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Trainer/assessor guide

FSKLRGO5

Use strategies to plan simple
workplace tasks

Welcome to this unit of study

This unit describes the skills and knowledge required to
plan and prioritise simple workplace tasks, such as
operating equipment or ordering supplies.

The unit applies to individuals who need learning skills at
Australian Core Skills Framework (ACSF) level 2 to
undertake a vocational training pathway or workplace
tasks.

This unit is designed for integration and contextualisation
with vocational units to support achievement of vocational
competency.

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: Investigate SiMple WOIrKPIace LasKS .......ccecveiririirieiniriietetsesiet ettt sttt s e s b b naen 5
WOTK BESKS ..ttt st a bbbt bbbt sn b 5
Procedures and CRECKIISES .....cueirieieeeeeee ettt s b e s be e s 7

Check YOUT UNAErSTANGING ....covvivieieiririeieteestee ettt sttt ettt s bt et se st e st esseseebesbensessesessasensesessessensensoses 11

Topic 2: Use strategies to plan simple WOrkplace tasks .........ccvevevrerienienieineneiceseseset ettt saens 13
PlaNNING WOTIK TASKS....covtrtiriiieiietertetete sttt sttt ettt b sttt b s b st et et eb e st et et ebe st e sae e enesbesbenseneebestensensenens 13
PriOritiSING WOTIK TASKS ....eiiiriieieteite sttt sttt sttt st sttt b e bt et et s besbe et e besbesst et e besaeensensesbessnensens 16

Talking about plans and priorities With OTNEIS ... 18

Check YOUT UNAErSTANGING ....coovirieiiiririeieteesiete ettt sttt ettt st ettt sttt e st e be st et e st ebe st e bensenesbesbensensenes 21
RETEIEINCES. ..ttt bbbttt b ettt 23
ASSESSMENT WOIKDOOK ..ottt ettt st a e st s eae st st st e st sab e st saesatsnesabesntsnsanns 25
UNIE INFOIMIGTION ettt ettt b et b e bbb et s b st s e bt e b et bebe e ebenesbeneees 27
What is competency-Dased aSSESSIMENT? .....ccuiiiiriieietreee ettt s b ettt e b b e nae e ene 28
How will My cOmMpPetenCy D aSSESSEA? ...ttt sttt sttt st be b e 29
ASSESSIMENT AZIEEIMENT ..cutiiiieieeieerterte et ste st e ste st e s te st e eabe e beebeebe et e e be e beesbeesbeesbe e saesseesabesaeesaeesnsesasesnsesasesnseans 30
FOUNAAtioN SKillS CRECKIIST....coveeirieeeee ettt b e bbb 31
SKillS FECOGNITION......eieeeiiieeeerteeeeet ettt et et e st st e s sae s et e s sae s et e s sse s st esssasssasssasossasssesostassnesnsasseessstesssessasssssessanes 32
Topic 1: Investigate SiMpPle WOIrKPlate taSKS ......ccueiiiririeirirerieeese sttt sttt st st st sbe s e e 33
Topic 2: Use strategies to plan simple WOrkplace tasks .........ccvevevirerinienieininenieeneseseteese sttt saens 34
KNOWIEAZE QUESTIONS ....cverereeiireeirrenteereeteceestesstestesstesesstessesstessesssessssssessssssasssessesssessesssesssessesssessesssessesssesseessesssessens 35
Topic 1: Investigate SiMpPle WOIrKPIACe LASKS .......ccueiiiririeirirerieteese sttt ettt st et st s 36
Topic 2: Use strategies to plan simple WOrkplace tasks ... 39

LT oLy g F= T Lol I - 1] 42
Third party evidence cOlleCtion @BrEEMENT ........cceiiiririeirerereeee ettt sttt be sttt s e b b e 43
Topic 1: Investigate Simple WOIrKPIace tasKS ......coeeiiriririiieiereetereseet ettt sttt sttt sttt b saae s ebes 44
Topic 2: Use strategies to plan simple WOrkplace tasks ........cveveiririenienieininenieiseseseeeese et eveseeseens 45
COMPIELION FECONM.....eiiiiiiiieiteetereretert ettt e s ree st sesee st s e ee s st sesee s sesesnessnsssssessnssssassnsssssessssssnsesssessnsessnessnsesssanen 46
U MAPPING ittt st s e et s b st sse st s ae st s ae st e ntseneeaesenesatsenesateentsrsesntsssesatsssesntensesntesstan 47
TrainNer/ aSSESSON USEI INSTIUCTIONS .....uuueeiieiiirieeeeeeeeeeiiiiesseeerreeeeteeeeeeeeeeeessssssssssssssssssssssssesssssssssssssssssssssssssssssssssssssssns 48

FSKLRGOS5: Use strategies to plan simple workplace tasks (Trainer/assessor guide)
© smallprint V5 Jul 2019



FSKLRGO5: Use strategies to plan simple workplace tasks (Trainer/assessor guide)
© smallprint V5 Jul 2019 [



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:
»  Investigate simple workplace tasks

»»  Use strategies to plan simple workplace tasks

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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