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General overview

Introduction

The Certificate IV in Government Toolbox is an interactive learning resource. It provides activities for learners that are based on real-life situations commonly faced by government employees. While working through these situations learners will identify with issues and ethical dilemmas they may experience in the workplace. 

Activities and learning situations are mapped to the performance criteria for each unit of competency. They can be completed in isolation or in conjunction with other activities within the unit to form a meaningful learning experience. All activities for different delivery modes and different work situations can be customised. A range of learning support resources is provided for all units of competency. 

Purpose

Industry advice suggests that public service employees prefer on-the-job and workplace training that will ensure their learning and qualifications are portable across and between agencies. Also, supervisors at Certificate III and IV level may often have difficulty identifying training needs, encouraging and supporting staff in their learning, and contributing to the change required to implement the Public Service Training Package. 

In addition to addressing the core competencies of the Public Service Training Package, this Toolbox supports the human resource strand of the Certificate IV in Government, addressing specific needs identified by industry training bodies and government agencies (particularly for supervisors at Administration Officer Level 3 and 4). 

In the past, government workplace training has most often been on-the-job. Without formal training, individuals and departments may be at risk, ethically and legally, regarding complex legislative requirements and policy issues. In Australia, the government employs 16% of the total workforce. It is therefore extremely important that all government employees are made aware of relevant legislation, policies and code of conduct relevant to themselves and their department. This Toolbox attempts to address such issues.

Target audience

This Toolbox targets learners in the Australian Qualifications Framework (AQF), Level 4. These learners are more likely to be mature adults, already in the workforce, in positions above entry level, possibly Level 3 or 4. They could already be acting in a supervisory role, or intending to do so in the near future.

Online learning will benefit learners who: 

· have external commitments that prevent them from accessing face-to-face training; 

· prefer to access training on-the-job because of its relevance to their daily activities - should they wish to change positions, their training would be portable and of equal value in any government department;

· may be unfamiliar with online learning environments - clear instructions and relevant information is provided to assist and guide them through their learning; and

· reside in rural and remote Australia.

Units of competency

The National Government Training Package competencies for Certificate IV in Government are listed below. 

	National Code
	Units of Competency
	Hours

	  PSPLEGN301A
	  Comply with legislation in the public sector
	  25

	  PSPETHC301A
	  Uphold the values and principles of the public service
	  30

	  PSPPOL1401A
	  Support policy implementation
	  20

	  PSPGOV301A
	  Work effectively in the organisation
	  20

	  PSPHR401A
	  Provide human resources consultancy services
	  60

	  PSPHR501A
	  Coordinate career development strategies and plans
	  100

	  PSPMNGT405A
	  Provide input to change processes
	  30

	  PSPGOV304A
	  Appraise capability and provide feedback in the workplace
	  40

	  PSPGOV308A
	  Work effectively with diversity
	  30

	  PSPGOV501A
	  Coordinate a workgroup
	  40


Assessment
While assessment materials have been included, based on industry guidelines, assessment to meet competencies within the Certificate IV in Government is not part of this Toolbox. This will be the responsibility of the Registered Training Organisation (RTO). To maintain the integrity of the Toolbox, you will need to moderate the assessment process. Self-assessment activities have been included so that learners can monitor their progress.

Your involvement

You will need to: 

· develop a strategy for communicating with your learners (email and Discussion Board);

· manage the Discussion Board, and prepare learners for Discussion Board activities;

· provide added direction for the activities (e.g. You may need to give learners an instruction, such as ‘please email your draft of Task 2 by ‘date’.); and

· review the relevant section of the guide and preview content before commencing delivery of each activity to anticipate possible problems and schedule assessments in a timely manner.

The delivery strategies are a guide only. You are encouraged to adapt the learning experiences to suit your current group of learners. The Toolbox can stand alone and serve as a learning tool with minimum input from you; however, this may not be the most effective delivery strategy.

Tools required

Users will need a computer (PC or Mac equivalent) with the following software and hardware:

· Microsoft Internet Explorer 5 or higher;

· Netscape Navigator 4.7 or higher;

· Macromedia Flash 5 player or higher (http://www.macromedia.com/downloads/);

· Adobe Acrobat Reader 4 or higher;

· Microsoft Word; and

· Sound card and speakers

Toolbox overview

Learning environment

The learner is introduced to Generica, a fictional Australian island state. Generica mimics Australia in its customs, immigration, and state and federal processes. 

The learner is given the role of a supervisor on secondment from another government department external to Generica. Learners are required to lead a special project team comprising members in varied positions across a range of departments. 

Entering the Toolbox for the first time, learners:

Step 1:
pass through the customs area, where they enter their name and government department;

Step 2:
proceed to the orientation section, where the orientation guide, Bob, greets them by name;

Step 3:
view an orientation film explaining the Toolbox, including the list of competencies and the learning outcomes;

Step 4:
are encouraged to access the help pages for online learning by pressing the ? key; and

Step 5:
are provided with their orientation kit and task list, and are asked to explore the island. 

Resources

· Government Offices

Contain profiles of the seven team members, including background information, 
employment history and experience. 

· State Library

Contains print and web-based resources available for all units of competency. 

· Government Printery 
Contains generic official documents and forms, such as code of conduct, leave forms, application for study assistance. Teachers can customise generic documents to produce documents that are specific to the learner’s own workplace and government department.

· Parliament House

Contains links to the relevant state and federal legislation. You are able to plan 
appropriate activities to assist the learners in gaining an understanding of these and 
assist them in meeting the requirements for the unit of competency.

Team members

Once in Government Offices, learners can access and subsequently supervise the seven team members. The team members have been seconded from their own department and as such, carry a variety of skills and expertise. 

The team members are:

· Dino
Dino is a fun, gregarious Forrester, who is very popular with his 



colleagues. Dino’s ‘office’ is his car, as he spends most of his time in the 


field.

· George
George is a very private and quiet person who doesn’t really like to 


socialise with other colleagues. George is a Senior Language Adviser to 


schools and institutes across Generica and, like Dino, rarely comes into 


the office. George makes extensive use of email to communicate with 


colleagues.

· Hamish
Hamish is a young, gentle-natured man, whose natural teaching 



ability is conveyed in the way he relates to others. Hamish has been 


seconded to the Finance Department after having worked for the 


Department of Prisons, and finds the change welcome.

· Hollie
Hollie is the most senior of the group, and colleagues look to her for 


sound advice on political and procedural matters. Hollie is a sole parent 


and enjoys the flexible conditions the public service offers.

· Jennifer
Jennifer is career oriented and an exceptional group facilitator. She has 


a strong sense of social justice and is an active member of the Labour 


party. The team considers Jenny a ‘mother’ figure.

· Phuong
Phuong is the youngest team member, and is treated like a little sister. 


She is quiet and helpful and a whiz with software and communications.

· Robert
Robert is assertive and confident. Robert means well but tends to speak 


without thinking, which sometimes leads to group disharmony. Robert is 


very loyal to the team and is the team’s representative for OH&S and 


the union.

