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	[bookmark: _Toc75159547]Assessment Plan

	QUALIFICATION CODE
	BSB30120
	QUALIFICATION TITLE
	Certificate III in Business

	UNIT CODE
	BSBPEF201 
	UNIT TITLE
	Support personal wellbeing in the workplace

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

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

	2
	Project
	Plan communication with a supervisor  
	{RTO to complete}
	{RTO to complete}

	3
	Role Play
	Communicate wellbeing needs to a supervisor   
	{RTO to complete}
	{RTO to complete}

	4
	Project
	Review and reflect on communication
	{RTO to complete}
	{RTO to complete}

	5
	Project
	Identify and plan wellbeing support resources
	{RTO to complete}
	{RTO to complete}





[bookmark: _Toc85546291][bookmark: _Toc106119633]Assessment Task 1: Knowledge Quiz – Knowledge questions   
	UNIT CODE 
	BSBPEF201 
	UNIT TITLE
	Support personal wellbeing in the workplace

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

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



	TASK DESCRIPTION

	Learners must answer eighteen (18) knowledge questions in relation to personal wellbeing in the workplace, in an online through an LMS, including:
· common personal and workplace factors that may impact on wellbeing
· advantages and disadvantages of different communication styles
· methods for communicating with a supervisor
· key features of Employee Assistance Programs (EAPs)
· common workplace resources for addressing wellbeing. 
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}

	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.
	Which of the following are PERSONAL factors that can affect your physical wellbeing?
Select six (6) correct answers.
	a) eating poorly at work or after working long hours
b) high use of technology for entertainment 
c) injury 
d) lack of sleep 
e) poor diet
f) poor health, illness or disease 
g) sedentary lifestyle 
h) sedentary work

	S  ☐ /NS  ☐ 

	2.
	Which of the following are PERSONAL factors that can affect your social wellbeing?
Select five (5) correct answers.
	
a) exclusion from a work team   
b) family and relationship conflict
c) illness or similar issues for loved ones
d) unstable or dysfunctional team environments 
e) loss of loved ones
f) relationship or family breakdown 
g) social isolation

	S  ☐ /NS  ☐ 

	3.
	Which of the following are PERSONAL factors that can affect your emotional wellbeing?
Select three (3) correct answers.
	a) high levels of stress at home
b) lack of ability to self-regulate emotions
c) observing others experience workplace stress or bullying 
d) ongoing mental health issues
e) poor health
f) unmanageable workloads 

	S  ☐ /NS  ☐ 

	4.
	Which of the following are WORKPLACE factors that can affect your physical wellbeing?
Select six (6) correct answers.
	a) eating poorly at work or after working long hours
b) high use of technology for work 
c) lack of sleep 
d) sedentary lifestyle 
e) sedentary roles
f) unsafe work conditions and environments
g) working late or on weekends
h) workplace injuries

	S  ☐ /NS  ☐ 

	5.
	Which of the following are WORKPLACE factors that can affect your social wellbeing?
Select four (4) correct answers.
	a) loss of loved ones
b) relationship or family breakdown
c) social isolation or exclusion from a team
d) unstable or dysfunctional team environments
e) work hours having an impact on the ability to socialise outside of work
f) workplace bullying or harassment
	S  ☐ /NS  ☐ 

	6.
	Which of the following are WORKPLACE factors that can affect your emotional wellbeing?
Select four (4) correct answers.
	a) high levels of stress
b) lack of ability to self-regulate emotions
c) observing others experience social factors (such as workplace bullying or exclusion)
d) poor health
e) unmanageable workload
f) workplace conflict
	S  ☐ /NS  ☐ 

	7.
	Which of the following are the most appropriate ways to communicate with your supervisor about your wellbeing needs?
Select three (3) correct answers.
	a) Face-to-face conversation
b) Fax
c) Instant messaging
d) Phone call
e) Text messaging 
f) Video conference conversation
	S  ☐ /NS  ☐ 

	8.
	Match the methods of communication to the correct description.
1. Email 
2. Face-to-face conversation 
3. Phone conversation 
4. Text or instant message 
5. Video conference 

Responses:
· Both people are in the same place and speak to each other.  
· One person sends a long or short written message, sometimes with attachments, which the other person can read right away or later. 
· One person sends a short written message, which the other person can read right away or later. 
· The people speak to each other verbally and can see each other using a computer or mobile phone. 
· The people speak to each other verbally using a telephone or mobile phone.

