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Trainer/assessor guide

TLIP4002

Facilitate and capitalise on change in
the workplace

Welcome to this unit of study

This unit involves the skills and knowledge required to
facilitate and capitalise on change within the workplace.

It includes participating in planning for the introduction of
change, developing creative and flexible approaches to
solutions to change-related problems, and managing
emerging challenges and opportunities in the workplace.

Work is performed under limited or minimum supervision
with general guidance on progress and outcomes. It
involves discretion and judgement for self and others in
facilitating and capitalising on change and innovation in the
workplace.

Work involves responsibility for facilitating change in the
workplace and leading others individually or in teams.

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

. -y

© 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: Participate in planning the introduction Of ChaNEE .......cccveiiiririeiee e 5
Responding to the changing Needs Of CUSTOMIEIS .....ccuiiiiriirieirireee ettt 5
Introducing plans to INTrodUCE CRANEE ......coiiiiiieeeetee ettt sttt et st st e bt sbe e et e sbesas 7
Explaining objectives and plans to iNtroduUce ChaNGE .......cceveiririinieiririeeereee e nes 13

Check YOUT UNAErSTANGING ....coovivieiiiriirieietsiesietet ettt sttt ettt ettt b st b et e st sbe st e b et ebesbebensesesbesbensensens 15

Topic 2: Develop creative and flexible approaches to SOIULIONS .......coceverieirerenieinreree e 17
Alternative approaches to managing WOrkplace ISSUES ........coevievieriirierienineetetese sttt ae e 17
Promoting the development of iNNOVative apProaches ... 22

Check YOUT UNAErSTANGING ....coovirieiiiririeieteesiete ettt sttt ettt st ettt sttt e st e be st et e st ebe st e bensenesbesbensensenes 31

Topic 3: Manage emerging challenges and OPPOrTUNITIES ......coevverirererierieirerereeee ettt 33
Encouraging and supporting teams during ChaNZe ........cocueviririiiieniniee ettt ae e 33
INFOrMING £EAMS GDOUL PrOZIESS ..cuveuiiuiriiriiieietiriestet ettt sttt sttt ettt st st et ebesbeste st esesbesteseseesestessensesessessensanens 38
Negotiating recommendations fOr iIMProVEMENTS ........cocveiiiriinienieinererieteese ettt st sbenees 45

Check YOUT UNAEISTANGING ....couiviirieieiertirieietriesteet ettt ettt ettt st be bbb et b s b b et ebe s b e bensesesbessenseneenes 51
RETEIEINCES. .. ittt b bbbt e bt b et b bt e b e st s b e bt st b e stk e bt b e bt b e st ke b et e b e st b e btk ene et ene e eb et nbene 53
ASSESSMENT WOTKDOOK ...ttt e bbb a bbb e b st et et st st st st st e 55
UNIE INFOIMIGTION ettt ettt st s b et b s bt n bt seen et snenennes 57
What is competency-Dased aSSESSIMENT?......ccviiririieie ettt st sttt be b e ene 58
How Will My COMPELENCY D @SSESSEAY....oeiiiiieeieeieierte sttt sttt ettt sb e st e b sbesbe et esbesbesstesbessesanensenses 59
ASSESSIMENT AZIEEIMENT ...ttt st see st s e sttt st e et e bt e bt e b e et e e b e e bt e beesbeesb e e baesbeesmeesaeesmeeensesmsesanesnneenseans 60
FOUNdAtion SKillsS CRECKIIST.......cuirieiiiiciic ettt 61
SKIllS FECOGNILION.....eeeiieeeiecertecertece ettt reee st e e st esae st e s e s saes e ssae s e sne st assesasesssssnsssesssessesssessssssasssessesssessesnessesnnes 62
Topic 1: Participate in planning the introduction of ChaNge .......c.ccuviviriirieinr e 63
Topic 2: Develop creative and flexible approaches to SOIULIONS .......cocevevieiririenieiereeeneee e 64
Topic 3: Manage emerging challenges and OPPOrTUNITIES ......coivuevireririerieeeereeee ettt 65
KNOWIEAZE QUESTIONS ...ttt sttt ettt st e st s et s s et s s s e st s s et s s e s st ssse st essesntesnesnsesnsansens 66
Topic 1: Participate in planning the introduction Of ChaNEE ......ccccviiiiiieccce e 67
Topic 2: Develop creative and flexible approaches to SOIULIONS ........ccvirieiririnieinrereese e 72
Topic 3: Manage emerging challenges and OPPOrTUNITIES ......coevveiririerienieirereret ettt saens 78
Topic 4: SPecific KNOWIEAZE EVIAENCE ..ottt sttt s sttt sa e be b nee e 84
PerformManCe taskS.......cciiiiiiiiici e bbb 86
Third party evidence cOlleCtion @8rEEIMENT ........ccuiiriririeirereeeeee ettt sttt st s e b b e 87
Topic 1: Participate in planning the introduction Of ChaNEE ......ccuccveiriiicieceee e 88
Topic 2: Develop creative and flexible approaches to SOIULIONS ........ccvirieiririnieinreeecee e 89
Topic 3: Manage emerging challenges and OPPOrTUNITIES .......oevveiriririenieinereeeeseee ettt sreseens 90
COMPIELION FECOIU....uiiiieieeieeeeteeieteetetest e e st et st e st s ste st e ses e s sessessasssessesssassssssassasssesssassesssasssessesssessesseessessaesssesnes 91
Unit mapping and asseSSMENt ChECKIIST ......c..cooirriieiirireertreteret e tessee st esee st essee s et essaesensesssessnsesssesnsesssassasen 92
Trainer/ assesSOr USEr INSEIUCLIONS .......ocviviiiniiiniiiiiiniiinircrcneresreresressesre s st ssessessesssssssssssssssntsssenssnssnssnesns 95

TLIP4002: Facilitate and capitalise on change in the workplace (Trainer/assessor guide)
© smallprint V5 Jul 2019



TLIP4002: Facilitate and capitalise on change in the workplace (Trainer/assessor guide)
© smallprint V5 Jul 2019 [



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:
»»  Participate in planning the introduction of change
»»>  Develop creative and flexible approaches to solutions

»»  Manage emerging challenges and opportunities

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.

TLIP4002: Facilitate and capitalise on change in the workplace (Trainer/assessor guide)
© smallprint V5 Jul 2019