Mentors

Generica mentors have been assigned to guide learners through the units of competency and research tasks. 

The mentors and the units of competency they cover are:

· Andrew
Appraise capability & provide feedback in the workplace PSPGOV304A




Coordinate a workgroup PSPGOV501A
· Cho
Comply with legislation in the public sector PSPLEGN301A
· Jacinta
Uphold the values & principles of public service PSPETHC301A




Support policy implementation PSPPOL1401A
· Jai

Provide human resources consultancy services PSPHR401A


Co-ordinate career development strategies & plans PSPHR501A

· Layla
Provide input to change processes PSPMNGT405A
· Maria
Work effectively with diversity PSPGOV308A




Work effectively in the public sector PSPGOV301A
Accessing Toolbox materials

Main screen

1. Enter the Toolbox.

2. Click Government Offices.
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Team member profiles

· Click on the team member’s photograph on the main page. The 'business card' will be displayed.
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· Click J to display the staff member’s Job Description.

· Click the fax to display the staff member’s latest communication files.

· Click the lips to display informal 'office vibes' information about that staff member.

· Click CV to display the staff member’s Curriculum Vitae.
Resources and tasks for units of competency

· Click Mentors on the top navigation bar. All mentors and the units of competence they address will be displayed.

· Click on the appropriate mentor for the unit of competency you wish to access.

· Click on the computer screen to display the web resources for that unit of competency.

· Click on the notebook on the desk to access the print resources for the unit of competency.

· Click on the books on the shelf to access the learning materials for unit of competency.

· Click on the whiteboard to access:

· information on how to use the mentor’s office; and

· the tasks for the unit of competency.
Communication tools

The communication tools are situated on a bar at the bottom of each page. 
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Next to the mobile phone icon, learners can access: 

1. Chat – learners can communicate with other learners in synchronous conversation (around a topic). 

2. Discussion – provides the opportunity for asynchronous discussion for both general and specific topics of interest. 

3. Email – a direct link to you. 

Working tools

Next to the briefcase icon learners can access:
1. Notepad – allows the learner to make notes in the browser while working through the Toolbox. Notes can then be printed or accessed at a later time.

2. Letter of appointment – provides the learner with an outline of their role at Generica and serves as a reminder of the induction information.

3. Task checklist – provides a checklist for learners to monitor their progress.

4. Competency maps – provide a list of competencies, the elements in each competency, and learning outcomes for each element.

Accessibility

This Toolbox has been designed to provide easy access for all learners regardless of their previous level of education, language skills, ethnic background and level of computer literacy.

Text alternatives

Where audio or other media has been used in this Toolbox, a text alternative has also been provided. Text equivalents for non-text elements, such as images, audio and flash movies, have been included. Purely decorative images contain an empty ‘alt’ tag.

Easy to read, clickable icons

Navigation features large icons with a correspondingly large ‘click zone’. Text hyperlinks have been underlined. 

Screen accessibility

The Toolbox website combines text, graphics, audio and multimedia technology. The material will be provided in CD-ROM format to ensure that those learners without Internet access have been catered for. In addition:

· alternative (redundant) text links have been included where image maps have been used;

· frames have been appropriately titled to indicate their purpose and content;

· text equivalents for Flash movies and audio files have been included;

· summaries describing table contents have been attached to any tables used; and

· hidden links are used in conjunction with Flash movies to direct screen readers to URLs incorporated in the movie.
Easy to navigate interface

The Toolbox has been designed with attractive graphics and is easy to navigate. Most of the navigation is directed from the activity screen interface, and all screens are available at any one time. The consistent navigation includes a link to the ‘tasks’ screen where students are able to access the activities they are required to do for each unit. The task screen opens in a new window, allowing the student to access resources and complete the tasks simultaneously. 

Other accessibility features

Style sheets have been used to enhance HTML pages, however they can also be read without the style sheets.

Customising the Toolbox

You or your RTO can customise units for specialised delivery. Government agencies, whilst encouraging staff training, may find individual units of this Toolbox useful. For example, PSPHR501A Co-ordinate career development strategies and plans could be customised for delivery in the workplace either at the unit or element level in the following ways:

· Scenario/problem – you can change or adapt the focus and parameters of a scenario or problem.

· Content – content delivered for activities and in learning support resources. You can readily add to the bank of resources available in the library and add anecdotal comments to the resident experts.

· Images – photos and diagrams can be replaced with images more suitable to the scenario chosen for a particular industry sector. Extensive customisation may need to occur if your learning group contains aboriginal, migrant or rural groups, for example.
It is recommended that you always retain the original files in their CD format so you have an original copy of the Toolbox.

Adding state-specific resources

In order to access state-specific documents, you will need to specify from which state you are working. 

· Follow the following file path to find the folder for specific states: 



Toolbox / shared / states. 

· Copy the files from this state folder into the Generica folder found at:



Toolbox / shared / generica.
If you wish to replace generic examples of documents (e.g. the Generica Code of Conduct) with the appropriate resource for your department or agency, simply save that document into the shared folder using the same name. The Toolbox will then display your document in place of the Generica document.

	For example, to replace the Generica Code of Conduct with the NSW Code of Conduct:

· The Generica Code of Conduct is found in the filing structure as:



Toolbox/shared/generica/code_of_conduct.doc

· The NSW Government Code of Conduct has a filing name of: 



conduct_nsw.doc 

· Open the NSW document in Word and save it as:



code_of_conduct.doc

· Copy the new file into the folder in the Toolbox



Toolbox/shared/generica/

This process will replace the generic file, and the NSW Code of Conduct will appear in the learning activities.


Communication tools 

You must customise communication tools, such as your correct email address, and Discussion Board and chat URLs. 

· Open the "bottomnav.html" file using an HTML editor such as Dreamweaver or a simple text editor like Notepad or Simpletext. Located at the top of the page are variables where the email address and the web addresses for the chat and discussion facilities are stored.



<!-- change the email address of the learning facilitator, the web address of your 


discussion and chat facilities here -->



var emailaddress="teachers email"



var chatURL="http://www.chatroom"



var discussURL="http://www.discussionboard"

How to customise self-checks 

(Appraisal Capability Unit)

The self-check is made up of a Flash movie (selfcheck.swf) and a text file (questions.txt). The Flash movie can be found within the SWF folder of the appropriate unit. The text file is contained within the unit folders (e.g. appraisal). The questions for the self-check are contained in the text file. There are 11 questions, but you can add or subtract questions if you like – there does not have to be 11 questions. 

To edit or add questions open up the questions text file in a text editor such as WordPad, Notepad, or SinmpleText. The first word “questions=” MUST be left as is. Do not remove this word, or the flash movie will no longer work. The questions follow on from this word in the following format:

	Q 1. First question : Right answer : Wrong answer: (carriage return)




Points to remember:

· The question must be followed by a colon.

· The right answer must be followed by a semi colon.