	1. One person sends a long or short written message, sometimes with attachments, which the other person can read right away or later. 
2. Both people are in the same place and speak to each other.  
3. The people speak to each other verbally using a telephone or mobile phone.
4. One person sends a short written message, which the other person can read right away or later. 
5. The people speak to each other verbally and can see each other using a computer or mobile phone. 

	S  ☐ /NS  ☐ 

	9.
	Match the communication style to the correct summary of its goals.
1. Aggressive 
2. Assertive 
3. Passive-aggressive 
4. Passive 
Responses:
· I lose, you lose
· I lose, you win
· I win, you lose
· I win, you win

	1. I win, you lose
2. I win, you win
3. I lose, you lose
4. I lose, you win
	S  ☐ /NS  ☐ 

	10.
	What are the main advantages of using an assertive communication style?
Select four (4) correct answers.
	a) acknowledges the perspectives and goals of both conversation partners
b) allows the speaker to feel like the 'nice guy', even when controlling others
c) avoids assigning blame
d) can be successful in controlling or manipulating others
e) demonstrates respect for others
f) helps to avoid confusion
	S  ☐ /NS  ☐ 

	11.
	The main disadvantages of assertive communication occur when you are communicating with somebody using a different style. 
Match the other person’s style to the possible disadvantages.
1. Other speaker uses a passive communication style 
2. Other speaker uses a passive-aggressive communication style 
3. Other speaker uses an aggressive communication style 

Responses:
· The other person may avoid or deflect making the conversation unconstructive or forcing you to be more assertive, which can become aggressive.
· The other person may become defensive or more aggressive.
· The other person may not engage in the conversation to clearly express their needs and concerns; you may feel the conversation is constructive without actually knowing what the other person thinks, wants or needs.

	1. The other person may not engage in the conversation to clearly express their needs and concerns; you may feel the conversation is constructive without actually knowing what the other person thinks, wants or needs.
2. The other person may avoid or deflect making the conversation unconstructive or forcing you to be more assertive, which can become aggressive.
3. The other person may become defensive or more aggressive.

	S  ☐ /NS  ☐ 

	12.
	Match the advantages to the correct communication style.
1. Aggressive communication 
2. Passive communication 
3. Passive-aggressive communication 

Responses:
· Allows the speaker to feel like the 'nice guy' but can still be successful in controlling or manipulating others; also protect the speaker from accusations of being aggressive, while still achieving the same goals.
· Can be successful in controlling or manipulating others and can be effective in defending the speaker.
· Helps to avoid conflict and can make the speaker easy to get along with.
	1. Can be successful in controlling or manipulating others and can be effective in defending the speaker.
2. Helps to avoid conflict and can make the speaker easy to get along with.
3. Allows the speaker to feel like the 'nice guy' but can still be successful in controlling or manipulating others; also protect the speaker from accusations of being aggressive, while still achieving the same goals.
	S  ☐ /NS  ☐ 

	13.
	What are the main disadvantages of using an aggressive communication style?
Select four (4) correct answers.
	a) can escalate to include abusive language or behaviour
b) intentionally excludes other perspective and opinions, even when they might be constructive
c) intimidate the listener
d) leaves the listener unclear about what the needs and concerns of the speaker are
e) places to speaker at greater risk of being manipulated or controlled by others 
f) prevents consensus from being reached, as the only right to view is the speaker's view

