as outlined by management or the workplace procedure.
S ☐/NS ☐


	As a benchmark, the learner must:
· Demonstrate what they would do to implement the three sustainable work practices they have recommended.
· Follow each step of the sustainable work practices as outlined by management (or the assessor) or the workplace procedure.
· Use any relevant digital tools correctly to assist in completing the tasks.


	0.4 Record improvements in resource efficiency processes and file the report.
	4.1 Record three (3) current sustainable work practices and agreed upon improvements.
S ☐/NS ☐

	As a benchmark, the learner must:
· Record three (3) sustainable work practices currently used within their role.
· Record the agreed upon improvements from their meeting with management.


	
	4.2 File the sustainability report according to the manager’s instruction or workplace procedures. This may include instruction to submit the sustainability report to the assessor.
S ☐/NS ☐

	As a benchmark, the learner must:
· File the sustainability report according to the manager’s instruction or workplace procedures. The assessor may advise the learner to submit or upload the report to them, which satisfies the requirement to ‘file’ the report in a simulated environment.



.
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	EVIDENCE
	BENCHMARK FOR PERFORMANCE
	CHECK SUBMITTED

	1. A sustainability report which lists:
· current resource usage
· three (3) potential inefficiencies
· three (3) potential hazards and their risks
· any relevant legislative and organisational requirements 
· three (3) current sustainable work practices
· three (3) improvements as agreed upon with management.

	This evidence must include:
· the workplace the report was based on (if not in a simulated work environment)
· a report template approved by the workplace or assessor
· three (3) identified resources
· a record of current resource usage
· three (3) potential hazards and their risks
· any relevant legislative and organisational requirements 
· three (3) current sustainable work practices
· three (3) improvements as agreed upon with management.
	☐
	2. Proof of engagement with colleagues, such as feedback data, meeting transcript, email submissions or meeting recording.
	This evidence must include:
· three (3) suggestions from colleagues to improve workplace sustainability practices.

	☐
	3. Proof of engagement with management (or the assessor) to report one (1) environmental breach and agree upon three (3) improved work practices, such as meeting minutes with outcomes recorded or meeting recording.
	This evidence must include:
· Discussion points showing one (1) report of a potential breach was made, three (3) recommendations have been shared and discussed, and three (3) agreed outcomes.

	☐
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