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Assessment Cover Sheet  
TAE40116 Certificate IV in Training and Assessment  

  

Units covered: 

TAEDEL401 – Plan, organise and deliver group-based learning 

TAEDEL402 – Plan, organise and facilitate learning in the workplace  

BSBCMM411 – Make presentations 

Instructions to Candidate: 

o Complete the following information and sign below in the declaration area. There are further 
instructions for each task. 

Mandatory Candidate Information – please complete 

Name of Candidate:  

 

Email: 

 

(Note: the name you use above will be the name that appears on your Statement of Attainment or qualification parchment) 

Address 

 

Hm Phone:  

Mobile:   

Company name: 

 

Qualification enrolled in: 

TAE40116 Certificate IV in Training and Assessment 

Date Submitted:     

Confidentiality 

Your assessment and result will form the basis of your student record at SpecTraining Pty Ltd. We are committed to protecting 
your privacy. The information provided is not disclosed to third parties, with the exception of your employer on request (if your 
employer is financing your program) and service and benefit providers (such as your program leader) acting in confidence on 
your behalf. If you would like SpecTraining to release your assessment results to another party on your behalf, such as another 
educational provider, we must receive your consent in writing. 

Declaration of original authorship 

I declare that this assessment evidence is my own work and contains no material written by another person except where due 
reference is made. I am aware that a false declaration may lead to the withdrawal of a Statement of Attainment or Qualification. 

 

Signature: 

 

Date:  
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SpecTraining Internal Use Only - Assessor to complete 

Units of Competency being assessed: 

TAEDEL401 – Plan, organise and deliver group-based learning 

TAEDEL402 - Plan, organise and facilitate learning in the workplace 

BSBCMM411 – Make presentations 

Overall feedback to Candidate: 

1. Knowledge questions:

2. Practical tasks and projects:

Assessment Results – SpecTraining Use Only 

1. Knowledge Questions Sufficient Not Yet Sufficient 

2. Practical tasks and Projects Sufficient Not Yet Sufficient 

Attempt 1. 
Not Yet Competent - 

Resubmit   

Attempt 2. 
Not Yet Competent - 

Resubmit  

Overall Result Achieved Competent Not Yet Competent 

Assessor’s Name  

Assessor’s Signature 

Date: 
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Candidate Assessment 

Delivery Cluster 

Assessment Details 
Version details are to be updated on inclusion of recommended changes/amendments, in line with our 
document control procedures. Reviews must include associated assessor’s marking guides. 

This Assessment 
Version: 

4.0 Date Developed: 19 Dec 2018 

Reviewed: 10 March 2020 Next Review Due: 20 Nov 2020 

Reviewed: 27 Dec 2020 Next Review Due: 20 Dec 2021 

Benchmarks for assessment 

The assessments are conducted using the following benchmarks: 
• Units of Competency –

TAEDEL401 – Plan, organise and deliver group-based learning

TAEDEL402 - Plan, organise and facilitate learning in the workplace

BSBCMM411 – Make presentations

• Training Delivery Cluster Assessor’s Guide v 4.0 Dec 2020

Additional benchmarks that may apply, in relation to corporate clients: 
• Relevant organisational procedures and/or standards
• Applicable industry regulations and/or codes
• Legislative requirements relating to WHS, industry or product/service

Assessment overview 
This assessment consists of TWO parts. You must successfully complete all parts to be assessed as 
competent in this unit.  

Part 1 consists of a knowledge assessment based on the knowledge evidence required for competence 
in these three units of competency. 

Part 2 consists of workplace projects broken down into 5 items, requiring you to gather evidence in 
your workplace over time, and includes observations in your workplace or simulated environment. 

Resources 

This assessment is completed your workplace, and you will therefore have access to all tools and 
equipment generally and usually available to perform your tasks. To undertake this assessment, 
candidates will need access to the following: 

In general, you will need access to: 

A computer with Microsoft® Word & Internet access 
Workplace policies and procedures 

Where copies of assessments or other student work is presented in evidence, be conscientious of the 
applicable Privacy Act and organisational policies.  

