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Introduction
Vocational education and training (VET) courses form an important part of the secondary education curriculum in NSW. It is widely recognised that these courses perform a significant role in engaging students as well as preparing them for a successful transition from school to work. Schools have ensured through sustained commitment that school delivered VET is valued by industry, further education providers and the community.

The continuation of these high quality vocational education opportunities for students in government schools is dependent on the successful implementation of the VET Quality Framework which includes the Standards for National VET Regulator (NVR) Registered Training Organisations.

The VET Quality Framework is aimed at achieving greater national consistency in the way providers are registered and monitored and in how standards in the vocational education and training (VET) sector are enforced.

This guide contains information that is essential to ensuring the delivery of high quality VET for Stage 5 students in schools. Through the implementation of quality assurance requirements in this guide, schools will ensure that they are implementing education and training that is valued and recognised  by industry and complies with the VET Quality Framework.

Using the Information Guide
Schools delivering units of competency in this qualification must have access to specific resources/equipment as required by the training package. Students must have sufficient access to the specified resources/equipment to enable them to acquire and demonstrate competency.

Resources/equipment may be accessible either on-site (at school) or off-site. Where access to resources/equipment is off site a suitable access arrangement must be documented and recorded in Checklist 2 in this document.

Each unit of competency outlines the assessment requirements that specify the performance evidence, knowledge evidence and assessment conditions for each unit of competency.

The potential range of resources and equipment that may be selected is outlined in the “Assessment Conditions”.

[bookmark: All_resources/equipment_selected_MUST:]All resources/equipment selected MUST:
· comply with RTO policy and procedures
· be appropriate to the unit of competency being assessed and the circumstances of the assessment.

[bookmark: All_resources/equipment_lists_are_to_be_]All resources/equipment lists are to be read in conjunction with:

· [bookmark: _The_BSB_–_Business_Services_Training_P]The BSB – Business Services Training Package release 2.0

[bookmark: Please_note_that_links_directly_to_train]Please note that links directly to training.gov.au have been provided for ALL units of competency in this guide for quick and easy reference for schools, as well as bookmarks within the document related to the specific assessment environments.
· NSW Education Standards Authority Business Services Stage 5 Board Endorsed Course published in Jan 2016.
 (
2
)

 (
VET BOARD ENDORSED COURSE CURRICULUM INFORMATION GUIDE   (02/16)
) (
STAGE 5 - BSB10115 
RELEASE1
) (
This document is uncontrolled when printed. Please ensure that this is the most current version of this document by referring to the 
V
ET
 Notice Board
)
VET for Secondary School Students
VET for Secondary School Students provides for nationally recognised vocational education and training to be undertaken as part of a senior secondary certificate.
Successful completion of a VET for Secondary School Students program enables students to gain a nationally-recognised AQF qualification, usually at the same time as their school-based qualification.
Training and assessment considerations for  schools
· the currency of skills and knowledge of those who train and assess students
· access to industry standard equipment, facilities and training resources so that students acquire a realistic view of the realities and conditions within the workplace
· comprehensive coverage of foundation skills, performance requirements and knowledge requirements as described in the unit and assessment requirements documents for each unit of competency
· current and realistic learning and assessment experiences.

Units of competency in the Business Services Training Package may be assessed in the workplace or in a simulated environment.

[bookmark: _bookmark0]Assessment in a simulated environment
Simulations must provide opportunities for integrated assessment of competence that include:
· performing the task (task skills)
· managing a number of tasks (task management skills)
· dealing with workplace irregularities such as unexpected problems, breakdowns and changes in routine (contingency management skills)
· fulfilling the responsibilities and expectations of the job and workplace, including working with others (job/role environment skills)
· transferring competencies to new contexts.

Workplace simulation criteria

Given that simulation may be used and is often indicated as an option for assessment within the Business Services Training Package the following advice is provided:

In conducting training and assessment in a simulated workplace environment, trainers and assessors must make sure that the simulated environment gives the learner the opportunity to meet the following critical criteria:

1. Quality – the work is of the standard required for entry into the industry.
2. Productivity – the work is performed within a timeframe appropriate for entry to the industry.
3. Safety – the work is performed in a manner that meets industry safety standards.