	S  ☐ /NS  ☐ 

	14.
	What are the main disadvantages of using a passive communication style?
Select four (4) correct answers.
	a) can escalate to include abusive language or behaviour
b) can feel dishonest to some people, particularly when they are sincerely trying to understand the communicator’s needs and goals
c) intimidates the listener
d) leaves the listener unclear about what the needs and concerns of the speaker are
e) places to speaker at greater risk of being manipulated or controlled by others
f) avoids ever dealing with issues that could create conflict
	S  ☐ /NS  ☐ 

	15.
	Match the type of support to the correct definition.
1. Counselling 
2. Employee Assistance Programs 
3. Mediation 

Responses:
· A type of formal support that offers services to employees for free.
· Involves an independent person helping negotiate between two people to deal with a dispute or an instance of bullying or harassment 
· Provided by a psychologist or psychiatrist to help you talk through and process issues 

	1. Provided by a psychologist or psychiatrist to help you talk through and process issues 
2. A type of formal support that offers services to employees for free.
3. Involves an independent person helping negotiate between two people to deal with a dispute or an instance of bullying or harassment 

	S  ☐ /NS  ☐ 

	16.
	What are the main features of Employee Assistance Programs (EAPs)?
Select two (2) correct answers.
	a) can provide medication 
b) collaborates with the workplace 
c) confidential
d) free for businesses 
e) free for employees
f) provides long-term support
	S  ☐ /NS  ☐ 

	17.
	What types of services are usually offered by Employee Assistance Programs (EAPs)?
Select two (2) correct answers.
	a) counselling sessions
b) financial aid 
c) formal education 
d) housing support 
e) legal aid 
f) mediation services

	S  ☐ /NS  ☐ 

	18.
	What are types of informal support that you can access in a workplace?
Select three (3) correct answers.
	a) advice from your teammates
b) advice or coaching from a supervisor
c) counselling sessions 
d) Employee Assistance Programs 
e) information from workplace resources
f) legal aid 
g) mediation services 
	S  ☐ /NS  ☐








[bookmark: _Toc106119634]Assessment Task 2: Project and Portfolio – Plan communication with a supervisor
	UNIT CODE 
	BSBPEF201 
	UNIT TITLE
	Support personal wellbeing in the workplace

	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 develop a plan for communication with a supervisor, in a workplace or simulated workplace environment, including:
· researching your job role and responsibilities and your workplace requirements 
· reflecting on the professional factors that can impact your wellbeing
· reflecting on the personal factors that can impact your wellbeing
· planning the topics to discuss (professional and personal factors that impact on wellbeing)
· planning the communication strategy that will be used
· planning actions to take to deal with a negative response
· making arrangements for the discussion.
This task must be based on a workplace or simulated workplace environment. You may use your current employment, work placement or a voluntary role. If you are not currently engaged in the workplace, you may base your project on simulated workplace environments that you engage in during other assessments. 
Read Task 3 before you begin your plan. 
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 2) as per the evidence column. 
Check the submitted box when you have evidence ready.
Product-based evidence required to be submitted includes:
· a job role report
· a record of arrangements for the discussion (such as an email).
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 job role report
· a record of arrangements for the discussion (such as an email). 

	ASSESSMENT CONDITIONS

	· This assessment can take place in the classroom or at home, but must be based on the workplace or a simulated environment.
· This assessment must ensure access to:
· a wellbeing communication plan, such as Appendix 1. Well-being communication plan 
· a supervisor with whom to make arrangements, which may be the assessor.  
· 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
· Appendix 1. Wellbeing communication plan 
· Access to the assessor (acting as the supervisor) when assessment is not conducted in the workplace
· Access to simulated job role description, requirements and responsibilities, including learner requirements to contact supervisors to discuss wellbeing.
Learner to provide:
· Mobile phone, tablet or laptop
· Pen
· Login for LMS
· Access to a supervisor when assessment is conducted in the workplace. 