Collaboration 

Many of the assessment items in this tool require that you discuss, interact and engage with members 
of your workplace. While you are encouraged to collaborate and work with your workplace colleagues 
in your preparation for the presentation, you are to ensure that the answers you provide in this 
assessment are the result of your own work and efforts. You must remember to sign the declaration of 
original authorship on the cover page prior to submission. If this is not signed, your assessment will be 
returned to you unassessed. 
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Workplace Health and Safety 

No specific WHS implications arise from this assessment beyond those currently in your workplace. We 
promote a positive WHS culture amongst our students, and as such, we remind you to ensure you 
have a current risk assessment for your training and assessing environment(s), that you and your 
participants always wear appropriate PPE for the task, and you and your learners are familiar with the 
any WHS considerations of their assessment, including (but not limited to), emergency responses, 
including evacuation procedures.  

Assessors are reminded that in the event in the event of the candidate’s actions causing an unsafe 
(hazardous) condition, that the assessment is to be immediately halted and to address the hazard. It is 
then at the assessor’s discretion, whether the hazard has been addressed/controlled, to continue or 
discontinue the assessment. 

Reasonable adjustment 

In the event that you have difficulty understanding or completing the assessment tasks, your assessor 
will attempt to make reasonable adjustments to the assessment format in order to afford you every 
opportunity to achieve competency. You may discuss this prior to, or at any time during, this 
assessment. 

Appeals 

Should you be unhappy about the assessment result or feel that you were not treated in an 
appropriate manner during any part of the assessment process, you may appeal the decision. More 
information on how to progress an appeal is available on the SpecTraining website, or directly from 
SpecTraining by phone. 
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Completing this assessment 

General 

This assessment is work-based and self-paced. While your Facilitator/Assessor will be in regular contact with 
you, you will need to take responsibility for your own learning and actively seek out answers and evidence 
required in this assessment. 

At the Certificate IV level of qualification, a candidate is expected to provide thoughtful, in-depth answers to 
written questions. The expectation of your assessors is that they will be approximately one paragraph (2-4 
sentences) in length, depending upon the question.  

Part 1 Knowledge Test 

Please read each question carefully answer the questions thoroughly by providing full explanations and 
workplace examples where relevant. Note that the key action words are italicised for emphasis. General 
information to answer the underpinning knowledge questions may be found in other chapters of this book or 
in the further readings online. You will have research some of your answers using internet access to view 
applicable government websites. 

Note that the space provided does not indicate the volume or size of answer expected and can be 
expanded/reduced by the candidate. 

Part 2 Workplace Projects 

The workplace project requires that you gather evidence of your facilitation practice and professionalism. 
While you will have access to your Facilitator/Assessor for guidance at all times, you are expected to manage 
your own time and resources to gather a large portion of the required evidence.  The Facilitator/Assessor will 
undertake several workplace visits with you and, at times, act as your assessor to observe your progress. 
They may also be able to assist in arranging alternative assessment options, such as simulated environments, 
for you to demonstrate the required skills and knowledge, should the need arise.  

When all parts of this assessment are complete, submit this file with your completed cover sheet and 
feedback sheet to your Facilitator/Assessor via email or upload as per your assessor’s instructions. 

Assessor intervention 

The assessor will only intervene if there is, or if it appears there may be, a potential risk or hazard in the 
session deliveries of the candidate. The assessor may also prompt you if at any time should they feel it 
appropriate to do so. 
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PART 1 
Knowledge Questions 
Please read each question carefully answer the questions thoroughly by providing full explanations and 
workplace examples where relevant. 

1. List and briefly describe five of the principles of adult learning.

Principles Description 

2. List the documents that an RTO requires to support a learning program

https://www.spectraining.edu.au/what-are-adult-learning-principles
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3. What can you do to find out about the learning styles and needs of your participants? 
 

 

 
4. Give an example of how you could ensure an inclusive learning environment. 

 
 

 
5. List and briefly describe three current learning theories that apply to vocational education 

 

Theory Description 
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6. What is the purpose of a session plan and what information would you find in it?

7. What are five examples of ‘training materials’ or ‘training aids’ that can be used to support learner
understanding and describe when you would use each one?

Training Material / Aid Description 
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8. What is the difference between verbal and non-verbal communication? Provide an example of each.

Verbal communication is… For example: 

Non-Verbal communication is… For example: 

9. Consider the benefits of monitoring your participants’ verbal and non-verbal communication.
a. For each of the underlying issues, describe what verbal and non-verbal indicators could be

present?

Issue Possible verbal cues Possible non-verbal cues 

Student is 
overwhelmed with the 
learning content 

Student doesn’t agree 
with what is being 
taught 

Student doesn’t 
understand what is 
being taught 

b. Briefly explain why this information would be important to you as a trainer.
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c. How would you address each of these?

