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Oakey State High School


Learning and Assessment Strategy

	Name of School
	OAKEY STATE HIGH SCHOOL

	Qualification (code & title)
	BSB20101                                                                           For 2006-2007

Certificate II in Business

	
	BSBCMN201A
	Work effectively in a business environment
	Core

	
	BSBCMN202A
	Organise and complete daily work activities
	Core

	
	BSBCMN203A
	Communicate in the workplace
	Core

	
	BSBCMN205A
	Use business technology
	Core

	
	BSBCMN209A
	Provide information to clients
	Core

	
	BSBCMN211A
	Participate in workplace safety procedures
	Core

	
	BSBCMN213A
	Produce simple word processed documents
	Core

	
	BSBCMN214A
	Create and use simple spreadsheets
	Core

	
	BSBCMN108A
	Develop keyboard skills
	Elective

	
	BSBCMN305A
	Create and use databases
	Elective

	
	ICAS2014A
	Connect hardware peripherals
	Elective

	
	ICAI2015A
	Install software applications
	Elective

	
	Course Overview
The course is offered as an integrated training program within the dual Certificate II in Information Technology and Certificate II in Business Services. 
This certificate is made up of eight core units and four non core units. Two of these units are studied as part of the Certificate II in Information Technology. 

This course is undertaken as a school based activity in a simulated work environment. It will be completed during the dual course studied over a period of two years. Three 70min lessons per week will be allocated.

	Clients
	The clients for this course are students enrolled at the school who are interested in developing computing skills and have an interest in the business and information technology areas. 



	Identification of Need
	The need for the course was identified through the annual review processes of the RTO and input from a range of industry representatives including: 

· Business/enterprise owners

· Local commerce and industry bodies 

· Community organizations.

Analysis of school data related to student’s vocational ambitions and learning pathways was also conducted.

	Learning and assessment arrangements
	Duration

The program is delivered over 2 years.  The unit of competencies will be assessed over this period.

	
	Organisation

Participants undertaking the course are required to successfully complete all 12 units. Where students wish to seek other electives outside of the set course, arrangements would be made with an external RTO to complete the qualification.

The program will be delivered through class based projects and tasks. It is organised to provide candidates with background information on general skills in Business and Information Technology. Work placement with school IT contractor is available to support appropriate understanding of workplace environment. The generic skills will be delivered initially, and the remaining skills will be integrated into assessment items throughout the two year course. Opportunities to apply these skills in a range of contexts are provided. 
Units of competency not listed above may be assessed independently.

Note all units may be assessed at the mutual convenience of the RTO and the client.



	
	Literacy and Numeracy

On enrolling, the clients will self assess their literacy and numeracy needs.  Where indicated, support will be offered immediately.  Trainers identify literacy and numeracy needs of clients throughout the course.

Where literacy or numeracy concerns are evident either through the enrolment response or as identified through teacher questioning and/or observation then a formal analysis of the literacy and numeracy levels will be undertaken.

If the client’s level of literacy/numeracy is not sufficient to address the learning/training program within the reasonable adjustment principle, then a bridging course will be made available to the client.


	
	Alignment

The alignment of the units of competency with the course themes is outlined in Schedule section of this matrix.

	
	Delivery Modes

This course is delivered in a multi-modal, flexible approach.  It combines face-to-face teacher led classes; practical sessions involving small group and individual activities, independent learning, short courses, one-on-one tutoring and on line delivery.

For each unit, learners are provided with training resources, which include all materials used in the training sessions and reference materials. This material is available both in printed and digital formats. Course materials are available through the course’s e-learning site in Blackboard.



	
	Transition to Revised Training Packages

The RTO has a commitment to ensure migration from the existing qualification/course to that under any new or revised Training Package will occur at the start of the academic year immediately after release of package. 

	
	Recognition of Prior Learning

RPL opportunities will be offered both in course documentation such as handbooks and overviews as well as in the initial delivery session of each Unit of Competency.

	
	Customisation and Contextualisation
Where learner needs are identified as requiring adjustments in the learning materials or assessment tools, then customization will occur by the trainer and by validation as reflecting the scope and intent of the qualification/unit of competency by a second trainer.

Learning materials and assessment tools may be contextualized for groups of learners as endorsed by the learning delivery team

	
	Work Placement

Work placement occurs so as to provide appropriate understanding of work environments. This will occur under the Work Placement/Work Experience processes of the Department of Education. 



	
	Assessment Methodologies

Work-based projects or simulated equivalents are the preferred instruments for summative (final) assessment of competency, although some competencies will require written or oral testing of underpinning skills and knowledge. As a general rule, the organisation of a suitable assessment project is the learner’s responsibility with negotiation with the RTO representative. RTO assessment instruments reflect a simulated work environment and may be utilised in lieu of a client initiated project.