· The wrong answer must be followed by a colon.

· The right answer must be written first.

· Questions must be separated by a carriage return.

· Do not enter a carriage return or blank line at the end of the text file, or the flash movie will expect an additional question.

· Save the text file with the same name.

· Do not move the file into another folder or directory.

To edit buttons, scoring or timing of animation, you must open and edit the Flash source file for the movie. This involves knowledge of Actionscript and is a fairly advanced process. The source file “selfcheck.fla” can be found in the source folder in the root directory of the CDROM.

Scenarios

When learners click on competencies on the main screen, they will be taken to a list of the mentors and the competencies they address. Each competency has different sections and, for each one, learners need to:

· explore the research materials found on the bookshelf, and complete activities in them; and

· complete the Reflect/Collaborate/Apply tasks.

PSPGOV308A Work effectively with diversity 

Mentor 

Maria 


Section 1 – Respect for diversity 

· A diverse workforce 

· Sensitivity to diversity 

· Communicating in a diverse workforce 


Section 2 – Working with diversity 

· Legislation and the way you work 
· Diversity is an asset
· Work effectively with diversity 

Section 1 – Respect for diversity: A diverse workforce
	Mentor Help

- Research - 
	Reflect
	Collaborate


	Apply

	Learners access the Education Australia Online website and explore the articles on diversity. http://www.edoz.com.au

	Learners reflect on the notion of ‘cultural diversity’.
	Discussion Board Learners discuss the questions in ‘Reflect’, and send you a summary of the discussion.

Learners list characteristics and differences in their Generica team, and compare their list with others. 
	Learners list characteristics and differences of the people they work with, and keep a copy of the table in their portfolio. 




Section 1 – Respect for diversity: Sensitivity to diversity

	Mentor Help

- Research -
	Reflect
	Collaborate


	Apply

	Check your knowledge - Match the employees with their job. 
	Learners reflect on the cultural practices in their workplace, and how difference is recognised and acknowledged.

Learners think about inclusive behaviours that can be applied in the workplace.


	In small groups learners discuss components of culture, and the equity and diversity policies in their workplaces. 

Discussion Board Learners discuss respect in the workplace, and as a group, create a list of the ways in which respect can be shown. 
	Learners respond to an email about a problem George has encountered. 




Section 1 – Respect for diversity: Communicating in a diverse workforce

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Ask Maria how some cultural groups may differ from your own. 

Examples of communication barriers

Learners read about cross-cultural education. http://www.nwrel.org
Check your knowledge - 
Investigate various workplace scenarios and choose the most appropriate response shown in video clips.
	Learners consider the cultural norms and rules that impact on their workplace. 

Learners reflect on their own and other’s communication styles, and how beliefs can shape the way people communicate.
	In groups, learners discuss incidents that involved miscommunication between groups or individuals from different cultural groups. 

Learners summarise the outcomes of the group discussion and send you the summary.
	Learners analyse a situation regarding Phuong, and suggest how she can resolve the situation.

Learners send you their suggestions.

 




Section 2 – Working with diversity: Legislation and the way you work
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Learners find the Anti-discrimination legislation for their State government, and list the grounds and types of prohibited discrimination.

Learners find a definition for discrimination in guidelines and handbooks available in their department or agency.
	Learners are asked to read their department’s diversity policy, and discuss it with their manager or mentor.

Learners reflect on questions provided and email you a copy of their reflections. 
	Learners respond to questions about Anti-discrimination legislation and compare answers with other participants.
	Learners are given a scenario regarding Jennifer and a new position she would like to apply for. 

Learners consider the policies and procedures that apply to the situation, and email you their responses to the questions provided.


Section 2 – Working with diversity: Diversity is an asset
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	General reading 
	Learners reflect on a statement about the relationship between encouraging colleagues and the service one can provide.

Learners post their thoughts about its applicability to their workplace on the Discussion Board.


	Learners identify their clients, the work their organisation does, and the skills and attributes needed to best serve clients. 

Learners brainstorm the individual characteristics that contribute to building the skills in their organisation. 

Learners send you a summary of the group discussion.
	Learners fill in a table with information about three individuals, including their characteristics, the way in which they benefit the organisation, their qualities and their backgrounds. 




Section 2 – Working with diversity: Work effectively with diversity
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	General reading 
	Learners reflect on one area of diversity and the programs, policies and procedures that support it. 
	In groups, learners prepare a PowerPoint presentation about a best practice model in working with diversity at Generica. 
	Learners discuss a policy, procedure or program within their workplace that demonstrates their organisation's recognition of diversity as an asset. 


PSPGOV301A Work effectively in the organisation 
Mentor 

Maria


Section 1 – Evaluate and develop your own expertise 
· Work related competencies 

· Monitoring your performance 

· Recognition of competencies 

Section 2 – Work within the organisational structure and culture 
· Know your organisation’s structure 

· Organisational culture 

Section 3 – Manage your own work 
· Time management 

· Goal setting 

Section 1 – Evaluate and develop your own expertise: Work related competencies
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	General reading


	Learners reflect on competencies across governments and competencies that are specific to their job. 


	Learners discuss the common competencies required to work in government departments in their state/territory or in the federal government with other participants in the Discussion Board. 


	Learners list, in a table, the work competencies that they believe one of their team member’s have in order to carry out their duties. 

Learners examine Dino's present job description and the job description for a Senior Ranger and write a memo to Dino with advice on competencies. Learners email you their advice.

In a table, learners list the work-related competencies necessary to carry out each of the duties of their present job. For each competency, learners rank themselves on a scale of 1 to 5. 


Section 1 – Evaluate and develop your own expertise: Monitoring your performance
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	General reading


	Learners reflect on the changes they have seen in their workplace, and how they have been affected by the changes.
	In the Discussion Board, learners discuss with other participants their perception of their competencies and how they apply to their present duties.
	With their supervisors, learners rewrite their original job description to reflect the duties they presently carry out. 


Section 1 – Evaluate and develop your own expertise: Recognition of competencies
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Registered Training Organisations (RTOs) can help you with this process. The ANTA web site has lists of RTOs and accredited courses in Australia for each of the National Training Packages.

Checklist of things to do when applying for RPL or RCC.


	Learners reflect on who Dino would need to approach in their workplace for Recognition of Prior Learning (RPL) and Recognition of Current Competency (RCC), and what evidence he would have to provide to gain recognition.
	Learners discuss their personal work-related goals with other participants in the Discussion Board, and then summarise the discussion and send it to you.

Learners browse through www.ntis.gov.au and find a qualification that interests them. They examine the competencies and decide if there are any for which they could apply for RPL or RCC. Learners detail how they would go about applying via these processes and send it to you.
	-


Section 2 – Work within the organisational structure and culture: Know your organisation’s structure
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Research two examples of an organisational chart – one from a typical Government department, and another from a typical organisation.
 


	Learners reflect on the organisation of their department/agency, in terms of its activities and the department’s goals, and how their role fits into the department’s role.
	In their present workplace, learners ask their co-workers to help them identify the things that have caused structural changes to their organisation in the last ten years.

