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Trainer/assessor guide

BSBSTR301

Contribute to continuous
improvement

Welcome to this unit of study

This unit describes the skills and knowledge required to
support continuous improvement in an organisation.
Particular emphasis is on actively encouraging teams to
participate in the process, monitoring and reporting on
specified outcomes and supporting opportunities for
further improvements.

The unit applies to individuals who use initiative, and
organisational and communication skills to influence the
ongoing development of the organisation.

It may be undertaken as:

»» part of a formal qualification nationally recognised
through the Australian Qualifications Framework (AQF)

» astand alone unit

» part of a formal skill set

© smallprint owns all copyright on its products as detailed in the Copyright Act 1968.
It does not issue licenses for reproduction of this material.



Contents

AbOUL this trainer/ass@SSOr SUIE ........occevieeiriieeirrieeireeetrreeteeest e te et ssees e e seses e seessessaesssessassesssesseessessensnessansnes 4
LEAINING FESOUICE.......eiieiiiieieiteete et et e et st e e st st e s et s et e st e s e st e e e e s sat s b e s ea e e e at e e st e e ate s s e s ent e s s e e st esssasntesanesstasnnesssasensess 5
Topic 1: Coordinate CONtINUOUS IMPIrOVEMENT......ccueiiiririeieirienieietstestestetete st stetesestessessesesbesbessessesessessensensssessenses 5
Communicate continuous improvement processes to team MembDers........coccviniicnecnenniceeen 5
Establish team roles and skills, identify training needs and performance improvement opportunities ..... 7
Encourage participative decision-making and the use of iNitiative .......cccevevieiriinenenne e 9
Check YOUT UNAErSTANGING ....coovivieiiiriirieietsiesietet ettt sttt ettt ettt b st b et e st sbe st e b et ebesbebensesesbesbensensens 13
Topic 2: Monitor and report SPeCified OULCOMES .......cviviiririreeeee ettt sttt s sb e 15
Use technology to monitor team progress and identify improvements ......cccciveeeveniineneenceneneneeesennes 15
REPOIT CRANEES .ottt sttt sttt et e st st e st e bt s be st et e sesbe st et eseebe st essesseseebestensensesestensensesens 20
Collaborate with team members to develop plans and apply continuous improvement techniques and
PIOCESSES ..uvitirreeuteitenteritete st e st et e be st e bt et e be s bt e st e b e s b e eb e e st e besh e e st et e bt eb e e ae e b e sh e e bt et e b e s bt e et e b e sbe s bt et e b e sheean et e nbesreennens 22
Check YOUT UNAEISTANGAING ....oceiiiiiriieiieiiereetese ettt ettt sttt s bt et e b e sbe e st e besbesbeessenbesbesasensenbesaaensenses 25
Topic 3: Support opportunities for further IMProveMENT ... saens 27
Communicate improvement recommendations tO TEAM ....ccviverierirerinerietrerere et s 27
Monitor work performance and SUPPOrt t€AM MEMDETS .....ccovivirerireririeeerererte ettt sbenees 30
Maintain records, reports and recommendations for improvemMENt ........cceceveviriereeenieneneesesesseseeesennes 33
Check YOUT UNAErSTANGING ....covvirieieiririeieteiestee ettt ettt et ettt s b s e e st sbe st e s esesbe st enbessesesbensensesessensensensoses 35
RETEIEINMCES. ..ttt et b et R bRt e Rt r et n et r e 37
ASSESSMENT WOIKDOOK .....ocvviiiiiiiiiiiiiiititicttc s a b b sbesn s b esbesa s b ssnssnsnsnnenis 39
UNIE INFOIMIGTION .ttt ettt st b e skttt b et b bt beb et e ke st st eb et b et bebe b ebenesbeneees 41
What is competency-Dased aSSESSIMENT? .....cciiiiriieieiresetet ettt sttt s e sttt e e s besbeaesasbesbensenens 42
How will My cOmMpPetenCy D @SSESSEA?......ooiiieieerereere ettt sttt b e sttt et be bt 43
ASSESSMENT AGIEEIMENT ..c.uiiiiiiiiiiiiiii ittt bbbttt b e s bt e b e e bsesbb e sbbesabesbsessbesanesanesanesnnnens 44
FOUNAtioN SKillS CRECKIIST.....eitirieieeeereee ettt st e s na e 45
SKIllS FECOGNILION.....eeeiieeeeeeeetecerte ettt sttt s ee st s e st s st s s e s e e s e st e e s sae st s ae st s aesseesaessnesnesnnas 46
Topic 1: Coordinate CONtiNUOUS IMPIOVEMENT.....cc.eeiiriirirtrierierieetestesie st st este e st esestesbesasetesbessesasensessessesssensessens 47
Topic 2: Monitor and report SPeCified OULCOMES ......ccviiviieirireieeeere ettt st st et ere st st e e e sbestessesessesteneens 48
Topic 3: Support opportunities for further IMProvemMENt ...t 49
KNOWIEAZE QUESTIONS .....cverereeeirreeirrenteereetectesteestsstesstesesstessesssessessessssssessssssesssessesssessesssesssensesssessesssessesssessasssesssessens 50
Topic 1: Coordinate CONLINUOUS IMPIrOVEMENT......cciiiririeieirieriertetee st stesterestestest st sbestessestesestessessesessessensenessessensens 51
Topic 2: Monitor and report SPeCified OULCOMES .......coiviiririreeeee ettt st s s b e 56
Topic 3: Support opportunities for further IMProVEMENT ...t srens 61
LT oLy g F= T Lol I = 1] 66
Third party evidence COlleCtion gIrEEMENT ....cciviiiirireeteee ettt st sttt sb e et e besbe st e besbesbaensenses 67
Topic 1: Coordinate CONLINUOUS IMPIrOVEMENT......cciiiririeieirerietetetesiestesterestestessesessestessessesessessensesessessensessesessessons 68
Topic 2: Monitor and report SPeCified OULCOMES .......cviviiiiririeieteeseret ettt sttt st sttt sbestestesesbesbenaens 70
Topic 3: Support opportunities for further IMProvemMENt ..ot 72
COMPIELION FECOIU. ...ttt et e et st e st s se s st s se st e se s ae st s ee st s sas e s ses e e sesssessesssasssessasseessessansnesnnes 74
8L Ty g T T o7 o1 o TSRO SRRRR SRR 75
Trainer/ asseSSOr USEr INSTIUCLIONS ......ocuciiiviiiiiiiiictitcetit ettt ettt s s st e st st e st s b e st s b e st s sessbesnasssens 77

