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Trainer/assessor guide

TLIL4033
Promote effective workplace practice

Welcome to this unit of study

This unit involves the skills and knowledge required to
promote effective workplace practice in accordance with
regulatory and workplace requirements, as part of work
activities undertaken in the transport and logistics industry.

It includes contributing positively to the work team
environment, observing and promoting work safety
procedures, maintaining and promoting the wellbeing of
workplace team/s, and participating in competency
development activities.

Work is performed individually but the ability to work
within a team environment may be required.

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: Contribute positively to the work team enVirONMENT........ccccvvirieieirineiereeee et 5
Identify, interpret and positively promote workplace 0bjectives ........ccvevireirerinecee e 5
Establish effective COMMUNICATION ......civriiiiriiiriricreeseere ettt sttt sttt b et b e st ee 9
Negotiating disputes with iNdividUals OF SrOUPS ....ccvecvvivirieiereeee et be e sa e sennes 14

Quality assurance measures are maintained, systems improvement suggestions are encouraged, and

proposals are submitted to relevant aULROITIES.......ccvivirieiereee e 18
Check YOUT UNAEISTANGAING ....oceiiiiiriieiieiiereetese ettt ettt sttt s bt et e b e sbe e st e besbesbeessenbesbesasensenbesaaensenses 21
Topic 2: Observe and promote WOrk Safety ProCEAUIES.......ccviriiiirireetee sttt sttt sttt srestesse e esesbesaens 23
Communicating and implementing health and Safety.......cocvririiinnee e 23
ACCIAENT AN INJUIY FEPOIES ettt sttt ettt ettt ettt et e st s b e st et et e b e sbe s b et ebesbesbententebesbesseneesestessenneneas 27
PreventatiVe GCTION ..ottt et s b e bbb s r e bt saeen e 30
Training in health and safety and FirST AId ......c.ccviviiiinineree sttt st a e ebe st naens 41
Check YOUT UNAErSTANGING ....coovirieiiiririeieteesiete ettt sttt ettt st ettt sttt e st e be st et e st ebe st e bensenesbesbensensenes 45
Topic 3: Maintain and promote team WelIDEING ......ccoviriiiiirine ettt e 47
Promote medical and physical WeIIDEING ......c.oouiriiiirie ettt st 47
Identify and resolve physical/ psychological FISKS .........ccvirierieiriniinieiniriieeeseriee st nnes 54
Check YOUT UNAErSTANGING ....coovirieiiiririeieteesiete ettt sttt ettt st ettt sttt e st e be st et e st ebe st e bensenesbesbensensenes 61
Topic 4: Participate in competency deVEIOPMENT......coivivieirererieteerertetete ettt sttt sbe e sae e ebesbenaens 63
[AENTI{Y COMPETENCIES ...ectiveieeietistetete sttt sttt ettt r st st e e e s e s be st e s eseebe st e bessese et essessesessessenseseesessessassasens 63
Development aptitUde PrOSramMS ...c i irirerieireriesteterestesteterestestesaesessestessesaesestestessesessessensessesessensensesessessensenees 68
[dentify aNd fill SKIll SAPS ...vevveiririeieieererte ettt sttt b e sttt be st e st et e s sbesbe st eseeresbeseensenens 70
Workplace trainer and assessor requirements are identified and team members are supported to take
ON TNESE FOIES ..ttt b e b e b et b b et et b e e b e b e e e st e b e b e e e e e st b e e e e eneene 73
Check YOUI UNAErSTANGING ....covvirieieiriirieietsestee ettt st st et et st st s et e s st e st e s e s e ebe st ensessesesbasensesessessensensoses 77
RETEIEINMCES. .. ettt b e bbbt R bR b e Rt n et n et r e 79
ASSESSMENT WOIKDOOK ...ttt s bbb e b e b sssssn s s ssnssnsnsnnenis 81
UNIE INFOIMIGTION .ttt st b e skttt b et be bt s beb et e b e st st eb et b et bebe b ebenesbeneeas 83
What is competency-Dased aSSESSIMENT? ...c.ciiiiiiiieieirereetse ettt st e e b st te e sesbesbe s esesbesbensenens 84
How will My cOmMpPetenCy D @SSESSEA?.....cciiiiieireree ettt sttt b e sttt st be bt 85
ASSESSIMENT AEIEEIMENT . .eiiiiiiiieieteet ettt ettt b e e bbbt sa et et b e e st e b e s bt s bt e st e sb e e bt e st esbesb e e bt esae bt sbeennennes 86
FOUNAtioN SKillS CRECKIIST.....eiuirieieeeereee ettt ettt et na e 87
SKIllS FECOGNILION.....eieiieeeeeeeece ettt ettt s ee st s ae st s s s s e s e e s e st e e s ee st s ae st s aesseesaessnesnessnes 88
Topic 1: Contribute positively to the work team enVIroNMENt.......coviviriiieneeeee et 89
Topic 2: Observe and promote WOrk Safety ProCEAUIES.......ccviveirirereietreretet ettt st sbe st sae e ebestesaens 90
Topic 3: Maintain and promote team WElIBEING ......coviviiiiriniieree ettt saens 91
Topic 4: Participate in competency deVEIOPMENT......coivivieiririeieeeerestetet ettt sttt sttt e b saesae e ebesteneens 92

TLIL4033: Promote effective workplace practice (Trainer/assessor guide)
© smallprint V5 Jul 2019



KNOWIEAZE QUESTIONS ...ttt eetesset st eesee s et e s e e st s s e e s sat e st e s as s s e esssas st esssasensasssesntesssesossessnessstesssessssasnes 93
Topic 1: Contribute positively to the work team enVIrONMENT.......vcvveiririreieere et 94
Topic 2: Observe and promote WOork safety ProCEAUIES........cviveiiirirerieteesee sttt 100
Topic 3: Maintain and promote team WElIDEING ...c..oeviviiiirieee et 108
Topic 4: Participate in competency deVEIOPMENT ......co.iiiiriiririeiereeete ettt sttt ettt sbe e eaee 110
Topic 5: SPeCific KNOWIEAZE EVIAENCE ....c.iiiiriiieieieertete sttt ettt ssesbe st e s e e eseee 116

PErfOrMMANCE tASKS.c..couiiiieieicetetectete ettt sttt s b e s a e b e b et et et et e at et et et st e Rt et et e e ene s 120
Third party evidence cOlleCtion agrEEMENT ......civiiviiirireietrereet ettt ettt s e b e e sbesbe e e e eneene 121
Topic 1: Contribute positively to the work team enViroONMENT........ccvivireirineneereeee e 122
Topic 2: Observe and promote WOrk Safety ProCEAUIES.......ovivireirirereeseeee et s 123
Topic 3: Maintain and promote team WelIDEING .....c..coeiiiriiririi et st 124
Topic 4: Participate in competency deVEIOPMENT ......ccciivirieirirereteeseree ettt s b st nee e esene 125

COMPIELION FECONT... ettt ettt et st e s e st e s e st s e e e s se s seesne s seessae s ssessasssssessnssstessessestanseessntesssessnses 126

L LTy 4 =T o] T o= OO PSSRSO PTSTRPRR 127

Trainer/ assesSOr USEr INSTIUCLIONS .....c..civiiiiiiiiiniiiiiit et ssbs s ssbe s e ssbesabesbesaassbesabes 131

TLIL4033: Promote effective workplace practice (Trainer/assessor guide)
© smallprint V5 Jul 2019



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:
»  Contribute positively to the work team environment
»»>  Observe and promote work safety procedures

»»  Maintain and promote team wellbeing

»  Participate in competency development

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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