In the Discussion Board learners compare their list of catalysts for change to other participants' lists. Learners make a group list of factors for change, and send it to you.
	-


Section 2 – Work within the organisational structure and culture: Organisational culture
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	General reading


	Learners consider their own department or agency, focussing on the behaviours, values and attitudes that are signs of different types of cultures. 
	Learners discuss Hollie’s work culture with co-participants in the Discussion Board and send you a summary of the discussion.

Learners list ways in which their organisation puts values into practice.
	In their own workplace, learners lead a team meeting and ask their co-workers to identify three or four informal codes of behaviour.

Learners apply a test to each behaviour.


Section 3 – Manage your own work: Time management
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Check your knowledge – Are the listed activities time wasters or time savers? 


	Learners think about the main goals of their job, and which of their activities are geared towards the long-term achievement of the department or agency's goals.
	-
	Using a matrix as a guide, learners make a list of their own activities and order them according to priority.


Section 3 – Manage your own work: Goal setting
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Check your knowledge – Decide whether the listed goals are SMART goals.
 


	Learners identify three goals that they have set themselves at work and three that have been set for them.

Are they SMART Goals? Why?
	Learners formulate an approach to solving Robert’s time management problems in the Discussion Board, and send a summary of the discussion to you.
	Learners choose one major goal that they must meet this year. If it’s not a SMART goal, learners negotiate and rewrite the goal to be a SMART goal.

Learners identify the characteristics of structure and culture that might hinder or help them to achieve the goal, and prepare an action plan to achieve this goal. Learners show the strategies they will use in their action plan.


PSPMNGT405A Provide input to change processes

Mentor 

Layla

Section 1 – Suggest options and opportunities for change 

· Plan and manage change 

· Identify the need for change 

· Seek suggestions and devise options 

· Define and develop change ideas 

Section 2 – Encourage commitment to workplace change 

· Your role as a change agent 

· Establish effective communication processes 

Section 3 – Provide feedback on the effectiveness of change 

· Monitor change 

· Monitoring techniques 

· Identify and deal with problems

Section 1 – Suggest options and opportunities for change: Plan and manage change
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	An overview of the stages involved in ensuring successful change.

Ask Layla about the different types of change.

Read more about the impact of change on the work unit.

In any significant change process there are two important roles, that of the project owner/sponsor and that of the change agent.
	Learners reflect on the way they approach the change process and on times of significant change in a work unit of which they have been a member. 
	Learners discuss how they would obtain sponsor support for change in their organisation. 
	Learners identify one example of change that has affected their team, and answer questions related to this change.

Learners write a report on this experience of change and send it to you. 


Section 1 – Suggest options and opportunities for change: Identify the need for change
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	More information about the symptoms of the need for change.

Opportunities for improvement arise as part of the cycle of continuous improvement. Ask Layla about how these opportunities are identified.
	Learners consider the change that may be needed in their workplace. 


	In the Discussion Board, learners as a group decide the kinds of improvements they might look for to improve the efficiency and effectiveness of their workgroup and work environment. 

Learners send you a summary of the discussion.
	Learners identify the nature of changes to efficiency or effectiveness of the workgroup or the work environment. 
Learners choose one of the changes suggested in the reflection task and provide a written report of this information, together with the reason for their proposed changes. 


Section 1 – Suggest options and opportunities for change: Seek suggestions and devise options
	Mentor Help

- Research -
	Reflect
	Collaborate


	Apply

	There are a number of strategies you can adopt to encourage the suggestions of the people you work with – take a hands-on approach; use formal consultation; and systematically use quality tools and processes. 
	Learners reflect on times when they might want to use tools or processes. 

Learners list three tools and situations where they might use them in their work unit. 


	Using resources from the library, learners are to describe the list of tools and determine when they are most usually used. 

Learners record the information in a table, and send you a copy of the table. 

Learners compare their list with others in the Discussion Board.
	Learners suggest an approach, and tools and processes that Hollie could use to implement changes brought about by the new customer services policy in her department. 


Section 1 – Suggest options and opportunities for change: Define and develop change ideas
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Define the purpose of your change.

Identify the sponsor and define their role.

Conduct an analysis of stakeholders.

Identify and develop plans to manage risks or threats.

Learn more about the steps involved in managing risks.
	Learners consider a coming change that has been widely discussed in their workplace in light of what they have read in the research materials for this unit.
	Learners work together with one or two people in their work team to analyse the mooted change that they thought of in the reflection task.
	Learners draw up a report based on the analysis they carried out in the collaboration task, and present it to management.


Section 2 – Encourage commitment to workplace change: Your role as a change agent
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	General reading
	Learners make an inventory of their change agent skills and target one or two that they feel they lack. Learners make a plan to acquire them and send you the analysis.
	-


	Learners compile a response on how they would react to Phuong’s reactions to the new customer database software system. Learners email you their response.


Section 2 – Encourage commitment to workplace change: Establish effective communication processes
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	For effective communications you will need to determine certain factors.

This interactive diagram explains more about how you can support your team members through the change process.

As a direct result of the change being proposed or implemented, you may be faced with issues relating to human resources and industrial issues. Ask Layla what you are required to do if this arises. 

More information is provided on ‘reactions to change’.
	Learners reflect on how they develop strategies to support people through the change process within their workplace and team.


	Learners work together to plan a strategy to inform and support their Generica team and the relevant stakeholders of new customer services work hours. 
Learners send you an overview of the discussion.
	Learners develop a communications and support plan for their work team, identify stakeholders and present the plan to you via email.




Section 3 – Provide feedback on the effectiveness of change: Monitor change
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Ask Layla about your role as a supervisor in monitoring change.

Read a list of things you should monitor during the change process.
	Learners ask themselves questions in reflecting on methods of monitoring particular aspects of a change and to supervise the monitoring process.
	In the Discussion Board, learners discuss with co-participants the questions considered in the reflection task and answer them with regard to the Generica Customer Service Policy.
	As a result of their collaboration, learners draw up a plan to monitor implementation of the Generica Customer Service Policy.

Learners send you the plan via email.


Section 3 – Provide feedback on the effectiveness of change: Monitoring techniques
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	This interactive diagram shows other monitoring methods that may be used.

The following case study monitors the effectiveness of a change to an automated fax response system.

Determine which method would be most effective.
	Learners think about a major change that has taken place or is taking place in their workplace and consider questions about the change process.
	For the change identified previously, learners discuss the monitoring and measuring tools that were used to track the change process. 

Learners discuss this in the Discussion Board and report to you on the outcomes of the discussion.
	Learners choose two of the monitoring techniques that were used to check the implementation process for the change identified in the reflection task. 

Learners answer a series of questions.




Section 3 – Provide feedback on the effectiveness of change: Identify and deal with problems
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	General reading
	In their workplace, learners seek out a major change that is about to be implemented.