Where simulations meet these criteria, RTOs can be confident that learners are ‘work ready’ on successful completion of units of competency

In order to be valid and reliable, the simulation must closely represent what actually occurs in the workplace, should be a current and realistic learning and assessment experience and reflect an actual work setting. It is critical that the designer of the simulation is thoroughly familiar with the application of the competency and is experienced in current and relevant workplace practices.
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[bookmark: _bookmark1]Assessment conditions, equipment and resources
Context of specific resources for assessment has been determined on a unit of competency basis. The aspects of context may include:

· Performance Evidence – the ability to demonstrate competency
· Knowledge Evidence – to complete the unit requirements safely and effectively
· Assessment Conditions –the environment unit to be assessed and what equipment is required
· Equipment and workplace documentation – what types of workplace resources and documents must be available
· Interaction with customers, team members and other people – who must be involved..

In deciding whether a simulation or assessment conditions have been adequately designed and reflects conditions found in the workplace, the following assessment checklist can be used to make sure that key points are considered and opportunities are available to students.
· deal with typical customers, including difficult customers and diverse types of customers?
· use facilities, equipment and materials that meet current industry standards?
· plan and prioritise multiple tasks to meet deadlines?
· experience the typical workflow for the industry?
· require adherence to service standards, workplace procedures, health and safety requirements?
· work with others as part of a team?
· consider constraints and pressures met in the workplace, e.g. budget, time, availability of resources?

Foundation skills:
Foundation skills are the non-technical skills that support an individual’s participation in the workplace, in the community and in education and training.
In this training package (and all training packages developed by IBSA) the foundation skills incorporate the learning, language, literacy and numeracy (LLN) skills described in the Australian Core Skills Framework (ACSF), and the employability skills described in the Core Skills for Work Developmental Framework (CSfW). The skills included in these two frameworks are illustrated in the table:

	ACSF
	CSfW

	
· Learning
· Reading
· Writing
· Oral Communication
· Numeracy
	
Navigate the world of work
· Manage career and work life
· Work with roles, rights and protocols Interact with others
· Communicate for work
· Connect with work and others
· Recognise and utilize diverse perspectives
Get the work done:
· Plan and organise
· Make decisions
· Identify and solve problems
· Create and innovate
· Work in a digital world
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Generic equipment and resources required across a range of units


	[bookmark: _bookmark2]Business equipment/technology may include:
	· computer technology, such as laptops and personal  computers
· digital cameras
· modems
· printers
· scanners
· photocopiers
· shredders
· binders
· laminators
· cutters
· answering machine
· fax machine
· filing systems (manual/computerised/electronic)
· telephone
· smart phone
· mobile devices
· tablet
· Server
· External Drive
· Google Drive
· Cloud Storage

	Software applications may include:
	· email, internet
· work processing, spreadsheet, database, accounting or presentation packages
· mobile or wireless software  applications:
· personal digital assistants  (PDA)
· mobile phones
· text messaging (SMS/TXT)
· multimedia messaging (MMS)
· internet relay chat (IRC)
· personal computer-based software applications:
· email applications
· web-based email services
· chat applications
· internet discussion groups/boards/chat rooms
· intranet discussion groups/boards/chat rooms

	Information may include:
	· computer databases (customer  records)
· computer files (letters, memos and other  documents)
· correspondence (faxes, memos, letters, email)
· forms (insurance forms, membership forms)
· invoices (from suppliers, to  debtors)
· minutes of meetings

	Technology consumables may include:
	· back-up tapes
· CD-ROM
· print heads
· printer ribbon and cartridges
· toner cartridges
· toner cartridges
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	[bookmark: _bookmark3]Documents may include:
	· agendas
· briefing papers
· envelopes
· faxes
· labels
· letters
· mail merges
· memos
· minutes
· simple one-page flyers
· standard form letters
· manufacturers guidelines
· WHS guidelines and procedures
· procedures manual
· training notes
· purchase orders
· warranties
· resumes and career planning resources