BSBSTR301: Contribute to continuous improvement (Trainer/assessor guide)
© smallprint V5 Aug 2022



BSBSTR301: Contribute to continuous improvement (Trainer/assessor guide)
© smallprint V5 Aug 2022 [



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:
»»  Coordinate continuous improvement
»»  Monitor and report specified outcomes

»»  Support opportunities for further improvement

Each topic provides information to help you gain the skills and knowledge required to perform the work tasks to which they
refer. Read the information and practise the skills described. You should also take the opportunity to undertake additional
independent research. Your trainer/assessor may also provide supplementary information including interpretation of the

contents of this resource.

At the end of each topic is:
»  asetof true or false questions

»»  aset of multiple choice questions

These questions provide an opportunity to check your understanding and progress. They are self-marking and do not form

part of the assessment for the unit.

Assessment workbook

To have this unit recognised as a formal qualification you need to have your skills and knowledge assessed. The assessment
workbook provides:

»»  information on competency-based assessment

»  instructions on how you will be assessed

»»  assessment tools to assess your competence

»  instructions on how to complete the assessment tasks within each assessment tool

To be assessed as competent you need to provide evidence that you have the skills and knowledge to undertake the
requirements of this unit. This assessment of competency is made by a qualified trainer/assessor from a registered training
organisation. You must complete all the assessments as directed by your trainer/assessor to the required standard. It is not
necessary to work through the guide in the order in which it is written. However this is at the discretion of your trainer/

assessor.

Disclaimer

Information contained in this resource is drawn from sources believed to be reliable. The firm, its employees, agents and
contractors do not warrant the correctness of the sources used and accept no responsibility to any person for any errors or

omissions or for any loss or damage howsoever caused from the use of this resource.
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