Learners consider the impact of the change, identify the problems and issues that may arise from the change process and list them.
	Learners form a small group of co-workers and take the list of potential problems and issues they made in the reflection task and discuss it with their group. 

For each of the problems and issues learners identify an alternative approach or method.
	Learners take their list of possible problems and issues and their alternatives to their supervisor. They discuss them and learners seek permission to implement the alternatives.

Learners write a statement that outlines the discussion with their supervisor and send it to you.


PSPGOV304A Appraise capability and provide feedback in the workplace 

Mentor 

Andrew


Section 1 – Formal performance appraisals 


Section 2 – Improving employee effectiveness 


Section 3 – What can be appraised? 


Section 4 – How can performance be appraised? 


Section 5 – Formal appraisal contexts 


Section 6 – Features of performance appraisals 


Section 7 – The performance appraisal cycle 
Section 1 – Formal performance appraisals

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Learners are referred to the performance management document from the Queensland Department of Employment and Training.
	Learners think about the processes and policies in place regarding their last performance appraisal. 

	Learners compare the performance management document from the Queensland Department of Employment and Training in the Generica State Library with the equivalent document in their department. 
	Learners list the Six Core Elements of the Performance Management System.




Section 2 –  Improving employee effectiveness 
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	General reading
	Learners reflect on the difference between performance appraisal and performance management. 
	Learners discuss which one of the Generica Team may be in need of performance management. 

Learners summarise the discussion and email it to you. 
	Learners think about what Dino would expect to find in his appraisal, and what they would need to do to meet his needs and expectations.


Section 3 – What can be appraised?

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	General reading
	Learners research the different facets of performance that can be appraised, and what they would expect their supervisor to appraise. 


	In groups, learners draw up a list of things that can be appraised for each of the various facets of work performance.

Learners send you the master list. 
	Learners choose one Generica team member and draw up a list of work performance facets that they would appraise for that person. 




Section 4 – How can performance be appraised?

	Mentor Help

- Research -
	Reflect
	Collaborate


	Apply

	General reading
	Learners think about the tools used in different appraisal techniques, and how effective they think these tools might be.
	Learners state which tools they would choose to appraise the staff member’s work performance (from the previous section). 

Learners compare and discuss their choices with others. 
	-




Section 5 – Formal appraisal contexts

	Mentor Help

- Research -
	Reflect
	Collaborate


	Apply

	General reading
	Learners reflect on how they might appraise information about the candidates for a position against selection criteria. 

Learners also reflect on the role of training in helping to bridge gaps in their skills. 
	Discussion Board: Learners compare with others the formal and informal reward and recognition processes in their department or agency.

Learners summarise the discussion and send it to you.
	Learners consider what evidence Dino needs to produce and what competencies he needs to fill his present role.




Section 6 – Features of performance appraisal

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	General reading
	Learners think about an appraisal they have been involved in at their workplace. What were the features of that appraisal?
	Learners discuss the appraisal they thought of in the reflection task with co-participants in the Discussion Board. 

Learners briefly describe the appraisal.
	Following the Discussion Board collaboration, learners answer the following questions regarding the appraisal that was discussed, and send it to you.


 Section 7 – The performance appraisal cycle
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Find out more about the appraisal cycle and what is involved in each stage. 


	Learners think carefully about the performance appraisal cycle, and respond to some questions. 
	Learners form a small group of colleagues and discuss the performance appraisal cycle in their workplace. 

Learners decide as a group whether the performance appraisal cycle is being applied and if not, what formal appraisal processes are in place. 
	For their own job, learners design an appraisal process that implements the performance appraisal cycle and fits within the policy guidelines of their department or agency. Learners assign dates for the four steps, and take the plan to their supervisor and discuss it with her/him.

Learners send the plan and a report on their discussion to you. 


PSPGOV501A Co-ordinate a workgroup 

Mentor 

Andrew

Section 1 – Develop a cooperative workgroup

Section 2 – Communicate objectives and standards

Section 3 – Provide feedback on performance

Section 4 – Support development activities

Section 5 – Provide leadership to the group
Section 1 – Develop a cooperative workgroup

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	This interactive diagram illustrates the five stages of team growth.

Ask Andrew about what team leaders should do to co-ordinate an effective team.

Which are task roles and which are maintenance roles? 


	Learners think about a team within their department, and reflect on key questions.


	Together with other co-participants in the Discussion Board, learners identify any behaviours within the Generica team which could negatively impact on the team’s performance.

Learners decide on some ground rules that would reduce these dysfunctional behaviours and email the list of ground rules to you.
	Learners read an email from Hollie about how she feels about her workgroup. 

Learners write a response to her with suggestions about what might be causing her to feel this way and solutions to help. 




Section 2 – Communicate objectives and standards
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Ask Andrew about these types of communication.

This interactive diagram illustrates these different types of communication flows.
	Learners find as much information as they can about the communications process. 

Learners draw a diagram of the communications process (or communications channels) and send it to you, explaining the process and relating it to the way in which communication takes place in their department or agency. 
	In the Discussion Board, learners compare their communications channels with those of other participants. 


	In their workplaces learners find two examples each of different types of communication and analyse their functions. 




Section 3 – Provide feedback on performance
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Learn more about the formal performance appraisal and development process. 

This interactive diagram illustrates the appraisal cycle and what is involved in each stage.

Complete this exercise on active listening.
	Learners think about the last time they gave somebody (positive or negative) feedback in their workplace. 
	Learners read Robert’s email to a colleague regarding a youth workshop that was held recently. Learners think about it with regard to the research material they have read in this section.

With others in the Discussion Board, learners identify the good and bad points about Robert’s feedback.
	Learners write an alternative email from Robert using suggestions from the previous collaboration task.




Section 4 – Support development activities
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Developmental and training needs of staff are often assessed by way of a formal performance and development appraisal process.

This interactive diagram illustrates the steps involved in developing an training action plan for an individual staff member or an entire team.

View these illustrations of three different strategies that can be used to support learning.
	Within their workplace, learners think about the members of their work team as learners and consider some key questions.


	Learners discuss key points about training with co-participants in the Discussion Board. 



	Using ideas from the discussion in the collaboration task, learners develop a training action plan for the team members who require training. Learners draw up a team summary of individual training action plans for the entire Generica team and email it to you.




Section 5 – Provide leadership to the group
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Ask Andrew for some tips on managing diversity within your workgroup.

Find out more about your responsibilities as a supervisor regarding safety in the workplace.

This diagram illustrates signs of conflict and strategies for conflict resolution.

The advantages and disadvantages of various decision-making strategies.
	Learners identify the skills necessary to perform each of the five management functions (planning, organising, staffing, leading and monitoring). 
	Learners observe a team meeting and identify the types of decisions being made and the decision-making processes that are used. 

Learners discuss different decision making strategies and their advantages and disadvantages with their work colleagues. 

Learners survey their colleagues and decide which strategy is the most popular.
	Learners identify a conflict within their workplace that has involved workplace diversity. 