Student is 
overwhelmed with the 
learning content 

Student doesn’t agree 
with what is being 
taught 

Student doesn’t 
understand what is 
being taught 

10. List 5 sources of WHS information you can access to determine any hazards in the training
environment?

1 

2 

3 

4 

5 

11. List the legislation, regulations, codes and procedures that apply to any trainer delivering group
training.

Legislation / 
Regulations 
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Organisational 
Procedures and 
Codes of 
Practice 

12. What constitutes unacceptable behaviour in the learning environment? Give an example and a
technique you may use to address it.

Example: 

Technique: 

13. List and briefly describe four methods of delivery appropriate to a face-to-face group learning session
(this includes virtual delivery).

Methods of Delivery Description 
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14. Individual learning styles vary depending on the context of the learning. For each of the following
contexts, what learning style (visual, auditory, kinaesthetic, read/write) would typically apply, and how
would you ensure that you address each style?

Context Style Teaching activity you would use 

Commercial 

cookery class 

Economics & 

finance Class 

Music class 

Graphic design 

class 

15. Summarise a Registered Training Organisation’s requirements for maintaining students records
according to The Standards for RTOs (2015) and ASQA.

https://www.asqa.gov.au/resources/general-directions/retention-requirements-completed-student-assessment-items
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16. Explain why a Registered Training Organisation needs to maintain accurate records and provide
reports to various government and non-government agencies

17. List and briefly describe three evaluation or revision techniques you could use to improve your session
plans, and presentations.

Evaluation / Revision 

technique 
Description 

18. Undertake the VARK learning style questionnaire at http://vark-learn.com/the-vark-questionnaire/
a) What is your ‘learning preference’? Briefly describe what this means
b) How could using this tool to assist in planning your training?

What is your ‘learning preference’? Briefly describe what this means 

http://vark-learn.com/the-vark-questionnaire/
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How could using this tool to assist in planning your training? 

19. When providing workplace training, why it is important to understand the following WHS
requirements of the learner, their workplace and their job role:

Industry, job and workplace 
risks 

Hazard and incident 
reporting requirements 

Safely performing task-
specific procedures 

Safe use and maintenance 
of equipment and PPE 

Emergency procedures 

Sources of WHS information 

20. Describe two common methods for identifying the training needs of workers in a workplace. These
may be formal or informal.
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21. Workplace training requires the support of the learner’s supervisor. Briefly describe why it is
important to monitor the supervisory arrangement of your learner when they are in their workplace.

22. Provide an example of a contractual arrangement that may impact upon work-based learning. You
could consider situations such as traineeships, apprenticeships, workplace access and so on.

23. When developing a program of work-based learning, why is it necessary to analyse the following:

a. normal work
practices

b. specific work
activities

c. the workplace
environment
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24. List and describe four principles of effective communication. (follow the link)

Principles Description 

25. Why is it important to summarise key concepts and ideas at different points throughout a
presentation?

https://www.spectraining.edu.au/effective-communications
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FOR USE BY SPECTRAINING ASSESSOR ONLY 

Reasonable adjustment 

Was an adjustment required/applied in this 
assessment? 

      NO        YES (Provide details below) 

Details of any reasonable adjustments 
 
 
 
 

Assessment decision 1. The student completed all required parts of this assessment and has been assessed as: 

         SUFFICIENT  NOT SUFFICIENT 

Assessor 
Name:  

Assessor 
Signature: 

 
Date: 

Feedback to student 
 
 
 
 
 
 

Candidate 
Name: 

Candidate 
Signature: Date:        

 
This completes PART 1 of this assessment 
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PART 2
TAEDEL401 Workplace Project 

“This project follows on from the learning program outcomes of your projects for TAEDEL401” 

Item Evidence required How you may achieve this 

1 Preparing and delivering at least three 
training sessions of a minimum of 40 
minutes each and to groups of at least 8 
individuals, two of which are 
consecutive and follow a learning 
program design.  

This project is designed to assess the skills and application of knowledge you’ve developed in preparing for and delivering group-
based learning. To achieve competence, you are required to prepare and deliver Three x 40-minute sessions in accordance with 
Two learning programs you have developed, to groups of at least 8 learners. Two of the sessions must be consecutive – meaning 
the subject matter is from one learning program and follows on from one session to the next.  You must also include evidence of 
how you addressed the characteristics and needs of at least one of the groups. This may be achieved through identifying needs and 
including strategies to address them in the session plan you develop for this group. 

