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Quote: “You don’t need to reinvent the wheel when it comes to training design.  Most of the hard work has already been done for you” @CordinerSarah

Use what’s already freely available to help you create quality learning experiences
We’ve all heard of the old saying ‘don’t reinvent the wheel’, yet many educators and course designers still put themselves under the pressure of tackling their curriculum design stage with a completely blank page, when they could be tapping into an abundance of freely available resources to inform and enhance their own unique training design.
This article is about how to make the most of what’s already been done for us and is readily available in the accredited training frameworks to support high quality curriculum design.

Many organisations think that accredited training is the only way.  It isn’t, and it’s not ALWAYS the best option for your specific needs, either.  Whist accredited systems are extremely thorough and very carefully constructed by industry professionals, the curriculum can be restrictive and limited to more generic outcomes.  Therefore, if you identify training needs that don’t require an accredited outcome, you can use the rigid accredited framework as a baseline to then design a unique and high quality learning experience of your own.
If there is not a requirement for your training to have an accredited outcome, you can not only massively reduce your costs but also significantly increase the learning impact and organisational outcomes by utilising the pre-made packages of publicly listed accredited training outlines.
These packages provide highly detailed delivery and assessment criteria, performance criteria, learning outcomes, employability skills, required evidence for assessment, required skills, required knowledge, details regarding variables in delivery and assessment and much more.
Here are some screen shots of a unit of competency on communication skills:
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As you can see, these guidelines are extremely comprehensive and having been formulated by industry skills councils, industry organisations and numerous educational stakeholders and approved by the regulatory bodies; you can be confident that the basic standard industry practices have been included.  Instead of starting from scratch, you can access these guidelines and use them as your starting benchmark, source of inspiration or template, to design and develop your own tailored, contextualised and specialised non-accredited training; saving the overwhelm of starting with nothing, and providing you with the certainty that your program meets the national average expectations.
You can use them as a guide for developing your own internal (non-accredited) training programs or defining what you would like a training developer to create for you - but with the freedom to completely adapt, change, add to and alter the learning outcomes and performance criteria to meet your own organisational preferences.  You would not be able to do this under an accredited delivery, but when the training is non-accredited, you are not limited to or restricted by the many compliance requirements that must be adhered to under the accredited system.
It also means that a huge part of the work has been done for you, saving you, your training development team or training development consultants a huge amount of work (and therefore expense) as you can clearly define what you want by using the publicly listed curricula as your starting ‘template’.
You must note however, that you may not under any circumstance state or insinuate that the training you have designed - however closely it matches the accredited framework - is/or will provide the learners with an accredited outcome unless you are a legally registered RTO with that training approved on your scope by the regulatory body. Claiming to deliver accredited training outside of being an approved RTO (or legal partner of one) is against regulation and considered fraudulent and will definitely wind you up in big legal trouble.
So where can you get your hands on this awesome stuff?  It depends on the country you are in, but in Australia we have a training register known in the Aussie training industry as the ‘TGA website’: www.training.gov.au.  This site lists all Australian Registered Training Organisations, all outlines of Nationally Recognised Training (NRT) and which RTOs are approved to deliver what NRT.
How To Find Training Outlines on TGA
You can use the site to search for full qualifications (which comprise of numerous ‘units of competency’), units of competency (which many may understand better by some if the term ‘module’ was used), skill sets and accredited courses.
Go to the tab ‘search for nationally recognised training’ and then, use keywords in the search function related to the topic you plan to create training in.  The search will enable you to find a huge array of the many accredited training outcomes available from recognised training organisations in Australia.  The really great bit is when you click on each result, it will take you into the in-depth learning outcomes, known as the ‘training package’ which includes performance criteria, elements, required skills and required knowledge—all of which can be used as an inspirational guide or template from which you can base your own adapted (non-accredited) version.