	Relevant legislation that may affect aspects of business operations may include:
	· anti-discrimination legislation
· ethical principles
· codes of practice
· privacy laws
· workplace health and safety (WHS)
· laws, by-laws and regulations or best practice to support compliance in environmental performance and  sustainability

	Workplace documentation may include:
	· organisational policies and procedures
· organisational resource acquisition policies, plans and  procedures
· organisational procedures for record keeping/filing system, security and safe recording practices
· user manuals
· emergency procedures and instructions




[bookmark: BSB_10115_Certificate_I_in_Business]Resources, Equipment & Assessment Conditions

BSB 10115 Certificate I in Business
Core unit of competency for the qualification
	BSBWHS201 Contribute to health and safety of self and others

	Pre requisite unit: No

	Performance Evidence
Evidence of the ability to:
· follow all relevant procedures and instructions relating to work health and safety (WHS) and emergency incidents
· identify and report hazards to designated personnel
· contribute to WHS consultative processes

	[bookmark: Knowledge_Evidence]Knowledge Evidence
To complete the unit requirements safely and effectively, the individual must:
· explain workplace safety procedures and instructions including:
· checking systems and equipment
· conducting routine work operations
· requirements for personal protective equipment (PPE)
· how to report incidents and injuries
· explain emergency procedures including those for fires and incidents
· define the meaning of commonly used hazard signs and safety symbols
· summarise the duty holder responsibilities, as specified in WHS Acts, regulations and codes of practice, of:
· self and fellow workers
· persons conducting businesses or undertakings (PCBUs)
· officers
· others in the workplace
· explain the difference between hazards and risks
· describe typical WHS hazards that may be present in the workplace, the harm they can cause and how this harm occurs
· outline the process of hazard identification and risk reduction.

	Assessment Conditions:
Access to an actual workplace or simulated environment -
· assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced by individuals carrying out work health and safety duties in the workplace

	Equipment:
· workplace tools, equipment and resources
· personal protective equipment appropriate to the role and work area

	Workplace documentation:
· relevant organisational policies, standard operating procedures and work instructions
· relevant  Acts, regulations, codes of practice

	Interaction with customers, team members and other people: Yes
· identifying, consulting and reporting on WHS to designated people:
· evidence of ability to consult with health and safety officers
· health and safety representatives
· managers and supervisors
· other persons authorised or nominated by the organisation
· PCBUs
· team leaders
· union officers
· WHS inspectors
· WHS permit entry holders




Electives for this qualification

	BSBADM101 Use business equipment and resources

	Pre requisite unit: No.

	Performance Evidence:
Evidence of the ability to:
· choose equipment and resources required for tasks
· operate equipment according to manufacturer or organisational requirements
· report faults according to organisational requirements
· maintain equipment and records according to instructions

	Knowledge Evidence:
To complete the unit requirements safely and effectively, the individual must:
· describe the functions of available business equipment
· list the key points in operating the available business equipment safely and correctly
· identify common equipment faults
· describe how to maintain and store equipment and resources.

	Assessment Conditions:
Access to an actual workplace or simulated environment
Assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced in the general administration field of work

	Equipment:

· access to office equipment and resources

	Workplace documentation:
· operational and maintenance manuals
· organisational procedures related to operation and maintenance of equipment
· records relating to resources

	Interaction with customers, team members and other people: Yes
This unit requires students to report repairs outside the area of their responsibility to appropriate persons. Appropriate persons may include:
· colleagues
· external organisations
· line management
· supervisor







	BSBCMM101 Apply basic communication skills

	Pre requisite unit: No

	Performance Evidence:
Evidence of the ability to:
· gather information about procedures, methods and equipment requirements for workplace communication, with the assistance of others
· use appropriate verbal and non-verbal skills to seek and convey information in face-to-face situations
· draft routine written documents within designated timeframes and check that the documents meet organisational requirements

	
Knowledge Evidence:
To complete the unit requirements safely and effectively, the individual must:
· describe importance of skills development in career planning term
· identify sources of advice on career planning and skill development
· outline types of evidence and ways of creating portfolios of evidence

	Assessment Conditions:
Access to an actual workplace or simulated environment
Assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced by individuals using interpersonal communication skills in the workplace

	Equipment:

· access to office equipment and business resources

	Workplace documentation:
This unit requires students to draft written information for approval. All written information must meet the required standards of style, format and detail.
Written information may include:
· business resources
· workplace policies and procedures relating to communication
· case studies and, where possible, real situations.