Learners write a one-page summary of the conflict and send the summary of the conflict to you.


PSPLEGN301A Comply with legislation in the public sector 

Mentor 

Cho

Section 1 – Identify Legislative Requirements 


Section 2 – Comply with Legislative Requirements 


Section 3 – Report Incidents of Non-compliance 

Section 1 – Identify Legislative Requirements

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	How do I access relevant legislation?

Watch the relevant movie to see how the Australian legislative process works.

Ask Cho about how each Legislative Act is structured. 
	Learners investigate relevant Acts.
	Learners compare each State's Workplace Health and Safety legislation.

Discussion Board: Learners discuss each State’s similarities and differences.

Learners summarise the discussion and send you a copy.
	Learners put together a report for Hamish that will guide him in helping his client. 

Learners assemble a resource file.


Section 2 – Comply with Legislative Requirements
	Mentor Help

-  Research - 
	Reflect
	Collaborate
	Apply

	Ask Cho more about confirming compliance to legislative requirements. 

Learn more about the steps in the review cycle by completing the “review cycle” interactive activity.
	Learners keep a diary of a week’s activities that involve compliance with legislation. 

Learners send you a copy.


	Discussion Board: Learners read a memo from Jennifer and discuss various approaches Jennifer could use to ensure that the impact of change does not lead to non-compliance of legislative requirements.

Learners summarise the discussion and send you a copy.
	Learners create a list of 5 work practices, and the procedures that help them comply with legislation.

Learners send you a copy of the list.


Section 3 – Report Incidents of Non-compliance
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Check your knowledge about seeking advice about breaches of legislation. 
	Learners reflect on the types of communication used in the workplace to carry out tasks related to policy changes or issues of non-compliance. 
	Discussion Board: Learners suggest a course of action for a work colleague, and compare their course of action with those of the other interns.

Learners summarise the discussion and send you a copy.
	Learners draw up a table listing the advantages of corrective and preventative actions. 

Learners send you a copy.




PSPHR401A Provide human resources consultancy services 
Mentor 

Jai

Section 1 – Human resource service delivery 


· What services can be devolved?

· Implement devolved service delivery
Section 2 – Design strategies and plans 

· Analysing support needs

· Needs analysis techniques

· Reporting the analysis findings

· Delivery and promotion
 
Section 3 – Evaluate the service delivery

· Monitoring the delivery of services

· Maintaining the support system

· Evaluation

Section 1 – Human resource service delivery: What services can be devolved?
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Ask Jai which HR services he thinks are suited to devolution.

The difference between operational and strategic functions.
	Learners reflect on what 'devolution' is in the context of HR in their workplace. 

	In the Discussion Board, learners and co-participants develop a list of HR roles that are devolved in the workplace and people (non-HR specialists) who perform these roles. 

Learners send this list to you.
	Learners seek out and interview the HR specialists for their workplace and ask them what the devolved functions for their workplace are and who fulfils these functions. 

Learners report their findings to you.


Section 1 – Human resource service delivery: Implement devolved service delivery
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	An implementation process for the planned delivery of HR services by non-specialists is presented here.

Investigate this case study to see how the Generica Department of Trade and Technology devolved its recruitment and selection functions. 

This interactive diagram outlines the service delivery analysis process in more detail.

Check your knowledge
Human resource services. 
	Learners consider a devolved HR service delivery within their workplace. 
Learners briefly outline the initiative they have chosen and send the outline to you.
	Learners analyse the devolved HR service initiative they have chosen in the reflection task, and identify an opportunity to assist in its implementation. 
Learners gain their manager’s agreement to develop an implementation plan.
	Task 1 - Learners think about their workplace and the HR services that might be devolved but are still serviced by HR specialists. Learners choose one and, together with their supervisor/manager, develop a communication strategy.  

Learners send their communication plan to you.

Task 2 - Learners develop an implementation plan.


Section 2 – Design strategies and plans: Analysing support needs


	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	You can identify the gap for an individual, a group or even an entire department, and prepare a plan to address these gaps through a range of training or non-training solutions.

Structure of a needs analysis is presented.
View this interactive checklist of methods and considerations when analysing support needs.
	Learners think about the range of techniques available to support the devolution of its recruitment and selection process. 
	In the Discussion Board, together with co-participants, learners develop a list of suitable techniques for the devolution of the Generica recruitment and selection process that will ensure non-specific staff are able to deliver this service.

Learners send you the list.


	-




Section 2 – Design strategies and plans: Needs analysis techniques


	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Different needs analysis techniques are shown in this table.
	Learners reflect on what advice they would give Robert regarding analysis techniques he could use for conducting a regular and ongoing support needs analysis for operational managers who are new to his department. 
	With co-participants in the Discussion Board, learners write a memo to Robert advising of analysis techniques.


	Learners decide whether Robert’s plan is valid, and what support techniques might be used to follow up this analysis.

Learners send you their response.


Section 2 – Design strategies and plans: Reporting the analysis findings


	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	General reading
	Learners think about the devolved service delivery initiative they identified previously.

Learners consider how they might plan and conduct a needs analysis.
	With a small group of co-workers, learners plan and conduct a needs analysis that determines the advice, training and support requirements of the non-specialist HR personnel involved in a service delivery initiative. 

Learners present the results in a report format.
	-


Section 2 – Design strategies and plans: Delivering and promoting the support system


	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Pre-implementation support typically involves training and consultation. 

Implementation and post-implementation support can take many forms in response to issues as they become apparent
	Learners consider the ways in which they might promote the support options that are available to staff who are delivering devolved services.

Learners make a list of promotion techniques.
	Learners ask their supervisor or manager to help them with an application task for this section.
	Together with their supervisors, learners develop a plan to promote the initiative that they are developing.

When they have developed the promotion plan, learners send it to you.


Section 3 – Design strategies and plans: Monitoring the delivery of services


	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	The following matrix can be useful for performance diagnosis when devolved service delivery is unsatisfactory.

Investigate the different types of action your problem-solving strategy may consist of.

Match the following scenarios within the performance diagnosis matrix, and find solutions for each.
	Learners consider an issue that has arisen in their workplace, the action that was taken to remedy the problem, and the kind of action it was.
	Learners consider what measures might be put in place to prevent an incident concerning Hollie, Robert and George.

In the Discussion Board learners draw up a list of actions to take following this incident.
	Learners draw up a list of possible issues and identify any preventive and contingency actions that they will put in place to minimise or negate their impact.

Learners send this to you.


Section 3 – Design strategies and plans: Maintaining the support system


	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	General reading
	Learners think about their State legislation and departmental policies. 


	Learners ask their HR Department for assistance, and list the state acts and regulations that govern HR in their state.

Learners send the list to you.
	With respect to the proposed service delivery initiative they have been working on in this unit, learners attempt to answer some questions. 




Section 3 – Design strategies and plans: Evaluation


	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	What should be evaluated?

There are many evaluation methods to choose from that are appropriate to the aspect of service delivery being evaluated.