Why reinvent the wheel completely when there are so many valuable resources that were specifically made to guide the delivery and assessment of quality training that can act as your starting point for designing your own unique program?

This article is an extract from Sarah’s eBook ‘Maximising Staff Training on a Minimum Budget’, which also comes with a free online workshop recording which you can watch for free HERE.

If you found this article useful, please do feel free to share it with your friends and colleagues.
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Not applicable.

Unit Descriptor

Unit descriptor

[This unit describes the performance outcomes, skills and knowledge required to select and use
communication strategies appropriate to a defined job role.

|A range of legislation, rules, regulations and codes of practice may apply to this unit at the time of
endorsement, depending on job roles and jurisdictions.

Application of the Unit

|Application of the u

[This unit applies to individuals who use a range of communication strategies in carrying out their work.

Not applicable.

Pre-Requisites

Licensing/Regulatory Information

Prerequisite units

Employability Skills Information

Employability skills

[This unit contains employability skils.

Elements and Performance Criteria Pre-Content

unit of competency.

Elements describe the essential outcomes of a

Performance criteria describe the performance needed to demonstrate achievement of the element. Where
bold italicised text is used, further information is detailed in the required skills and knowledge section and
/the range statement. Assessment of performance is to be consistent with the evidence guide.

Elements and Performance Criteria

ELEMENT

PERFORMANCE CRITERIA

1. Receive enquiry

1.1. Establish nature of enquiry

1.2. Ensure interactions with person making enquiry are in accordance with organisation’s
|standards and procedures and meet the person’'s needs and expectations

1.3. Clearly outline legal and other limits of own responsibility to person making the enquiry
1.4. Record person’s details and issues

communication techniques

2. 1dentify and apply appropriate

2.1. Use communication strategies that reflect organisational standards and procedures
2.2. Use effective communication techniques during the enquiry
2.3. Ensure confidentiality of the enquiry is respected

3. Determine action to be taken

3.1. Identify personal limitations in taking action and seek appropriate assistance from designated
lindividuals

Training component detai
‘The following details are displayed for
each different NRT:

Training packages
- Training package details
- Training package components

Qualifications
- Qualification details
- Qualification components

Accredited courses
- Accredited course details

Modules
- Module details

Units of competency
- Units of competency details
- Unit components

Skill sets
- Skill set details
- Skill set components

Click on the Export link to export the.
NRT information to MS Word or PDF.

Click on the Manage notification link
to create or change a notification for this
NRT.

When selecting the Display history
check box a set of tables will appear
displaying a log of historical values
describing what has changed and when
over time.

If you have access to make changes to
an NRT, dlick on the Edit link on the
upper right hand side of the summary
box.
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Elements and Performance Criteria

ELEMENT

PERFORMANCE CRITERIA

1. Receive enquiry

1.1. Establish nature of enquiry

1.2. Ensure interactions with person making enquiry are in accordance with organisation’s
|standards and procedures and meet the person’'s needs and expectations

1.3. Clearly outline legal and other limits of own responsibility to person making the enquiry
1.4. Record person’s details and issues

2. 1dentify and apply appropriate
communication techniques

2.1. Use communication strategies that reflect organisational standards and procedures
2.2. Use effective communication techniques during the enquiry
2.3. Ensure confidentiality of the enquiry is respected

3. Determine action to be taken

3.1. Identify personal limitations in taking action and seek appropriate assistance from designated
lindividuals

3.2. Respond in an appropriate manner
3.3. Involve other parties  in action if appropriate
3.4. Manage expectations of person making enquiry

4. Review outcomes of communication

|4.1. Follow up with person making enquiry to ensure action was effected
|4.2. Seek feedback about the communication strategies
|4.3. Undertake appropriate record keeping and reporting

Required Skills and Knowledge

REQUIRED SKILLS AND KNOWLEDGE

[This section describes the skills and knowledge required for this unit.