All written information must meet the required standards of style, format and detail. Students must have access to appropriate enterprise documentation outlining the required standards. These standards may include:

· organisational policies
· standards set by workgroup

	Interaction with customers, team members and other people: Yes
In this unit students are required to identify organisational communication requirements with appropriate people. Appropriate people may include:
· colleagues
· other staff members
· supervisors, mentors, trainers or assessors






	BSBITU101 Operate a personal computer

	Pre requisite unit: No

	Performance Evidence:
Evidence of the ability to:
· adjust equipment, furniture and workspace to suit individual ergonomic requirements
· follow organisational and WHS requirements when operating a computer
· follow user procedures and system information when using the basic functions on a computer, seeking assistance when necessary
· use desktop icons and create shortcuts
· create and manipulate folders and subfolders
· check and delete print jobs and change default printer
· correctly shut down software applications and the computer

	Knowledge Evidence:
To complete the unit requirements safely and effectively, the individual must:
· outline the main work health and safety requirements for working with a computer
· list the main points to consider when setting up an ergonomic work environment
· list the main components of the computer system, and briefly explain what each one does
· briefly explain the functions of the operating system
· outline the organisation’s conventions for naming files

	Assessment Conditions:
Access to an actual workplace or simulated environment
Assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced in the information and communications technology – IT use field of work.

	Equipment:
· access to office equipment and business resources

This unit requires students to have access to a personal computer, with relevant software and printer and office furniture to suit user ergonomic requirements.

	Workplace documentation:
Students must have access to appropriate enterprise documentation outlining the required standards. These standards may include:
· organisational policies and procedures
· information about work health and safety requirements.
· computer user and system information

	Interaction with customers, team members and other people: No
This unit does not require interactions with customers, team members or other people






	BSBITU102A Develop keyboard skills

	Pre requisite unit: No.

	Performance Evidence:
Evidence of the ability to:
· follow ergonomic and organisational and work health and safety (WHS) requirements
· use keyboard functions to enter alpha and numeric data
· develop touch-typing techniques and speed and accuracy
· proofread and edit documents

	Knowledge Evidence:
To complete the unit requirements safely and effectively, the individual must:
· identify key provisions of relevant legislation from all forms of government that may affect aspects of business operations, such as WHS
· identify organisational benchmarks for keyboarding

	Assessment Conditions:
Access to an actual workplace or simulated environment
Assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced in the information and communications technology – IT use field of work.

	Equipment:
This unit requires students to have access to office equipment and resources including industry software packages.

	Workplace documentation:
This unit requires students to have access to:
· organisational documentation and procedures
· relevant legislation
· relevant workplace documentation and resources

This unit requires students type, proofread edit and amend workplace documents. See examples of workplace documentation.

	Interaction with customers, team members and other people: No
This unit does not require interactions with customers, team members or other people






	BSBLED101 Plan skills development

	Pre requisite unit: No

	Performance Evidence:
Evidence of the ability to:
· identify and seek advice from appropriate people on:
· work/career options
· results of self-assessment
· preparation of portfolio
· prepare a portfolio of evidence including:
· evidence examples
· resume
· recognition of current competencies application

	Knowledge Evidence:
To complete the unit requirements safely and effectively, the individual must:
· identify key provisions of relevant legislation from all forms of government that may affect aspects of business operations, such as WHS
· identify organisational benchmarks for keyboarding

	Assessment Conditions:
Access to an actual workplace or simulated environment
Assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced in the information and communications technology – IT use field of work.

	Equipment:
This unit requires students to have access to office equipment and resources.