This interactive diagram will take you through the steps involved in writing your evaluation report.

Ask Jai for more information about taking action.
	Learners consider a project that they have had to evaluate in the past. 


	Together with their manager or supervisor, learners draw up a plan to evaluate the service delivery initiative they have identified, and learners then answer some questions.
	Learners evaluate the workplace project they have been working on in this unit and prepare a report.

Or

If the project they have been working on has not been implemented, learners obtain a copy of an existing evaluation which has been completed for a devolved HR service. Learners prepare a summary report of the evaluation.


PSPHR501A Co-ordinate career development strategies & plans 

Mentor 

Jai 
Section 1 – Identify needs and requirements

· Identify needs and requirements

· Formulate and prioritise needs
Section 2 – Design strategies and plans 

· Good practice models and theories
· Career development strategies

· Cater for different career stages

· Respond to diverse needs

· Promoting and supporting strategies

Section 3 – Co-ordinate implementation
· Facilitating implementation

· Implementing career development plans

· Monitoring career development plans

· Evaluating career development plans
 

Section 1 – Identify needs and requirements: Identify needs and requirements

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	It is important to identify an organisation's competence requirements as well as consider the present and future career development needs of individuals and specific occupational groups.

Ask Jai what your role, as a supervisor, is in ensuring this happens.

Learners are given the opportunity to research competency standards topic further.
	Learners reflect on their work team in Generica, and ask themselves a set of questions. 

Learners consider their own job and the skills and knowledge they need to be able to do their job well.
	Learners choose one member of their Generica team and analyse their job description and list the work they do that requires industry skills as well as public service competencies to do their job well. 

Learners go to the NTIS site, click 'Career Information' and then the appropriate field of work. Learners identify four elements of competency that the member of their team would need to do their job well. 

Learners compare their list with others in the Discussion Board.
	For their own job, learners  make a list of the national competencies other than those they are completing in this course that they need to do their job well.

Learners list them in a table, and mark those they have and those they need to develop, and send the table to you. 




Section 1 – Identify needs and requirements: Formulate and prioritise needs

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Ask Jai for advice on formulating career development needs for your area.

Self-assessment: Read through this checklist of values that may affect your career decisions.
	Learners think about their workplace, and the career development or succession planning strategies that will be needed in the near future. Learners reflect on questions regarding this. 
	George has sent learners a memo regarding his future plans and aspirations. Learners find the memo in his personal correspondence, and answer a series of questions.  

Learners share their ideas with others in the Discussion Board.
	Learners form a small group in their workplace, and together make a list of the employee competencies that will ensure that the unit has the capability to support the agency's or department's objectives. 

Learners make a list of career development needs that they see in their unit and discuss the list with their supervisor. With their supervisor’s help, learners prioritise the list according to the department's or agency's objectives and their unit priorities.


Section 2 – Design strategies and plans: Good practice models and theories

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	View this interactive diagram to find out more about good practice models and theories.
	Learners reflect on what a career is and compare and contrast two theories of career development or career choice. 


	Learners discuss the readings they have found by using the web links and print resources. 

Learners discuss their implications for public sector career development with their co-participants, and summarise the discussion for you. 
	From their discussions, reading and research, learners formulate a definition of “career development”, and decide which approach is most useful in helping individuals in their workplace negotiate a career journey through the public sector. 


Section 2 – Design strategies and plans: Career development strategies
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	This list indicates what a strategy may include.
	Learners read and consider the NSW Correctional Services Case Study. 


	(1) In the Discussion Board, learners compare the NSW Correctional Services' approach to career development with theirs and other participants' organisations. 

Learners summarise the discussion for you.

(2) Learners make an appointment to speak with their Human Resources manager. Learners investigate how the HR Unit contributes to career development strategies for their unit and department or agency and list the key services that HR provides for career development.
	From the prior research and discussion, learners draw up a list of strategies that they have found in place in their department or agency that integrate key human resource functions, supervisory functions and other areas.

Learners take two job functions in their workplace (one may be their own) and state how they might implement these strategies in their own workplace.




 Section 2 – Design strategies and plans: Cater for different career stages
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	It is generally held that there are three ‘career stages’ that people move through sequentially in clarifying and implementing their career goals. 

These processes are shown in this diagram.

Career development can be enhanced by using a five-stage approach (Gilley, J. W. (April 1988). This approach is explained in the following diagram.
	Learners think about their Generica team, read through the office vibes and their CVs, and create a table listing the career stage they believe the team members might be at and some of the strategies that could be applied for their career development.


	Learners compare their list of Generica team career stages from the reflection task with those of their co-participants in the Discussion Board. 

Together learners decide on one list that reflects all team members and their career stages, justifying their choice of stage for each one. Learners send this to you.
	Learners carry out the previous exercise in their workplace.

Learners consider key questions and write a page or two in answer, referring to the reading and reflections they have done. 

Learners email the exercise and their report to their supervisor. 



 Section 2 – Design strategies and plans: Respond to diverse needs

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	What do supervisors and managers need to do in order to prepare for career planning discussions? 

	Learners consider recruitment/career development experiences, for example, job interviews, that they have experienced in their department or agency.


	Learners compare their government's policies with those of other people in the Discussion Board. 

Learners summarise the discussion for you.
	Learners go to the Government Offices and find out who needs assistance with career planning. Learners consider what steps they will take to help the team member, and what issues of equity, diversity and natural justice they will need to deal with.


Section 2 – Design strategies and plans: Promote and support strategies
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Individuals can use this additional set of questions to guide their career development.
	-


	Learners seek out their HR department and find out which of the listed career development strategies are in place for their department or agency.
	Learners create a file. For each career development strategy, place in the file the name of the HR/other contact person; any promotional material; any information packs; any special conditions; a copy of the necessary forms; and any other available information.


Section 3 – Co-ordinate implementation: Facilitating implementation
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	General reading
	Learners reflect on their role as a supervisor and how it relates to career development in their team or unit. Learners reflect on some key points and send you their reflection.


	Learners form a small group in their workplace, and ask the group some key questions.

Learners report on the responses to you.
	From the same small group formed in the collaboration task, learners gain agreement from their manager and one team member to allow them to mentor the team member in a career development planning process. 

Learners consider points relating to values assessment and skills assessment.


Section 3 – Co-ordinate implementation: Implementing career development plans
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	General reading
	Learners think about their own career, and complete a personal career development plan and put it away for future reference. 


	Together with the employee who has agreed to learners mentoring them, learners develop a career plan for that person. 
	Learners take the plan to their manager and HR and ask them to review and critique it in the light of organisational objectives.

Learners send the plan and the critique to you.


 Section 3 – Co-ordinate implementation: Monitoring career development plans
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	General reading
	Learners think about their organisation, and identify the ways in which it monitors career development strategies. 


	Learners compare their organisation with others’ in the Discussion Board and send a summary of the comparison to you.
	Learners set up a monitoring schedule for the career development plan they are creating for their workplace. 