	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
	S/NS

	1. Research and document your job role and responsibilities and your workplace requirements. You may use a position description for a job role that you are currently employed in, completing work placement for or a job that you would like to get in the future (which should be the position used in the scenario from Assessment Task 3. 
Include in your report:
· a summary of the job role that you have researched, including:
· the name of the job role
· a description of the job role (what does a person in this job do?)
· a list of the main responsibilities that this job role is responsible for.
· at least two (2) examples of the workplace requirements that need to be met by the role, which could relate to:
· work requirements (such as work hours, start time, uniforms, etc.)
· work tasks (such as following certain procedures, using templates, saving documents in a certain location, etc.).
· at least one (1) reference which can include either:
· a hyperlink to the source that you referred to, to assist your assessor
· a copy of a document if you are working from a hard copy document that your assessor did not provide
· the name of a simulated document provided by your assessor for this task.
	S ☐/NS ☐

	
	

	2. Develop a plan to communicate your wellbeing needs or concerns within your job role to a supervisor:
· plan and document the topics that you will discuss and:
· list at least two (2) professional factors that are having a negative impact on your wellbeing and describe how they are affecting you 
· list at least two (2) professional factors that are having a positive impact on your wellbeing and describe how they are affecting you 
· list at least two (2) personal factors and describe whether they are having and negative or positive impact on your wellbeing.
	S ☐/NS ☐

	
	

	· plan and document how you will conduct the discussion to request assistance and seek understanding, including your planned:
· communication approach
· communication method
· communication style
· one (1) possible listening and one (1) possible questioning technique.
	S ☐/NS ☐

	
	

	· plan and document how you will react if you receive a negative response:
· plan four (4) communication techniques that you can use to prevent conflict and handle negative responses
· plan one (1) action you can take if you receive an inappropriate negative response (such as being ignored or bullied). 

	S ☐/NS ☐

	· use professional writing skills to complete the report, including writing neatly/typing accurately and using correct spelling.
	S ☐/NS ☐

	
	

	3. Make and record arrangements for the discussion according to the requirements of your job role, including:
· confirm a date and time for the discussion with your supervisor (or assessor)
· arrange a location
· record the arrangements that have been made. 
	S ☐/NS ☐

	
	



	EVIDENCE
	ASSESSMENT CRITERIA
	CHECK SUBMITTED

	1. A job role report
	This evidence must include:
· all evidence as specified in Project Task 1
· clear formatting and summaries of the information as appropriate to the task.
	☐
	2. A record of the arrangements for the discussion
	This evidence must include:
· the date and time for the discussion
· the location of the discussion
· proof of agreement in writing, such as an email or text.
	☐



[bookmark: _Toc106119635]Assessment Task 3: Role Play – Communicate wellbeing needs to a supervisor  
	UNIT CODE 
	BSBPEF201 
	UNIT TITLE
	Support personal wellbeing in the workplace

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

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



	TASK DESCRIPTION

	Learners must communicate their wellbeing needs to a supervisor, in a workplace or simulated workplace environment, including:
· communicate your wellbeing needs 
· suggesting solutions and seeking support  
· using the communication approach you planned in Assessment Task 2
· using professional communication skills. 
You can prepare for this assessment by taking notes and recording key points you wish to cover.
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.
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:
· respond to all tasks/criteria correctly to achieve a result of Satisfactory.

	ASSESSMENT CONDITIONS

	· This assessment must take place in a simulated environment or in the workplace (ether of which can include the use of approved video conferencing software).
· This assessment must ensure access to:
· a meeting room or quiet area of a discussion 
· a supervisor or the assessor to play the role of the supervisor. 
· This is an individual task.
· This assessment is closed-book. Learners will not have access to their notes during the duration of the assessment.
· 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 or quiet area of a discussion 
· the assessor to play the role of the supervisor, if assessment is not conducted in the workplace.
Learner to provide:
· a supervisor, if assessment is conducted in the workplace. 