	Workplace documentation:
This unit requires students to have access to:
· relevant organisational documentation and procedures
· examples of resumes and career planning resources

	Interaction with customers, team members and other people: Yes

This unit requires the student to discuss future career directions with appropriate people: Appropriate people may include:
· assessors
· colleagues
· mentors
· supervisors
· trainers
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The following checklists form part of the RTO’s quality assurance process as required under Standard 2 of the Standards for Registered Training Organisations (RTOs) 2015. This document is to be completed and filed securely at the school to comply with RTO requirements.

Declaration by the school principal:


 (

)The course is marketed to students in accordance with RTO course information and course delivery follows the RTO Training and Assessment Strategy approved for this  school.

 (

)The school has a system for entering the intended qualification and units of competency on eBOS- VCS via Schools Online in accordance with the RTO’s Training and Assessment Strategy and the timeline advised by the Board of Studies Teaching and Educational Standards NSW  (BOSTES).

 (

)The school has a process for collecting and verifying student USIs and uploading them to   BOSTES.

 (

)Students have access to the resources, equipment and tools to meet the requirements for each unit of competency as per the list of competencies in Checklist 1 and can be accessed onsite unless otherwise indicated on Checklist  2.
 (

)As part of the course enrolment process, students have completed the RTO’s course induction process and have been informed of the course assessment  requirements.

 (

)All teachers timetabled to deliver this course are either accredited or in training as indicated   on
Checklist 3.

School Site Sign Off


	School Name
	

	RTO Name
	

	Person completing checklists
	
	Signature
	

	Principal Name
	

	Signature
	
	Date




Checklist 1 Resources/equipment

On the following checklist, indicate the units of competency to be delivered to students as per the RTO Training and Assessment Strategy and complete the sign off indicating your satisfaction that all the specified resources and equipment can be accessed on site unless otherwise indicated on the separate form for this purpose (Checklist 2).

BSB10115 Certificate I in Business

	
[bookmark: Core_units_of_competency_]Core units of competency
	[bookmark: Access_on_site_(All/Some/None)]Access on site
(All/Some/None)

	


	
BSBWHS201
	
Contribute to health and safety of self and others
	



	
[bookmark: Elective_units_]Elective units
	[bookmark: Access_on_site]Access on site
(All/Some/None)

	

	
BSBADM101
	
Use business equipment and resources
	

	

	
BSBCMM101
	
Apply basic communication skills
	

	

	
BSBITU101
	
Operate a personal computer
	

	

	
BSBITU202
	
Develop keyboard skills
	

	

	
BSBLED101
	
Plan skills development



























	
	






[bookmark: _bookmark4]Checklist 2
Accessing Tools, Equipment and Resources Off-Site (only if  required)
Identify the codes and units of competencies where tools, equipment and resources are being accessed off-site. Clearly identify the access arrangement supporting the use the tools, equipment and resources that are being accessed. The content and resource requirements of all units of competency in the elective units are available at www.training.gov.au.

Access arrangements are to be documented and each arrangement is to be given a unique identifier. Access Arrangement identifiers are to be listed in the table below against the relevant unit. Access arrangements are to be stored on site and available on request.


	Unit code
	Unit title
	Tools, Equipment and Resources
	Access Site
	Access Arrangement

	e.g. SITHFAB204
	

Prepare and serve espresso coffee
	Point-of-sale system, including credit card and Electronic Funds Transfer at Point of Sale (EFTPOS) facilities Tables, chairs and customers in compliance with training package requirements for an operational F&B outlet
	1. Café Nosh Petersham
2. The Café Wests Ashfield Leagues Club
3. Petersham TAFE College
	
AA2014/1 AA2014/3 AA2013/6

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






Checklist 3
Trainer and Assessor Requirements

BSB10115 Certificate I in Business

Teachers wishing to deliver and assess this qualification must:

· hold or be enrolled in a relevant industry qualification at the same time or a level above the qualification being delivered
· hold or be enrolled in the current Certificate IV in Training and Education
· be able to demonstrate current industry skills at least to the level being delivered and assessed
· be able to demonstrate how they are continuing to develop their VET knowledge and skills as well as maintaining their industry currency
· have completed or be enrolled in an orientation program

Please complete the table below for any teacher who is timetabled onto this course at this site for the current year:

	Teacher name
	Relevant industry qualification
	[bookmark: Qualification_Code]Qualification Code
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