The entire task of preparing for and delivering three sessions may take several days, depending on a  range of factors, and your 
assessor may not be able to observe the entire process each time. Video evidence and third-party observation may therefore be 
required. There is no time limit on this assessment other than your applicable workplace requirement for completing the work, 
unless advised by your assessor. You may read through the attached Assessor Observation sheets prior to undertaking the 
assessment for a better understanding of the process and what the assessor will be looking for. Once the assessment has begun, 
while you are free to talk with your assessor, you may not ask for guidance directly relating to the process you are undertak ing. 

At the end of the observation, provide your assessor with: 

Three completed session plans, outlining the group, timings, location, session title, plan of session (including resources 
required) and any adjustments made to suit the needs of the group (incl. contextualisation, etc) 

Attendance records for all three sessions. The attendance sheet must include the names and signatures of AT LEAST 8 
participants and must also include your signature as facilitator or co-facilitator for the session 

Hazard identification and Risk assessment for each training delivery (x3) 

Course feedback sheets completed by attendees for each training delivery (number will vary based on # of participants) 

A copy of the two learning programs for which the sessions apply – one must be based on an accredited competency standard 
(you may just refer to the learning programs you created for your TAEDES402 project) 

Other evidence may be required by your assessor, such as Third-Party Reports, or RTO records of facilitator allocation, if 
applying for RPL for this unit 
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2 Observation of your performance Observation by the SpecTraining assessor during your contact days with SpecTraining.  If you work in a training organisation,  a 
qualified Third Party may be able to complete the observation checklist “TAEDEL401 Assessor Observation” below. All efforts will be 
made available for the candidate to present their deliveries to a SpecTraining assessor. If required, Third Parties must meet the 
basic criteria of a TAE40116 or higher, and be in a supervisory position. Third Parties must be approved by SpecTraining. 

TAEDEL402 Workplace Project 

“This project follows on from the learning program outcomes of your projects for TAEDEL402” 

Item Evidence required How you may achieve this 

3 Preparing at least two work-based 
learning pathways, that demonstrate; 
the identification of learning needs; 
analysis of work practices, the work 
environment and work activities; and 
organising and allocating work to reflect 
learning needs and provides learning 
opportunities.  

This project is designed to assess the skills and application of knowledge you’ve developed in preparing for and facilitating  work-
based learning over the duration of this course. To achieve competence in this unit, you are required to prepare for and deliver AT 
LEAST two learning pathways for at least two different learners.  

You must also include evidence of how the learner’s needs were identified, and that you analysed both the work practices and 
activities, and the workplace. You must also demonstrate, through sequencing and inclusion of work allocation/organisation, how 
you have aligned these work activities with the learning needs of each individual and workplace work processes. This can be 
recorded in the pathway documentation. 

To complete the entire task of preparing the learning pathways may take several days or even weeks, depending on a range of 
factors, and your assessor may not be able to observe the entire process (of your preparation) each time. Your assessor will observe 
you undertaking the steps to completing this process and may need to do so on several occasions to complete the minimum 2 
observations.  

At the end of the observation, you prepare and provide your assessor with: 

Two completed learning pathways documentation for two different individuals that include evidence of needs identification, 
workplace analysis and considered work sequencing as identified above. 

4 Facilitating work-based learning of two 
individuals.  

Once you have prepared the learning pathways, you must demonstrate your abilities by conducting the learning facilitation 
relationship with at least two individuals. To complete this task sufficiently, you must demonstrate good communication skills, 
flexibility and at least one of the processes and/or techniques identified for learning facilitation in the workplace. You may read 
through the TAEDEL402 Training Delivery Observation Checklist v1.0 prior to undertaking the assessment for a better 
understanding of the process and what the assessor will be looking for as you’re completing the tasks. 

At the end of the observation, prepare and provide your assessor with: 

Finalised workplace learning documentation, including learner feedback and an evaluation of each of the sessions, including at 
least one recommendation for improvement to practice (as an outcome of the review). 
Other evidence required by your assessor, such as Third-Party Reports, Third Party observations and/or RTO records of 
facilitator allocation, if applying for RPL for this unit 
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5 Observation of your performance Observation by a qualified assessor. All efforts will be made available for the candidate to present their deliveries to a SpecTraining 
assessor, though, time constraints may require a Third Party.  If you work in a training organisation, a qualified Third Party may be 
able to complete the observation checklist “TAEDEL402 Training Delivery Observation Checklist v1.0” provided by SpecTraining.  
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