	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 in this roleplay:
The learner is working (in a role that reflects their desired employment outcome). You are their supervisor, and the learner has asked to have a discussion with you about the factors that are affecting their wellbeing. 

Your workplace has an Employee Assistance Program, and you are able to offer some counselling and coaching support. 



	Observation date:
	

	LEARNER TASK
	STUDENT NOTES

	1. Thank the supervisor for their time and introduce the topic that you want to discuss.
	

	2. Communicate your wellbeing needs (following your communication plan from Assessment Task 2), including: 
· at least two (2) professional factors are having a negative impact on your wellbeing
· at least one (1) link between the professional factors and personal wellbeing.
	


	3. Suggest solutions and seek support (following your communication plan), including: 
· acknowledging/explaining at least two (2) professional factors are having a positive impact on your wellbeing
· suggesting two (2) types of support that you think could assist you 
· asking for support from your supervisor.
·  
	


	4. Throughout the discussion, use the communication approach planned (in Assessment Task 2), including:
· communication approach
· communication method
· communication style
· one (1) possible listening and one (1) possible questioning technique.
	


	5. Throughout the discussion, use professional communication skills:
· use at least two (2) rapport building techniques
	


	· use professional body language 
	

	· use professional speaking skills 
	

	· use a range of questioning skills
	

	· use active listening skills.
	



	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 3).
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 BSBPEF201 Support personal wellbeing in the workplace.
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 managing personal wellbeing and in a senior role over at least two (2) years
· current knowledge of wellbeing and stress management 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:

	1. Thank the supervisor for their time and introduce the topic that you want to discuss.
	Provide example/s:


Comments:
	S ☐/NS ☐

	2. Communicate your wellbeing needs (following your communication plan from Assessment Task 2), including: 
· at least two (2) professional factors are having a negative impact on your wellbeing
· at least one (1) link between the professional factors and personal wellbeing.
	Provide example/s:


Comments:
	S ☐/NS ☐

	3. Suggest solutions and seek support (following your communication plan), including: 
· acknowledging/explaining at least two (2) professional factors are having a positive impact on your wellbeing
· suggesting two (2) types of support that you think could assist you 
· asking for support from your supervisor.
 
	Provide example/s:


Comments:
	S ☐/NS ☐

	4. Throughout the discussion, use the communication approach planned (in Assessment Task 2), including:
· communication approach
· communication method
· communication style
· one (1) possible listening and one (1) possible questioning technique.
	Provide example/s:


Comments:
	S ☐/NS ☐

	5. Throughout the discussion, use professional communication skills:
· use at least two (2) rapport building techniques
	Provide example/s:


Comments:
	S ☐/NS ☐

	· use professional body language 
	Provide example/s:


Comments:
	S ☐/NS ☐

	· use professional speaking skills 
	Provide example/s:


Comments:
	S ☐/NS ☐

	· use a range of questioning skills
	Provide example/s:


Comments:
	S ☐/NS ☐

	· use active listening skills.
	Provide example/s:


Comments:
	S ☐/NS ☐



	THIRD PARTY CONFIRMATION

	I have seen the learner perform the tasks listen 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:
	






[bookmark: _Toc106119636]Assessment Task 4: Project – Review and reflect on communication
	UNIT CODE 
	BSBPEF201 
	UNIT TITLE
	Support personal wellbeing in the workplace

	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 review and reflect on communication with a supervisor about wellbeing needs, in a workplace or simulated workplace environment, including:
· completing a self-assessment
· writing a reflection. 
This task must be completed after (and based on) Assessment Task 3.
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.

	ASSESSMENT CONDITIONS

	· This assessment can take place in the classroom or at home, but must be based on the workplace or a simulated environment.
· This assessment must ensure access to:
· Appendix 2: Wellbeing communication self-assessment 
· Appendix 3: Rolfe Reflective Model 
· 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
· Appendix 2: Wellbeing communication self-assessment 
· Appendix 3: Rolfe Reflective Model.
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.