Learners discuss it with their manager and send a copy to you.


Section 3 – Co-ordinate implementation: Evaluating career development plans
	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	There are many evaluation methods to choose from that are appropriate to the aspect of career development being evaluated. 
	Learners consider key points about evaluation. 


	With the same small group that has been helping them in this unit, learners discuss the evaluation of a team career development plan, and draw up an evaluation strategy for the plan. 

Learners take this to their manager and discuss the strategy with him/her. 
	Learners find a career development strategy that has been implemented in their workplace and apply the evaluation strategy that they have developed to it.

Learners send the report to you. 


PSPETHC301A Uphold the values & principles of the public service 
Mentor 

Jacinta

Section 1 – Public and business relationships


Section 2 – Ethical problems


Section 3 – Resolving ethical problems

Section 1 – Public and business relationships

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Ask Jacinta how these ethical standards and values are communicated to external consultants.

Check your knowledge – Match the behaviours listed to each code of ethics.
	Learners consider the relationships that their unit/team enjoys with outside organisations. 


	Learners give examples of how they communicate their departments' ethical values and standards.

Discussion Board: Learners compare their examples with other participants.


	Learners examine Hollie’s job description, and how she would go about establishing and maintaining a professional work relationship with the public, her customers, business contacts and suppliers.

Learners examine the ethics surrounding the opportunity for George to gain frequent flyer points from work-related travel. 

Learners email you the answers to these questions.


Section 2 – Ethical problems

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	How can ethical problems be resolved or avoided? 

Check your knowledge – Decide whether these behaviours are ethical or unethical. 


	Learners read the Code of Conduct for their state or territory, and think of examples of conduct that could occur in their area that would seriously breach the code.
	Learners discuss possible team breaches of the Code of Conduct with others in the Discussion Board. 
	Learners draw up a table listing five examples of breaches of the Code of Conduct, and describe the consequences of such behaviour on the individual person breaching the code and on the agency/department for whom they work. 


Section 3 – Resolving ethical problems

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	How can ethical problems be resolved or avoided?

Find your government's legislation that ensures the accountability of public servants for the proper use of public resources and power.
	Learners consider the following statement:

Ethical behaviour is not just a matter of following the letter of the law, or sticking to rules and regulations. We should also act within the spirit of the law.

	Learners discuss their interpretation of the statement with others in the Discussion Board. 

Learners summarise the group’s interpretation and email it to you.

Learners also debate the following topic in the Discussion Board:


It is not possible to have rules to cover every situation in which I am required to make a decision at work.
	Learners think about how to help Phuong deal with a problem regarding personal information.


PSPPOL1401A Support policy implementation 
Mentor 

Jacinta


Section 1 – Identify relevant policy 

· What is policy?

· The role of the public sector in policy


Section 2 – Implementing policy 

· Implementing policy

· Planning policy implementation

· Influences on policy

 Section 3 – Monitor and report policy implementation 

· Evaluating implementation

· Gathering information

· Recording and reporting findings
Section 1 – Identify relevant policy: What is policy?

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Ask Jacinta about the names and definitions of the different types of policy. 
	Learners reflect on the development of policy in their State.

 
	Learners find a definition for the word 'policy' as it applies in the public sector.

In groups, learners discuss what they understand policy to be and then develop a one or two sentence non-dictionary definition for policy.

Learners summarise the discussion for you. 
	Learners identify the policies that guide the work carried out by their unit and their organisation, and answer some questions.

Learners email you with their response.




Section 1 – Identify relevant policy: The role of the public sector in policy

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Investigate the case study to learn more about these 7 steps. 
	Learners consider the following statement:

The public sector only does what it does because government policy directs or permits the activity.
Learners reflect on some questions and send you their response.
	Learners work in groups from their workplace to identify a series of policies in their workplace. 

Learners send you the list. 
	Learners identify the areas of policy with which Dino is involved.

Learners find a policy document that applies in their workplace, and answer questions relating to it. 


Section 2 – Implementing policy: Implementing policy

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Go to either the Federal Government website or the Government websites for your state or territory, and research the implementation process that is identified for policy change and implementation. You will find a list of these websites on Jacinta's computer.
	Learners identify which policies they would need to identify, access and understand in the role of supervisor of a team that is involved in introducing a procurement strategy across the Generica government.


	Learners compare the list of policies from the previous reflection task with others in the Discussion Board.
	Learners choose two operational and two strategic policies that have a whole-of-government scope and guide the work they do in their unit.

Learners draw up a table, noting several characteristics about the policy.


Section 2 – Implementing policy: Planning policy implementation

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Once you know who the stakeholders are you need to ask further questions.

View the interactive diagram for an example of how mind mapping techniques are applied. 


	-
	Learners form small groups with co-workers, and consider the Occupational Health and Safety policy for their organisation. Learners list all the internal and external stakeholders.

Learners then research the questions that need to be asked once stakeholders have been identified, and then list the appropriate information which addresses these questions. 

Learners compare their list with that of other participants, using the Discussion Board.
	Learners consider what questions they need to answer as they plan a new policy implementation. 

Learners build a mind map of the issues and factors that must be taken into consideration.




Section 2 – Implementing policy: Influences on policy

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Mentor provides a link to relevant material.
	-
	Learners debate the following topic in the Discussion Board:

That Public Sector staff do not influence policy; they only implement it in the workplace.
Learners refer to the mind map they created previously to complete a policy consultation worksheet. 
	Learners create an implementation plan for the Customer Service Statement. 


Section 3 – Monitor and report policy implementation: Evaluating implementation 

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Ask Jacinta about the steps involved in evaluating policy.

Who is involved in evaluating policy? 


	Learners reflect on the timing of policy evaluation.


	Read through the research materials in my bookshelf regarding the evaluation of implementation and develop an overview of evaluation methods.

In the Discussion Board learners combine their overview of evaluation methods with others to build a single list.
	Learners consider the implementation of the Customer Service Statement in Generica, and plot the skills and resources that may need be available in order to conduct an evaluation of this policy's implementation process. 




Section 3 – Monitor and report policy implementation: Gathering information 

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	Check your knowledge – choose the best methodology for collecting different types of data. 


	Learners reflect on the kinds of processes, methods and instruments that could be used to collect qualitative and quantitative information.


	Learners consider the Customer Services Statement and come up with six questions about the policy implementation that they (or the group) believe should be answered. 
	Learners review their list of questions that they created in the collaboration task and decide on the evaluation methods and information gathering instruments they would use to answer the questions.


Section 3 – Monitor and report policy implementation: Recording and reporting findings 

	Mentor Help

- Research -
	Reflect
	Collaborate
	Apply

	General reading
	Learners research and choose one of the ways in which raw data is recorded, and list the different stakeholders that use it, and how it is used. 
	Learners compare their list of stakeholders they created in the reflection task with others in the Discussion Board.
	Using a policy implemented in their workplaces, learners detail an evaluation strategy that might be used to review the implementation.
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