	Learning and assessment arrangements (cont)
	Course Structure

	
	Term/Semester
	Topic/Theme
	Units of Competency

	
	Term 1 Semester 1
	Keyboarding 

Develop Keyboard Skills

Software

Produce simple word processed documents


	BSBCMN108A

BSBCMN213A



	
	Term 2 Semester 1
	Software

Create and use simple spreadsheets

Create and use databases
	BSBCMN214A

BSBADM305A


	
	Term 3 Semester 2
	Workplace Health and Safety
Participate in workplace safety procedures

Hardware

Use business technology
	BSBCMN211A


	
	Term 4 Semester 2
	Workplace Communication

Communicate in the workplace
Provide information to clients
Hardware

Use business technology

	BSBCMN203A

BSBCMN209A

BSBCMN205A



	
	Term 1 Semester 3
	Environments

Work Effectively in a business environment

	BSBCMN201A



	
	Term 2 Semester 3
	Hardware and Installations

Connect hardware peripherals

Install software applications

Use business technology
Communication

Organise and complete daily work activities
	ICAS2014A

ICAI2015A

BSBCMN205A
BSBCMN202A

	
	Term 3

Semester 4
	Hardware and Installations

Connect hardware peripherals

Install software applications

Communication

Organise and complete daily work activities
	ICAS2014A

ICAI2015A

BSBCMN202A


	
	Term 4

Semester 4
	Develop Business Documents
Integrated Project


	


	Learning and assessment arrangements (cont)
	Evidence-gathering techniques
The following matrix identifies the type of evidence that will be collected to enable judgements to be made about student’s success in units of competency. 

(shade or tick the relevant boxes – types of evidence can be changed to meet the requirements of the units of competency) 

	
	Units of Competency
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	Key
	A – Folio of Work 

B – Scenarios — problem solving  

C – Written Test

D – Case Study 

E – Online test
	F – Observations with checklists and self assessment

G – Diary/Journal

H – Role Play

I – Oral Presentation

J – Practical Task

	Learning and Assessment staff

(indicate for each unit of competency the staff involved in delivery, and identify if this is being delivered by one person, or in a team approach)
	Units of Competency 
	Staff
	Learning/ Assessment

	
	
	
	Sole Delivery
	Team Approach

	
	BSBADM305A
	J Clewett
	(
	

	
	BSBCMN108A
	J Clewett
	(
	

	
	BSBCMN201A
	J Clewett
	(
	

	
	BSBCMN202A
	J Clewett
	(
	

	
	BSBCMN203A
	J Clewett
	(
	

	
	BSBCMN205A
	J Clewett
	(
	

	
	BSBCMN209A
	J Clewett
	(
	

	
	BSBCMN211A
	J Clewett
	(
	

	
	BSBCMN213A
	J Clewett
	(
	

	
	BSBCMN214A
	J Clewett
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	ICAI2015A
	J Clewett
	
	N.Brownsey technician

	
	ICAS2014A
	J Clewett
	
	N.Brownsey technician


	Validation and moderation Process
	The processes used to validate assessment in this course are:

· An internal review is conducted annually with an industry representative to check that standards expected of students are consistent with current industry practice

· The internal review will examine the learning and assessment strategy and identify areas for improvement

· The internal review will also review a sample of assessment instruments to ensure they are appropriate for the units of competency and reflect information contained in the elements, performance criteria, range of variables, and evidence guide 

· Peer review for assessment tools, checking and discussing assessment tools with current and ex Voc Ed teachers.

· Student feed back via cover sheet on each assessment task



	Infrastructure Requirements

(A tick indicates the RTO has the required infrastructure and resources)
	
All staff (including full time, part time and casual staff) involved in the learning and assessment of this qualification, have direct access to the current version of the relevant Training Package, including the appropriate units of competency, assessment guidelines and qualification structure.  


All staff (including full time, part time and casual staff) involved in delivering the program have access to trainer, assessor and candidate support materials relevant to their areas of learning and assessment.  


All assessors have access to electronic copies of the assessment tools used in this program.


The RTO has access to staff and training/assessment resources to meet the requirements of candidates with special needs.

     Assessment process is subject to reasonable adjustment procedures through negotiation.


The RTO has reviewed the equipment and facility requirements for each unit of competency in the qualification and guarantees it has access to the plant and equipment needed to implement the program.


Teachers have daily access to a range of flexible delivery tools to support their delivery of this qualification.



	Resource Requirements
	The school has access to the following physical resources:
Computers

Data Projectors

Printers

Variety of Software

Scanner

Photocopiers

Digital Camera

OHP



	Pathways
	After this course, students can pursue higher qualifications in IT and Business industry.  It will be easier for students to get into traineeships and apprenticeships.



	Authorized Person’s Endorsement:
	

	Date:
	
	Comment:
	

	Authorized Person’s Endorsement:
	

	Review Date:
	
	Comment:
	








C:\Documents and Settings\Me\Desktop\RPL\LAS\LAS BIC Certificate II in Business ServicesVS2.doc