	TASK
	S/NS

	1. Complete a self-assessment of your communication with your supervisor. 

	S ☐/NS ☐

	2. Reflect on your communication with your supervisor. Record your reflection using the Rolfe Reflective Model and answer the questions: 
· WHAT happened?
· SO WHAT did I do well? Did I achieve? Could I have done better?
· NOW WHAT will I do to implement a solution? Will I do to access support? Can I do differently in the future?
	S ☐/NS ☐




[bookmark: _Toc106119637]Assessment Task 5: Project and Portfolio – Identify and plan wellbeing support resources
	UNIT CODE 
	BSBPEF201 
	UNIT TITLE
	Support personal wellbeing in the workplace

	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 identify and plan wellbeing support resources to meet their wellbeing needs, in a workplace or simulated workplace environment, including:
· identifying and choosing three (3) wellbeing support resources which:
· each meet different support needs
· are each from different sources 
· are each accessed using different methods 
· include at least one (1) formal and one (1) informal type of support. 
· documenting a plan to access each support resource. 
This task must be based on a workplace or simulated workplace environment. You may use your current employment, work placement or a voluntary role. If you are not currently engaged in the workplace, you may base your project on simulated workplace environments that you have engaged in during other assessments.  
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 2) as per the evidence column. 
Check the submitted box when you have evidence ready.
Product-based evidence required to be submitted includes:
· proof of having accessed one (1) formal wellbeing support service, including the date and time of access
· proof of having accessed one (1) informal wellbeing support service, including the date and time of access.
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 proof of having accessed one (1) formal wellbeing support service and one (1) informal wellbeing support service.

	ASSESSMENT CONDITIONS

	· This assessment can take place in the classroom or at home, but must be based on the workplace or a simulated environment.
· This assessment must ensure access to:
· Appendix 4: Wellbeing support plan 
· Sources of support, such as from online directories, such as:
· Head to Health; https://www.headtohealth.gov.au/
· Health.gov.au; https://www.health.gov.au/health-topics/mental-health-and-suicide-prevention/mental-health-and-suicide-prevention-contacts
· Queensland Government; https://mentalwellbeing.initiatives.qld.gov.au/resources?gclid=CjwKCAjwkYGVBhArEiwA4sZLuBIzfXuGhzphgZSzDgH09tbB8-my4PKmnRxQunSXNgSnQvJS2T3-EhoC-WkQAvD_BwE.
· 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
· Appendix 4. Wellbeing support plan.
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.



	TASK
	S/NS

	1. Document a plan to access at least three (3) wellbeing support resources. 
You must select wellbeing support resources which:
· each meet different support needs
· are each from different sources 
· are each accessed using different methods 
· include at least one (1) formal and one (1) informal type of support. 
Your plan must include:
· the type of support resource (formal or informal)
· the name of the support resource
· the name of the source of the resource (such as a community organisation, government department or website)
· an explanation of the method that you will use to access the resource (such as by making an appointment, getting a referral or researching online)
· the date you plan to access the support resource 
· a description of how you identified the support resource (how did you find out about it?)
· a description of the wellbeing need that the support resource can help to meet 
a description of why you think this resource will be able to help meet your support needs in your workplace.
	S ☐/NS ☐

	2. Access one (1) formal and one (1) informal wellbeing support service from your plan and record the date, time and any additional evidence of when it was accessed.
	S ☐/NS ☐



	EVIDENCE
	ASSESSMENT CRITERIA
	CHECK SUBMITTED

	1. Proof of having accessed one (1) formal wellbeing support service, including the date and time of access.
	This evidence must include:
· a date
· a time
· valid proof acceptable to the assessor, such as a photo, video, receipt, screenshot, email, etc.
	☐
	2. Proof of having accessed one (1) informal wellbeing support service, including the date and time of access.
	This evidence must include:
· a date
· a time
· valid proof acceptable to the assessor, such as a photo, video, receipt, screenshot, email, etc.
	☐
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