Required skills

= communication skills to:

= listen to and interpret enquiries

= provide clear and specific information
= computer skills to:

= keep records
= provide reports in required format

= research skils to:

= interpersonal skills to:

= access information from a range of online sources

| literacy skills to document and record details of enquiries

= locate necessary information from internal and external sources
= identify and evaluate status of information sought

= handle and tactfully screen enquiries of a sensitive nature
= interact with a range of culturally and linguistically diverse dlients
|- problem-solving skills to assess enquiries and to allocate them to appropriate sources for further information

Training component detai
‘The following details are displayed for
each different NRT:

Training packages
- Training package details
- Training package components

Qualifications
- Qualification details
- Qualification components

Accredited courses
- Accredited course details

Modules
- Module details

Units of competency
- Units of competency details
- Unit components

Skill sets
- Skill set details
- Skill set components

Click on the Export link to export the.
NRT information to MS Word or PDF.

Click on the Manage notification link
to create or change a notification for this
NRT.

When selecting the Display history
check box a set of tables will appear
displaying a log of historical values
describing what has changed and when
over time.

If you have access to make changes to
an NRT, dlick on the Edit link on the
upper right hand side of the summary
box.
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Evidence Guide

EVIDENCE GUIDE

[ The Evidence Guide provides advice on assessment and must be read in conjunction with the performance criteria, required skills and knowledge, range
statement and the Assessment Guidelines for the Training Package.

Overview of assessment

ical aspects for assessment and
|evidence required to demonstrate
|competency in this unit

[Evidence of the ability to:

= conduct work according to accepted codes of conduct

= convey appropriate options to person making enquiry according to organisation’s policies and procedures

| exercise judgement and tact in decisions as to when enquiries should be transferred to a more experienced
person

|- select appropriate communication techniques with regard to culturally and linguistically diverse diients.

Context of and specific resources for

lassessment

|Assessment must ensure access to:

| an actual workplace or simulated environment

| workplace manuals and reference materials, such as company policies, procedural manuals, checklists and
sample forms

= appropriate technology, such as computers with relevant software and communication mediums

= appropriate resources and people with expert knowledge of communication techniques appropriate to the
specific workplace.

Method of assessment

|A range of assessment methods should be used to assess practical skills and knowledge. The following
examples are appropriate for this unit:

= analysis of responses to case studies and scenarios

= demonstration of communication techniques

| direct questioning combined with review of portfolios of evidence and third-party workplace reports of on-
the-job performance by the candidate

= observation of performance in role plays

= review of documentation recording details of person making enquiry, and issues

| evaluation of needs and expectations of person making enquiry and discussion of appropriate responses

| oral or written questioning to assess knowledge of scope ofown responsibilities and obligations to refer
matters outside of area of responsibility.

Guidance information for assessment

Holistic assessment with other units relevant to the industry sector, workplace and job role is recommended,
for example:

|- BSBRES404A Research legal information using primary sources.

Range Statement

RANGE STATEMENT

included.

[ The range statement relates to the unit of competency as a whole. It allows for different work environments and situations that may affect performance.
Bold italicised wording, if used in the performance criteria, is detailed below. Essential operating conditions that may be present with training and
assessment (depending on the work situation, needs of the candidate, accessibility of the item, and local industry and regional contexts) may also be

Training component detai
‘The following details are displayed for
each different NRT

Training packages
- Training package details
- Training package components

Qualifications
- Qualification details
- Qualification components

Accredited courses
- Accredited course details

Modules
- Module details

Units of competency
- Units of competency details
- Unit components

Skill sets
- Skill set details
- Skill set components

Click on the Export link to export the.
NRT information to MS Word or PDF.

Click on the Manage notification link
to create or change a notification for this
NRT.

When selecting the Display history
check box a set of tables will appear
displaying a log of historical values
describing what has changed and when
over time.

If you have access to make changes to
an NRT, dlick on the Edit link on the
upper right hand side of the summary
box.





